
Recording Hours



Log in
Type in your email address and password.



Homepage
Click on the Hours tab to add hours.



Recording hours
If you provided the service, you record the hours.



Recording hours
Work from the top of the form.  Add number of hours, date and to how many 

members. A space will appear for you to add the name of the person you 
provided the service to.



Recording hours
Select the category and service, offer a comment if 
you’d like and hit “Record Transaction” to save it.



Recording hours
Check your Statement to confirm the hours were properly 

recorded.


