Reports-if you are Reporting

To add a report
· You MUST fill in any empty boxes at the top of the page including your  Auxiliary, District, Submitter email and Date of Activity
· Select a Program	
· You can pick any program 
· Select an Activity
· By clicking on the circle, all the guide sheet requirements are listed for the Program that you picked. If what you want to report is NOT listed then please click on Other.
· Cumulative Hours
· Add how many hours it took to complete the project, if you did more then 1 project then it would be the total of all Projects.
· Miles
· Put in the total number of MILES Add up all the miles from members that took part in the project, and all drove separately. If you did more than 1 project, then it would be the total of all Projects.
· Members
· Add how many members took part in the project. If you did more than 1 project, then it would be the total of all Projects
· Dollars Spent/Donated
· Add any amount that was raised or spent. If you did more than 1 project then it would be the total of all Projects
· Poppies
·  number of poppies used, if non used leave blank.
· Youth-
· Number of Youth involved in non then leave blank.
· Chairman
· If you know the chairman’s name, please add here or just put the Auxiliary number.
· # of Projects
· Total number of projects
· Description
· This is where you would write and tell the Chairman all about the project that you did as an Auxiliary. 
KEY NOTE
If you have several things to report then click OTHER and in the DESCRIPTION Box fill in all the activities that you did and THEN fill out the boxes above with the total of ALL the activities that you listed.  FOR EXAMPLE:
[bookmark: _Hlk204626052]1.-Helped the Comrades put flags on all the Veterans Tomb stones in the local cemetery for Memorial Day.  798 flags   20 Seniors from the high school helped Aux=6	Hours=24 20 miles

2.-4-Members purchased 4-5 x 7 American Flag to be flown in the flag Honor at the Elk’s Lodge and then they were taken down and given to that Veteran.  	Value=$150.00 Aux=4

3.-MaryAnn Rolston – Visited 4 Veteran’s graves and put flowers on them. 6 hours 20miles Aux-1


Once you are done adding all your projects, please click on the box that says SUBMIT

All reports will show up on the Dashboard once the Chairman Approves them. You can print them from there. Also, you should get an email with what you submitted. 
