
Using Google Docs to Track Service Hours

**PLEASE SAVE THE EMAIL THAT CONTAINS YOUR SERVICE HOURS LINK!**
1. Open your email from Athens Area Cancer Auxiliary and click on the link provided.  This will take 
you directly to your service hours spreadsheet.

2. You should see a spreadsheet like the one below with your name at the top.

Your Google document is set to open without signing into Google.  If you arrive at the Google Login 
page, you can try closing the window and reopening the link.  Email aacaservice@gmail.com if the 
link continues to go to the login page.  Google users are welcome to login if they wish!

3. Enter the date (Google will auto-format), the event, a couple of words describing the service 
activity, and the total number of hours.  The spreadsheet will update the total hours for you.
The following is a sample of how you will enter your service hours.

4. Google Docs will Auto Save your work.  When you finish entering hours, just close the window!

Questions?   Contact Abby or Becky, Service Chairs  aacaservice@gmail.com
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