
 

How to start filling in Coop timesheets in Hour Republic 
 
* after you have created an account 
 
STEP 1- Log in 
STEP 2- Switch from Volunteer to Coop Dashboard 
STEP 3- Click on Weekly Log 
STEP 4-  Under Submit Hours enter the following: Company Name, Supervisor email, phone number 
STEP 5- Move down the page to the day that you just worked ( I.e. Thursday Feb 9, 2017) and click on +Add Shift 
STEP 6- Enter start time and end time. DO NOT PUT A BREAK and DO NOT PUT TRAVEL TIME IF YOU GET 
IT- I have to do that separately 
STEP 7- Click on Save Draft 
STEP 8- After a Monday to Friday week has been completed then click on Submit Hours 

 

 



 

 

 



 


