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ACCESS SERVICE OPPORTUNITIES 
& MY SERVICE HOURS (GENERAL USERS)
· Where To Find
· Service Opportunities
· Log Into Custom platform link > Click Service Opportunities (Left-Hand Menu).
· My Service Hours
· Log Into Custom platform link > Click ‘My Involvement’  (Left-Hand Menu) > Click ‘My Service Hours.’
· You can also add Service Hours by clicking the blue ‘+Add Service Hours’ button at the top and filling in the appropriate info.

CREATE SERVICE OPPORTUNITY EVENTS 
(GROUP OFFICERS)
· How To Do
· Log Into Custom platform link.
· Go To Your Group > ‘Events.’
· Click Green ‘Create Event’ Button (Top Right Corner).
· Fill In All Appropriate Event Info.
· [Scroll Down To The ‘Service Opportunities’ Drop-down] Click Into The Drop-down > Click ‘Yes’ Next To ‘List this event under Service Opportunities’ section. 
· Click Either ‘Save,’ If Completed Or ‘Save As Draft’ To Come Back To/Edit Event.



ADD ATTENDEE SERVICE HOURS 
(GROUP OFFICERS)
· How How To Do
· Log Into Custom platform link.
· Go To Your Group > ‘Events.’
· Click On The Appropriate Event.
· Click The Green ‘+ Add or Invite Attendee’ Button (Top Right Corner) > Type In The Necessary Attendees’ Names > Click ‘Add.’
· Click On The ‘Service Hours’ Button (Under Attendees’ Name). 
· Add The Number Of Service Hours To The ‘Hours’ Field.
· Click The ‘Add’ Button.

VALIDATE ATTENDEE SERVICE HOURS 
(GROUP OFFICERS)
· How How To Do
· Log Into Custom platform link.
· Go To Your Group > ‘More Tools.’
· Click Blue ‘New Service Hours’ Option (At The Top Next To ‘Service Hours Pending Verification’).
· Verify Service Hours…
· Individually
· Click The Box Next To ‘Verified’ (In Each User’s Field).
· In Bulk
· Click The Box At The Top Left Corner To ‘Select All.’
· Click 3 Dots/Ellipses (Top Right Corner) > Click ‘Verify Service Hours’ Option.




CAMPUSGROUPS ARTICLES
· How To Upload Service Hours
· How To Create Service Hours
· How Verify Service Hours As An Officer

NEED MORE HELP?
1. Explore CampusGroups Resource Articles http://help.campusgroups.com. 
1. Click “?” on bottom right to access CampusGroups Support.
2. Email campus contacts (insert campus contact emails).
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