
Tracking Service Hours for Student Organiza�on Leaders 

To manage your roster or report service hours on other’s behalf, you must be given 
administra�ve access by emailing cce@usm.edu.  

It’s easiest if you have members report their hours on their own: see video 

But… to report hours on behalf of group members, see below: 

mailto:cce@usm.edu
https://www.youtube.com/watch?v=FKW8kS_-DeI&t=1s?cc_load_policy=1


 

Two ways to view hours reported by your group: 

Op�on 1  
• This is also how you can update your roster (see Tips) 

 

 



Op�on 2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



How to set up a service event that students can sign up for:  

 

Step 4 (next page) 



 


