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GETTING STARTED: Login to myFSU portal with your FSUID and password. 
 
 

  
 
Within the Student Community, select “ServScript Program” from the Student Services 
portlet. 
 



 
 
 
To enter your service hours, Click on “Add New Entry.” 



	
  
 
Fill out the Service Entry page in its entirety for each service agency/task. 
 

 
 
Click the calendar icon to locate the dates.  Dates entered outside of the current semester 
will not be accepted. 
 
Enter the hours of service performed and click on the drop down menu to select the nearest 
quarter hour. 
 



 
To locate an agency or a task, click on the magnifying glass.  Choose description and type a 
word (or part of a word) into the agency name search box.  Then, click the Look Up button 
or press Enter on the computer keyboard.  
 
Results of the search will appear in the agency drop down menu, in alphabetical order. 
Scroll through the drop down menu, select the desired agency, and click on the 
row/description. 
 
If the agency is not found, type the word OTHER into the search box and press enter.  A 
new text box will appear to the right of the search box.  Type the name of the agency into 
the text box.  Please note that this option should only be used if the desired agency is not 
found in the drop down menu.  If OTHER is used to complete an entry, an audit will be 
conducted in order to verify the information, which may cause a delay in the posting of the 
ServScript record. 
	
  
	
  

 
Enter the Supervisor’s Full Name, Title, and either the phone number or email address. 
 
 

 
 



 
 
If the service completed was for a Service Learning Course or with a student organization, 
click the appropriate check box to see more information.  Identify the service learning 
course and/or student organization from the drop down menu. 
 

 
Provide a response to the prompt, sharing how your service benefited the community.   
 
Before submitting, be sure to check that all of the information is correct.  By submitting, 
you certify that the hours entered are correct and accurate.  Click Submit. 
 
The entry can be viewed by clicking on “Review Current Entries”. These entries are not 
considered official until they are posted to the Official Transcript.  All hours 
submitted are subject to audit and review by the ServScript Program Review Committee. 
 
Review Current Entries 
Click “Review Current Entries” to edit or delete the service hours that you entered for the 
current semester. 
 
To add hours or edit an entry already submitted, click on “View” next to the desired entry.  
Be sure to enter the new TOTAL hours completed within the dates indicated, not only the 
additional hours.  The system does not count or calculate hours automatically. All fields can 
be edited until the end of the semester. 
 
To delete an entry completely (perhaps a mistake was made), click on “Delete” next to the 
desired entry. 
 
Review Approved Hours 
Click “Review Approved Hours” to see the hours that from previous semesters, that are 
posted on the Official Service Transcript. 
 



 
Click “View/Print Transcript” to have a PDF version of your Service Transcript. 
 
 
Enter all completed service hours on or before the posted deadline. The last date to submit 
hours for the current semester is on the last day of the semester by 11:59pm.  Hours 
completed after the deadline can be submitted for the following semester, and can be 
entered beginning on the day after the deadline for the current semester. 


