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Community Service Hours 
 
Student View 
 

1. From the Pages Tab students need to go to Preferences > Home Tab > check Tasks and click OK. 
 
 
 
 
 
 
 
 
 

2. A Tasks widget is now on the student’s Pages Top Tab view 
 
 
 
 
 
 
 
 
 

3. The Initiate button is selected to begin the process of uploading Community Service Hours. 
Followed by Workflow > Date of Community Service > select Student name from the 
magnifying glass. 
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4. In the Initiate Workflow: Details all fields need to be filled. This includes Documentation 
Upload of the Community Service completed. 

 
 

 Note:  Students select from 3 Community Service Types: 

• Advocacy 

• Direct 

• Indirect 
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5. Initiate Workflow: Confirmation window. 
 

 
 

6. In Tasks on the student’s Pages Top Tab > Closed Tasks now indicate the Community Service 
Hours initiated. 
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7. Click on the blue link to Open Checklist for the Phase of the Checklist. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Select the pencil to see the outcome given for the phase. 
9. Select the pencil for Submit Community Service Hours to edit fields as requested. 
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