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	1. 
	Click the ‘LOG HOURS’ link on the top navigation row. 
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	2. 
	Use the search fields to find the organization name.


Note: If you cannot locate your organization follow the next set of instructions (on page. 3) to ‘Nominate an Organization’ to be included in the search results of the databse.
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	3.
	Enter the details related to your volunteer service as well as total hours for any friend/family volunteers and select the ‘Save and Proceed’ button at the bottom of the page.
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4. 
	Review your information. 

Submit
Click the ‘Submit’ button to immediately send the logged hours to Community Relations and you will then be unable to perform further editing.

Save Only
If you are not ready to submit your hours at this time, click the ‘Save Only’ button. The request will then be available to edit from the Welcome page. 
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	5.
	You will receive see a confirmation message that you have successfully submitted volunteer hours. 
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	END
	







[bookmark: _Nominate_an_Organization]Nominate an Organization 
[bookmark: _GoBack]If you would like to nominate an organization that is not currently listed in the search result; you may nominate the organization by following the instructions below.

	1. 
	Select the ‘Nominate your organization’ link towards the bottom of the page. 
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	2.


	Complete the organization nomination information and select the ‘Review’ button near the bottom of the screen when complete. 
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	3. 
	Review the nomination information on the next screen for accuracy and completeness and click ‘Submit’ at the bottom of the screen.
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	4. 
	You will receive a confirmation message stating your nomination was successful.

Try the search once more and verify that your organization is listed in the search results. 
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Volunteer Opportunity Name

*Volunteer Start Date

Volunteer End Date

Employee Hours Volunteered

Friend/Family Number of hours volunteered

Service Type

Service Type Other

Description

Enter the start date of volunteer hours.

MM/DDAYYYY

MM/DDAYYYY

Hold the Ctrl key to select all that apply

Animal Rescue

8lood Donation

Board Service

Career Prep. & Development

Event Support (Registration & Ticket Handling)

>

* Enter details for Service Type "Other”

(255 character maximum)
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Save and Proceed Return to Home Page
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GIRL SCOUTS OF SAN JACINTO COUNCIL
3110 SOUTHWEST FWY
HOUSTON, TX 77098-4508
U.S. Tax ID/EIN: 746001254

Volunteer Hours Information
*Volunteer Start Date  01/13/2017
Volunteer End Date ~ 01/13/2017
Hours Volunteered 8

Description  Volunteered to make quilts and deliver to the local women's shelter.
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Submission Successful

Your hours have been successfully submitted to CenterPoint Energy.
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Organization Search Criteria

*Organization Name: | |

*State: | (Not Applicable)

Search Results
We apologize as we were not able to locate an organization that matches your search criteria.

Helpful tips in searching for your organization:

+ Be more general in your search (e.g., if you are looking for a specific chapter of the "Girl Scouts", try searching for just "Girl" and the State)
« Search by Tax-ID in the advance search

+ If you wish to donate to a local chapter and you cannot find it in your search, either nominate the organization, or use the parent organization
and enter the local chapter name in the designation field on the application.

If you can't find your organization, Nominate your organization for inclusion in our nonprofit database.
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Nomination Information
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*Contact First Name

*Contact Last Name

Tax ID

NCES School ID

NCES District ID

e e

First name of organization contact
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Nomination Information

You have successfully nominated this organization to be consider for inclusion into the program!




