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Share Your Volunteer Hours Form

E American Legion Post 392 Volus x . Inbox (13) - alr392riders@gmai X +
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QUESTIONS responses (23
©
American Legion Post 392 Volunteer Hours .
- * Click Send to email the Google Form
Yourname’ = to another address, such as your
fellow riders or another post
Email address organization that wishes to use your

form as a template.

Date of event ”

Description *

Money spent *

n QO Type here to search

[ =]




Email Your Form

M Fwd: Vol Hours - alexander.hillc X [E American Legion Post 392 Volun' X 4 = g X

€ C 0 @& https//docs.google.com/forms/d/1bzpwiTmtuiFZMP5YXccFJY ThSBTiSteRlopOwy2NKlc/edit?c=08w=1 w ¥ a @ :

Send form

— * Insert into the “To” field any addresses
' you wish to send this to. You may send
to a distro list if you are logged into an

: account with the list.

* Check Include form in email if you wish
to have it fillable in the email.

* You may Add collaborators to enable

others to view/edit the form.

[ include form in email

Add collaborators CANCEL SEND




Access the Emailed Form

B American Legion Post 392 Volun' X ™M American Legion Post 392 Volun: X + = X
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Having trouble viewing or submitting this form?

If accessing the emailed form
from a Google email account,
it will appear like this.
— * If shared from another
organization it should also
P appear like this.

Description *

Money spent *

If any, what were the expenses for this event?

What category of event? *

2 9

H O Type here to search




Filling Out the Google Form

B American Legion Post 392 Volur: X + = X

> C O @& https//docs.google.com/forms/d/e/1FAIpQLSdnpeqHUoTojoZelyTitzYYnwAyeDHHr5BEVKrsMr3LnFigXQ/viewform?c=08w=1 * © = e :
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* Riders can fill out the form here.
e Certain fields require different

American Legion Post 392 Volunteer types of Input, 1.e. Dates’ email

Hours addresses. Some of the fields may
have pre-determined fields and
— cannot be edited by a user such as
Categories.

Emil address * The Blue pencil icon indicates that
ot st con you are not in an edit mode.

Date of event *

02/01/2019

Description *

MERICAY,

Making this presentation|

Money spent *




B American Legion Post 392 Volur X

Copying the Google Form

E

<« Cc o0 & https://docs.google.com/forms/d/1bzpwiTmtuiFZMP5YXccFJY 1hSBTiSteRlopOwy2Nklc/edit?c=0&w=1

QUESTIONS responses (23

American Legion Post 392 Volunteer Hours

Please fill out the form below and hit submit.

Your name *

Email address *

Date of event *

Description *

Money spent *

Make a copy

B Movetotrash

GO Get

= Prin

+2, Add

pre-filled link

t

collaborators..

.......

Once in edit mode, you have a
different set of icons.

You can modify the questions,
the title, and the pre-recorded
responses for categories,

To make a copy for your
organization click the three dots
and select Make a copy.

Make a copy also as a backup
incase the working copy is
altered.




Customizing the Google Form

B American Legion Post 392 Volun: X [B] Template American Legion Post © X +

< C (@ @& https//docs.google.com/forms/d/1pAnSeh_ykaVHDBbF/WOoVuwUPOCHAFYbUcmXUc8lj8/edit * v EH3 O :

QUESTIONS RESPONSES

American Legion Post ### Volunteer Hours : * If accessing the emailed
form from a Google email
account, it will appear like
this.

e |f shared from another
organization it should also
appear like this.

Please fill out the form below and hit submit.

Your name *

Email address *

Date of event *

Description *

Money spent *

) s 951PM
H O Type here to search g i & #® & 211/2019 8




Customize the Google Form (cont)

M Drafts (256) - alexander.hill@g: X | [E] ALR Post 382 Tracking Form % [E] Template American Legion Post X + - X

& > C (O @ https//docs.google.com/forms/d/1pAnSeh_ykaVHDBbF)WOoVuwUPOcHAFYbUcmXUc8lj8/edit * v B2 e H

QUESTIONS RESPONSES [ ]
. . °
American Legion Post ### Volunteer Hours T
Please fill out the form below and hit submit. !
(> ]
Your name * -
[ ]
Email address *
Date of event *
i)
[ ]

Description *

Money spent *

Click the paint pallet to change
the Themes, add a Header
Picture, color scheme,
background colors, fonts.

The Icons to the right of the
form will allow you to modify
individual items of the form, but
this is very risky and can cause
you to lose entire sections.

To undo any changes, click
Ctrl+Z




Create the Response Spreadsheet

I - Click the Responses Tab

e Click the Green Square
with the cross inside to
create a new

UPOcHAFYbUcmXUc8lj8/edit
—

QUESTIONS RESPONSES

QUESTIONS RESPONSES
American Legion Post ### Volunteer Hours Spreadsheet

+ I
0 responses = e In the Select response

Accepting resporses @) destination window you
can create a new
spreadsheet or Select an
existing spreadsheet you

Select response destination X may already have or

have uploaded.

@ Create a new spreadsheet Template American Legio...  Learn More

O Select existing spreadsheet

CANCEL  CREATE




Response Spreadsheet

™M How to Create Your Tracking For X | [E] Template American Legion Post | X Template American Legion Post | X | = X Share with others Get shareable Imk@

C O @ https//docs.google.com/spreadsheets/d/1b2)rs9cr7wEXerCilb4NLgCL5hcm{Template American Legion Post ### Volunteer Hours (Responses) - Google Sheets | * v B2 e

Link sharing on Leam more

Template American Legion Post ### Volunteer Hours (Responses) =]

File Edit View Insert Format Data Tools Form Add-ons Help

e Anyone with the link can edit ~ Copy link

https://docs.google.com/spreadsheets/d/1b2Jrs9cr7wEXerCiLb4NLgCL5hemev-AW
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A

£
Timestamp
A B c P £ F 3 H i 7 K L People
1 [Timestamp I Your name Email address Date of event Description Money spent If any, what were the expe Miles driven What category of event? What groups are you in
o

7 Enter names or email addresses... 7 ~
3 o
. v Can edit
: Can comment
7
8
9

: * Here’s where all entries
: from the Google Form

; will be recorded.

: * Click Share to allow

- others to be able to

= view/edit the
spreadsheet. This is

» useful for reporting.

B Form Responses 1 ~ z

+
H O Type here to search : A ws/)[ﬂ,u o




Using the Spreadsheet

AL Volunteer Hours (Responses)
File Edit View Insert Format Data Tools Form Add-ons Help

~o 8T Promme e 0 s BISASEE B ik @RE Y- I e Directly in the form you can use formulas
=SUM
: E C C : i ¢ g | | to find out totals of your mileage, hours,
1 Timestamp Your name Date of event Description Money spent If any, what were the expe Miles driven What category of event? What groups are you in Email addre:
280 6/22/2018 16:45:00 Gwen Doyle 6/22/2018 4 Posts Ride to 402 4 52 Community Activities - Ve American Legion Riders
281 6/22/2018 16:45:00 Duffy Redmiles 6/22/2018 4 Posts Ride to 402 4 52 Community Activities - Ve American Legion Riders O r m O n ey S p e n t °
282 6/22/2018 16:45:00 Tina Redmiles 6/22/2018 4 Posts Ride to 402 4 52 Community Activities - Ve American Legion Riders o o o
23 6/22/2018 16:45:00 Darryl Luna 61222018 4 Posts Ride to 402 4 52 Community Activites - Ve American Legion Riders B est p ractice Is to co py t h e Wor k| N g
284 6/22/2018 16:45:00 PT Moore 6/22/2018 4 Posts Ride to 402 4 52 Community Activities - Ve American Legion Riders
285 6/22/2018 16:45:00 Joe Ezell 6/22/2018 4 Posts Ride to 402 4 52 Community Activities - Ve American Legion Riders d d f h I I H
286 6/22/2018 16:45:00 Lorri Tucker 6/22/2018 4 Posts Ride to 402 4 52 Community Activities - Ve American Legion Riders O C u m e n t a n p e r O r m t e Ca C u a t I O n S
287 6/11/2018 19:00 Darlene Brock 6/11/2018 Dinner Ride to Front Porc 2 16 Community Activities - Ve American Legion Riders
28 6/11/2018 19:00 Alexander Hil 6/11/2018 Dinner Ride to Front Porc 2 16 Community Actviies - Ve American Legion Riders on aco py.
289 6/11/2018 19:00 Mitch Brock 6/11/2018 Dinner Ride to Front Porc 2 16 Community Activities - Ve Sons of the American Legion, American Legion Riders
290 6/11/2018 19:00 Suzanne Patterson 6/11/2018 Dinner Ride to Front Porc 2 16 Community Activities - Ve American Legion Riders Ad d 1 1 d 1 I 1 h p d h t
291 6/11/2018 19:00 Emily Wood 6/11/2018 Dinner Ride to Front Porc 2 16 Community Activities - Ve American Legion Riders I n g e n t rl e S I re Ct y I n t e S re a S e e
292 6/11/2018 19:00 PT Moore 6/11/2018 Dinner Ride to Front Porc SUMPRODUCT ) 16 Community Activities - Ve American Legion Riders .
23 6/11/2018 19:00 Frank Quarles 611112018 Dinner Ride to Front Porc. _ 16 Gommunity Actviies - Ve American Legion Riders IS not recommen d e d ds hew res pO nses
294 6/11/2018 19:00 Catherine Quarles 6/11/2018 Dinner Ride to Front Porc Jvo— 16 Community Activities - Ve American Legion Riders . .
205 6/11/2018 19:00 Mark Worril 6/11/2018 Dinner Ride to Front Porc 16 Community Activities - Ve American Legion Riders I I h d d d
296 6/11/2018 19:00 Matt Salvo 6/11/2018 Dinner Ride to Front Porc s 16 Community Activities - Ve American Legion Riders WI Ove rW rlte t e O n e S yo u a e
297 6/11/2018 19:00 Brian Dietz 6/11/2018 Dinner Ride to Front Porc SUMIFS 16 Community Activities - Ve American Legion Riders
28 6/11/2018 19:00 Rebecca Smith 6/11/2018 Dinner Ride to Front Porc ~ "¢ 16 Community Activites - Ve American Legion Riders even t ua I Iy
299 6/11/2018 19:00 Joey Sowell 6/11/2018 Dinner Ride to Front Porc SUMIF 16 Community Activities - Ve American Legion Riders
300 6/11/2018 19:00 Rodney Rivera 6/11/2018 Dinner Ride to Front Porc > 16 Community Activities - Ve American Legion Riders
301 6/11/2018 19:00 Dwayne Montieth 6/11/2018 Dinner Ride to Front Porc b SUM(E2:E301) 16 Community Activities - Vie American Legion Riders
302 Suggested based on the data.




M How to Create Your Tracking For: X
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Template American Legion Post
File Edit View Insert Format Dat:

Share...

New >
Open... Ctrl+0
Import...

Make a copy...
Download as >

Email as attachment...

Version history >

Rename...
Move to...

Move to trash

Publish to the web...

Document details...
Spreadsheet settings...

Print Ctrl+P

Templat:
B remp

(A @ https://docs.google.com,

Using the Spreadsheet

Email as attachment

Attach as

PDF ~

To (required)

Subject

Template American Legion Post ### Volunteer Hours (Responses)

Message

Send a copy to myself

Make a copy of the spreadsheet
to backup your progress often.
Perhaps once a month

You can also Download the
spreadsheet in different
formats.

You can also email the form as
an attachment.




QUESTIONS?
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