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Community Service Hours Helpful Hints

Requirements: 40 volunteer hours and 4 (four) 350-word reflective papers. 10 hours can be completed at TCA. TCA Day hours do not count toward the 40 hour requirement.

Due: By the end of the third quarter of students' senior year. 40 hours and 4 papers should be entered into x2VOL, the database used to track Community Service Hours, by this date.

Accessing x2VOL: Students can get to x2VOL either at:
· TCA Intranet > Student Links > Community Service – x2Vol
· TCA Website – TCATitans.org > Family > Community Service (x2VOL)
At the Login screen, select “Continue with Microsoft” and log in with student’s single sign-on email (######@msa.asd20.org) and password

Adding Community Service Hours: Hours can be summarized as necessary and added as one entry. From the Dashboard, select the “Add Hours” button. To create a new record, select the “Create New” button. Provide information for the fields indicated below (REQUIRED) and disregard the fields as noted (SKIP).  
· REQUIRED: Agency or Organization – Name of organization or person that you volunteered with
· REQUIRED: Project Description – Brief description of the volunteer work completed
· SKIP: Attachments
· SKIP: Drop Files Here
· SKIP: Make This a recurring project
· SKIP: Interests
· REQUIRED: Activity Verification Contact – Name, Phone, and Email Address fields are required as a placeholder only, but you may use a parent for this contact; neither your parent nor the organization needs to verify the activity for the hours to be approved
· REQUIRED: Claim Hours
· Date – The date of a one-day event or a summarized date at the end of a series
· Hours and Minutes – total time volunteered for the activity
· SKIP: Reflections – Reflections will be included in papers
· REQUIRED: Organization Goals – Choose ‘Community Service Graduation Requirement’ or ‘Green Community Service Cord Honor’ Goals. DO NOT select ‘Apply to all Non-Exclusive Goals’ - the record will not move to the approval queue correctly
· REQUIRED: The hours that I am submitting are accurate . . . – Select this box
· SKIP: Comments
· SKIP: Claim History
· Select the “Submit” button to create the record

Uploading Reflection Papers: Papers are only uploaded using the PROFILE/PORTFOLIO menu, not attached to hour entries (they cannot be found for approval when attached to records). Before uploading, papers should be on or accessed from the computer the student is using, and each should contain the word count. 
From the x2VOL Dashboard, go to the top right corner menu named PROFILE 
· Choose PORTFOLIO from the drop-down menu
· Select the “Browse” button, locate your paper(s) and Open 
· Enter a name in the Document Name field
· Select the “Upload Document” button to upload
Reflection Paper topic ideas: What did I learn? What did I like/not like? Would I serve here again? What were the character traits that most exemplified this experience? What problems did I encounter/solve? How have I changed from this experience?

If you have submitted hours already, check them on the Activity Log by selecting the “Print Activity Log” button on the Dashboard. If you have submitted papers, check them under PORTFOLIO in the PROFILE menu. If you have questions about your hours, logging on to or entering information into x2VOL, stop by or contact Connections in Room 1104 or at TCAvisits@asd20.org 
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