To manage your roster or report service hours on other’s behalf, you must be given

Tracking Service Hours for Student Organization Leaders

administrative 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:
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Add Hours

Select Response

User Lockup

«= Type in student name (must be on your roster)

Opporiunicy Re:

<= Type in "Various" (shift doesn't matter)

Hour Details

Date Worked

-+= Put in date worked, hours worked, and select
your organization for User Group. If reporting
“= multiple dates, just pick a random date and then

put dates and details under "description”
e

Mours Warked * 1.00

Must provide enough information so we
#

know it meets the criteria listed below
Hours Questions

Q. How would you be Volunteering with a communiy organizatian [not a forprofic

You don't have to select anything here,
it is just FYl on what counts for service
hours

sy Schaol. evangelism, singing in choir

E

Volutes. 8 charity or the general well-baing of the USM community

ot just

udent orgs)

Volunteering with citizenship or voTer regisTaTon acivities (ROt campaigning for a specific candidate or politcal party)

oo g Click “Submit Hour Entry”

Two ways to view hours reported by your group:

Option 1
e This is also how you can update your roster (see Tips)
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How to set up a service event that students can sign up for:
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Listed below are details a

t the oppartunities that have been assigrJJll to your Group user group. Filter the list by selecting a block and a user group. Note that some students may have responded to

opportunities To view those responses, dlick "Respon<diilibelow.
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TABLE FILTER T

OPPORTUNITY 2 AGENCY 2 BLOCK = USER GROUPS OFTIONS
Food pantry/ Thrift store Edwards Street Fellowship Center Ongoing cce 4
Catchafire USM Center for Community Engagement Ongoing oCE Ve
Soup Kitchen Volunteers Christian Services Ongoing CcE 4
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Add Opportunity

LEADER PORTAL ROSTER

Title ™

Description *

Privacy *

Initiative

Agency”

User Groups *

Duration *

Capacity

Hours ™

Hours Description

Outdoors?

Wheelchair Accessible

Attributes

Virtual Opportunity

Address

Zip Code ™

Country™

Interests & Abilities *

Additional Notification Recipient{s)

Final step

Waiver '
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e (Name of event)
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(Description of event)

5 G private  ChOOSE privat_e if you only want group
members to sign up, public means open to all

No Initiative

USM Service Opportunities

select User Group ~ Select the name of your organization

Is your event one date, ongoing, or for a specific time period?

example: 30 How many volunteers can you accomodate?

example: 4or 2.5 How many hours will typical volunteers earn?

Example: 9am - 5pm

Yes No
Yes No

ADD
Yes No

as¥Where should volunteers go?
Address Line 2

Gity

Pick a state

Zip Code

United States

selectinterests Yoy can use "civic engagement” as default

ENGAGEMENT X

Choose "on" and list the email of the person
3 who should receive email notifications when
volunteers sign up.
No file chosen



