
Adding Volunteering 
Experiences to 

ManageBac
Middle School Advisory



Step 1: Add an Ac-vity

CLICK ➤

(It’s the same tab, we 
cannot change the label.)



Step 2: Add Grade, Volunteering Experience& 
Location

G8 Sewing Labels on Hats
▲

Grade
▲

Name of Volunteering Experience



Step 3: Dates & Supervisor

Click here for pop up calendar

Ms Anna

annayuen@nanjing-school.com



Step 4: Descrip-on & Learning Outcome

Who:
What:
When:
Where:
Why:

Choose ONE only. Choose 
ONE that is DIFFERENT to the 
one you choose for SA
It’s the one you have to write or talk about.

Sunny, Evan, Khai, Oscar
Sewed labels on to hat made by the Knitting Club
Every Friday, lunch 1
D229
To show that the hats were donated by the Pfrang Association

SAVE ➤



CLICK on your activity

CLICK Add Reflec6ons 
& Evidence tab

CLICK Reflections and 
Evidence tab

➤

➤

➤

Step 5: Add a Reflection



Step 6: Op-on 1 - Write a reflec-on
Op-on 2 – Voice record reflec-on (see next slide)

Activity?
Benefit? 
Change?
Description?
Evidence?

What was the ac*vity?
How was your ac*on beneficial (helpful) to other people/to the community?
How have you changed/What change(s) have you made or will make?
Describe/explain how you achieve the learning outcome ✓.
Please upload a photo or an email that supports your experience

✓

SAVE ➤



Step 6: Op-on 2 – Voice record reflec-on

Add voice file recording making sure you 
have talked about:
Activity:
Benefit:
Change:
Description:
Evidence:

Voice recording ◀ Write

SAVE ➤

◀ Click

✓



Step 7: Add the Evidence

CLICK
▼

⬉CLICK & choose photos

SAVE ➤

can add a description of the photo



Great Job!


