
Entering Hour Logs Through the 
My Service Log System

A Step‐by‐Step Overview
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This is the welcome screen , 
after you enter the URL for 
your campus site A list ofyour campus site.  A list of 
sites can be found on the 
NC‐ACTS! website 
(www.nccampuscompact.or
g) under Members
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This is your Home Page

Your Name will be 
here

Be sure to check this area 
periodically as it shows your 
current hours and hours 
remaining to reach 300 Beremaining to reach 300. Be 
sure that it matches your 
records. It also shows whether 
or not your Campus 
Coordinator and the licenseeCoordinator and the licensee 
have approved the hours  you 
have entered.  The licensee is 
NC Campus Compact.   3



Your Name will be 
here

To enter new hours click on 
Hours Logs
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Make sure the date in this header says 
the month and year for which you are 
logging hours!  If it is wrong change the 
date by scrolling down. 

Your Name will be 
here

Your Name 
will be here

Make Sure the Log Entry tab isMake Sure the Log Entry tab is 
selected . It will turn blue when it 
is highlighted. 

#1 – Choose 
the date for 
your entry  by 
clicking theclicking the 
date in the 
calendar
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Click on the 
date in the 
calendar

The new date will now show up in the date box under Log entry to 
the far right on the first line. (Next to minutes)g ( )
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#2 – Enter your 
hours in thehours in the 
Hours box

#3 Enter your minutes in the Minutes box
•If you serve 15 minutes or less, click 15.
•If you serve between 16 and 30 minutes, click 30.
•If you serve between 31 and 45 minutes, click 45.
•If you serve 46 minutes or more, please round up 
to the next hour and leave minutes blank. 
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Read this page if you are Entering Direct Service Hours 
(go to the next slide for entering Training Hours)

#4 Scroll down to the correct  Primary Position (Agreement). If you served hours 
that day  at multiple sites, you must enter  your hours separately.  This means you 
will go through Steps 1-4 twice for that same date and you will change the Primary 
Position (Agreement) for each site. 

#5 Click the Add Hour Log Entry box. 8



Read this page if you are Entering Training Hours

Your Name will 
be here

Your Name will 
be here

#1 Enter the date, hours and minutes as explained on Slides 6 & 7.

#2 Select the specific training.  Once you enter a training, it will always be 
available in the drop down menu If you have not entered a training yet or
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available in the drop-down menu. If you have not entered a training yet or 
if a training is not available, click on Training & Member Development in 
the sidebar on the left under Positions and Trainings. 



Training  Instructions Continued….

Your Name will 
be here
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# 5 M k th t h t d tl th b tt# 5 Make sure that your hours are entered correctly on the bottom 
of the page under the Complete Hours Log section. 
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Checking Your Totals
Click on the Report Tab – It will 
be turn blue when it is 
highlighted.

Ch k thCheck the 
totals on the 
page. If you 
need to make 
corrections go 
back to the 
Log Entry tab, 
click on theclick on the 
day with the 
error, make 
the changes 
and then save 
the changes. 
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