LUBS

How to Approve Service Hours at the Organization

Exec/Admin Level:

Step 1:

Open Ookslife.ca and expand the left-hand menu
= OOKSLlFE Q Search...

POWERED BY NAITSA

2 Explore NAIT
= Learn about Events! NAITSA Campus Clubs
Each year you'll find over 2000 events posted to Each year, NAIT students create a variety of clubs
Ookslife.ca for you to participate in! Make sure you've showcase their hobbies and passions. Check out
'I RSVP’d and downloaded your event pass to attend any organizations on Qokslife.ca, as there are typicall
Q event that catches your eye! more than 80 active clubs each year!
Q All Events
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Step 2:

Click the Gear Icon next to your club’s name

% NAITSA Campu... £ ! NAITSA Campus Clubs

= Browse Branches over 2000 events posted to Each year, NAIT students create a variety of clubs
) participate in! Make sure you've showcase their hobbies and passions. Check out
ded your event pass to attend any organizations on Ookslife.ca, as there are typicall

MY ORGANIZATIONS

% Bachelor of Tec...

,‘Ia Bangladeshi St...

ur eye! more than 80 active clubs each year!

@ Biological Scie...

0 Bristol and Sun...
o Club Culinaire

% Engineering De...

0 eSports at NAIT

i‘; Exercise is Medi:..
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Visual art for self-exploration WEEKLY MEETIN
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Step 3:

Click the Service Hours tab at the bottom of the Organizational Tools list

NAITSACampu... 3 S NAITSA Campus Clubs

Manage Home

= Browse Branches dto Each year, NAIT students create a variety of clubs
Jreyou've showcase their hobbies and passions. Check out
ORGANIZATION TOOLs attend any organizations on Ookslife.ca, as there are typicall

MY ORGANIZATIONS
more than 80 active clubs each year!

About
Bachelor of Tec...
% o Roster
ﬁ@ BangladeshiSt... £ Events
@- Biological Scie... & News
Gallery
Bristol and Sun...
9 RNt o Documents
e Club Culinaire £ Forms
Elections
% Engineering De... £}
Finance
&) esportsatNaT  £2 .
= S | visual art for self-exploration WEEKLY MEETIM
_https:ffwww.ookslife.ca/actioncenter/organization/bri iceHours

Step 4:

This should bring you to the Manage Service Hours screen. Here you have three tabs to
switch between when viewing service hours:

Pending - These are incoming service hours that require your action to approve or deny.
Approved - Entries that have been approved.

Denied - Entries that have been denied.

For this guide we are going to stay in the Pending tab.

Manage Service Hours
October 04, 2024- October 11,2024 @C@@@

Zero 1h 15m Zero
PENDING HOURS APPROVED HOURS DENIED HOURS
PENDING APPROVED DENIED

_ Search Q
[ ] DELETE SELECTED

Select Submitter Date Description Duration Action
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Step 5:

Locate the service hours you are looking for. To review the details initially, choose either to
approve or deny the request. You'll have the chance to proceed or cancel the action after

reviewing the details.

= POWERED BY NAITSA
@
[
2
B
1h15m

B PENDING HOURS
=
% i DELETE SELECTED

W

in @ Select Submitter Date
e ] Claudia Basic 10/10/2024
° Showing1-10f1

Step 6:

Q search..

Zero
APPROVED HOURS

Description

Club meeting regarding re-registration and the re...

S )
- A S
Zero
DENIED HOURS
cf Q
Duration Action
115 Approve | .Dany

Apprave Recard

If all the details are all correct, please proceed and click the final Approve button!

Description Club meeting regarding re-registration and the re-

working of our Bylaws Document.

Duration 118

Verification Contact

Comments

Duration Action

ARPROVE CANCEL

1315 Approve | De

Step 7:

Congratulations! You've finished approving your Service Hours #5

If you have any questions, please reach out to askclubs@nait.ca
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