
My Service Tab - This tab allows you to do the following: 

 Service Summary - This tab allows you to see your completed hours by date.   

 Claim Service – This tab allows you to send a verifcation form to your agency supervisor 

 Pending Claims – This tab allows you to see service hours not certified by your agency supervisior. 
(You can click on the Remind button to send supervisior a reminder.) 

 Organizations Served – This tab allows you to see your service hours completed by organizations 
 
 
Service Summary Tab: 

 
 
 
 

To submit a 

verification to your 

agency supervisor 

click here 

 



Claim Service Button: After clicking on the Claim Service button you will see the form below. Complete this form and when you click on the Submit button it will be sent 

to your agency’s supervisor for verifcation. If verified by the agency supervisor, the hours will be added to your Service Summary.                                                                             

If the supervisor does not verfiy you will receive an email with a reason from your agency supervisor. 

 

 

 

 

 



Pending Claims Tab: On this page you will be able to see the staus of your service claims.  
There will be three types of instructions (messages) that you may receive after you submit a claim: 
 

1. Waiting for a supervsior to confirm this service - you can click the Remind button to send a reminder to the supervisor. 

2. Supervsior declining service claim and your need to contact that supervisor. 

3. Supervisor confirming service claim. The service hours will be added to your Community Serrvice Profile. 

  

 

 

Waitng for confirmation. 

Click Remind to send a 

reminder. 

Service Claim 

confirmed and hours 
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Service Claim 

declined. Connact 
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Organizations Served Tab: This tab allows you to see your service hours completed by organization. 
 

 

 

 

 

  

 


