Volunteer Tracking Instructions - Logging Hours

1. Enter in the number of hours

2. Enter the date you volunteered

3. Enter the type of volunteering you completed. If not listed, select “Other” and fill in the description.
4. Notes are optional.

5. Click “Submit Time”

Once you submit the time, the timesheet will update to display the number of hours that you have completed
this school year.
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The changes have been saved.

Log Hours Timesheet w B

Hours:
o Annual Fundraiser Hours: 0/5 Hours Annual Fundraiser Hours: 0/5 Hours

Date Volunteered:
e . . K-8 Service Hours: 0/15 Hours K8 Service Hours: 2/15 Hours

| - = '

Activity:
e i) . Once you log hours, theyll appear here! R

Other:

08723 Field Trip

Notes: Total Approved Hours 2.00

e Field trip to Lambeau Field

e Submit Time

Once you have successfully completed your hours for a specific requirement, the area will turn green and state
“complete.”
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Thank you for submitting your hours.

Log Hours Timesheet

Hours:

Annual Fundraiser Hours: S Hours complete
--Select Hour-- -

Date Volunteered: B3

Sep ~ 5 - 2023 - | ]
Activity:

K-8 Service Hours: 2/15 Hours

-—Select Activity--- = .

Other: 0940523 Annual Fundraiser n

Notes: 08/17/23 Field Trip

Total Approved Hours 2.00

Submit Time



