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1) Updating your Profile

At the beginning of each semester you’ll want to look through your profile on

BWBRS and make sure all your information is current and correct.

1.1  To look at and update your profile:

1.1.1 Log in to http://www.bwbrs.org

1.1.2 Select the profile tab located at the top of the window.
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1.1.3 All your information will be displayed here.  Take the time to look

through it all and change anything that up to date. Please put the

email address you check most often.

1.2  To change your username and password:

1.2.1 Select the “Profiles” tab located at the top of the window.

1.2.2 Scroll down to the bottom of the window and you’ll see your user

name and password listed.
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1.2.3 Change your user name and password to whatever is easiest for

you to remember.  Then Click Save. Using your Berry College

email username and password typically works well.

1.2.4 Important: If the username you choose is taken, BWBRS will NOT

tell you.  A string of numbers will be added to your username.  Ex:

You make your username David.  David is taken, so the username

will be labeled is David5683. Make sure you’ve chosen something

original before you log out.
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2)  Adding a CLA

2.1 Completing and Printing a CLA

2.1.1 Click on the “Plans” tab located on the top row of tabs.

2.1.2 Click on the “Add” button located on the left side below your name.
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2.1.3 This will display a list of all Service Opportunities available to you.

Scroll through them and see if the one you are looking for is listed.

Note: If your Service Opportunity was not listed skip to section 2.2

2.1.4 Select your Service Opportunity of choice. We’ll use Coosa River

Basin Initiative – Water Monitor for this example.

2.1.5 After you’ve chosen your Service Opportunity, you’ll be taken to a

new window to fill out your CLA.
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2.1.6 Scroll down and you’ll need to fill in your Learning and Service

Objectives.

2.1.7 Once you’ve completed your CLA you’ll want to click Save located

at the bottom.
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2.1.8 Your CLA will then be listed as a proposed CLA.  You want to make

sure your advisor knows you’ve added a CLA though.

2.1.9 Click on your CLA and choose “Notify my advisor to review CLA”.
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2.1.10 If you scroll down you’ll an option to print off your CLA with

signature lines. Once you have this form signed, turn it in at the

Bonner Office.

Note: After attempting this section and you still cannot find your agency,

please send an email to bonner@berry.edu with the following information.

Agency Name:

Contact Person:

Brief Description of Agency:

Address:

Phone Number:

2.2 Adding a Service Opportunity

2.2.1 Select the profile tab located at the top of the window.
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2.2.2 Select the tab that is labeled “Service Opportunities” located on the

second row of tabs.

2.2.3 Choose “Add” located on the left hand side below your name.
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2.2.4 In the drop down box labeled Agency/Project select you’re Agency,

we’ll use Glenwood Primary School for this example.

2.2.5 Fill in the information for the Service Opportunity for your specific

job at your Agency, such as someone working at Glenwood

Primary might have a position title of Student Teacher or Student

Mentor.

2.2.6 Once you’ve completed the information, choose “Save” at the

bottom.

2.2.7 Move back up to section 2.1.5 to continue adding your CLA.
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3) Logging CLA Hours

3.1 Recording your Hours

3.1.1 Select the Logs tab located on the top row of tabs.

3.1.2 From the appropriate drop down boxes select your date, number of

hours, and choose your CLA.

Note: 1-6 minutes = .1 hour 31-36 min = .6 hour
  7-12 min    = .2 hour 37-42 min = .7 hour

13-18 min = .3 hour 43-48 min = .8 hour
19-24 min = .4 hour 49-54 min = .9 hour
25-30 min = .5 hour 55+ min = 1 hour
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3.1.3 After you’ve selected the appropriate boxes click Add Log Entry,

continue the previous steps until you have added all your hours.

3.2 Printing your Bi-Weekly Timesheets

3.2.1 Select the Logs tab located on the top row tabs.

3.2.2 Select “Reporting” located on the left hand side of the window below

your name.
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3.2.3 Select the appropriate time period from the drop down box and

choose Update.

3.2.4 Click on “Print this Report with Signature Lines”.

3.2.5 Have your supervisor sign the time sheet and then turn it in at the

Bonner Office.
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4) Non-CLA Hours and Training and Enrichment

Non-CLA Hours can include activities that won’t be a regular reoccurring

activity.  Examples are First Year Service Day, Potato Drop, and Saturday

Soup Kitchen. Training and Enrichment events include monthly meetings,

Class trainings, and other mandatory events.

4.1 Logging Non-CLA Hours

4.1.1 Select the Logs tab located on the top row of tabs.

4.1.2 Choose your Non-CLA Service from the drop down list, and choose

the appropriate date and hours.
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Note: 1-6 minutes = .1 hour 31-36 min = .6 hour
  7-12 min    = .2 hour 37-42 min = .7 hour

13-18 min = .3 hour 43-48 min = .8 hour
19-24 min = .4 hour 49-54 min = .9 hour
25-30 min = .5 hour 55+ min = 1 hour

4.1.3 Click “Add Log Entry” and repeat the previous steps to add other

dates or events.

4.2 Logging Training and Enrichment

4.2.1 Select the Logs tab located on the top row of tabs.

4.2.2 Choose your Training & Enrichment from the drop down list, and

choose the appropriate date and hours.
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4.2.3 Click “Add Log Entry” and repeat the previous steps to add other

dates or events.

Note: After attempting this section and your Non-CLA event or Training and

Enrichment event were not listed, please send an email to bonner@berry.edu
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5) Service Accomplishments (End of the Semester)

Service Accomplishments are completed at the end of the semester and

serve as a way to look back at what you have accomplished.

5.1 Completing your Service Accomplishment

5.1.1 Select the Logs tab located on the top row of tabs.

5.1.2 Select Service Accomplishments on the second row of tabs.
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5.1.3 Select “Add” located on the left hand side below your name.

5.1.4 Choose the Activity Phrase that best describes your Service

5.1.5 Click on an area you participated in and several options should drop

down. Select the area that best describes your involvement.

5.1.6 From there several other options should drop down. Select and click

the activity that was most applicable to what you did over the last

semester.

5.1.7 Fill out all of the fields that are presented once you click on the

particular activity.

5.1.8 After you have completed your entire service accomplishment form,

click on the left side where it says “print this page” so that the signature

lines will show up.  Get it signed and turn it in to the Bonner Office.
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6) Glossary

Agency – Specific sites where Bonner Scholars work.  You will choose a

Service Opportunity for an agency to create a CLA with.

BWBRS – Bonner Web Based Reporting System

Community Learning Agreement (CLA) – An agreement you fill out with a

specific agency describing a time period and the nature of your volunteer

work.  This is a contract between you and your work supervisor.

Learning Objective – Learning Objectives are located on your CLA. A

Learning Objective should describe a goal you have to improve upon yourself

through your service placement.

Non-CLA Event – Any event that you take part in that will not be a regular

reoccurring activity.  Examples would be First Year Service Day, Potato Drop,

or the soup kitchen.

Service Accomplishment – Service Accomplishment are filled out at the end

of the semester and serve as an evaluation of what you have accomplished

during the semester.

Service Objective – Service Objectives are located on your CLA.  A Service

Objective should describe how you plan to make an impact on the community

with your service placement.

Service Opportunity – Service Opportunities are specific to an agency.  The

service opportunity will define your job, responsibilities, and title within an

agency.
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Training and Enrichment – Any activity such as Monthly Meetings, Class

Trainings, or any other activity that wouldn’t be classified as direct service.


