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• You can keep Volunteer Names on your Other Names list.  This keeps them separated from 

Customers/Donors/Members.  Go to the List command on the Menu Bar and pick Other Names 

List. 

 

• You will need to add a Service Item Type to your Items List (if you want to track different types 

of volunteer time, such as Supervisor Time, add more Service Items).  The Income account can 

be In Kind Contributions.   

 

 
 

• You can use the Weekly Time Sheet to enter the volunteer’s time. 
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• Finally, you can report on these hours in several ways.  Click Reports/Jobs, Time & Mileage.  The 

Job by Detail Report will allow you to add Class. 
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