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1. Click + Add Hours

2. Select the proper site location in 
the Organization tab

3. Select the Program - if application 
(ex. Resource Coordination)

4. Fill out What did you do? - Make 
sure your location is notated

5. Add your Start Date, Start Time, 
and Duartion

6. Click Add

7. A CityServeX Site Leader will 
approve your hours

Step 9
Logging Extra Hours

CityServeX Volunteer Resource Coordinator Instructions

Here’s more info on logging extra hours.

https://support.pointapp.org/knowledge/how-does-a-volunteer-self-submits-hours

