
Electronic Timesheet User Guide 

 

First Click the Electronic Timesheet link found on the RSVP website. 

 

Next, volunteers will see a screen to enter your name and email. You will also 
enter the volunteer coordinator’s name and email then click begin signing.   

Please be sure to carefully enter the volunteer coordinator’s email as it may 
not be received if an incorrect email address is entered.  

 

https://www.anokacountymn.gov/725/Retired-Senior-Volunteer-Program


You will see an electronic timesheet with your name and signature appearing. 
Please enter the Volunteer site and volunteer job. You can enter additional 
Meals on Wheels route info. in the site or job field.  

Then you can enter the date(s) served, number of hours and mileage 
information (note: the minimum for mileage reimbursement payment must be 
at least $5.00, anything less will not be reimbursed).   

Note: The date will show up as the current calendar date of entry. You will 
have to scroll to choose the correct dates.  

 

When you have entered all your time and mileage for the quarter, scroll to the 
bottom and click finish. Once your volunteer supervisor electronically signs, a 
fully signed copy will be provided to RSVP staff.   

Please note you can choose to finish later and will receive an email to 
complete the form in docu-sign at a later date.  


