
 

 

 

Online Tutorial:  

Exporting Previous Years Parent Volunteer Hours 

Step 1: On the start page, click the 
“All” link to select all students at your 
school  
Note: You can also pull Current 
Volunteer Service hours for individuals 
or selected groups. In that case, select 
the student(s) and follow the same 
instructions after Step 1.  
 
 
 
Step 2. In the drop‐down menu at the 
bottom of the screen, select “Quick 
Export.” 

Step 3.  Enter these fields into the export list (you can copy and paste) 

student_number 
lastfirst 
grade_level    
6thvolunteerhours 
7thvolunteerhours 
8thvolunteerhours 
9thvolunteerhours 
10thvolunteerhours 
11thvolunteerhour 

Step 4. Click the “Submit” Button 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