
 A Supervisor Guide 
to My Service Log: 
Almost everything you need to know 



Step One 
• Once your Program Director has created an 

account for you, log in here:  

• http://www.arkansas.myservicelog.org/  

http://www.arkansas.myservicelog.org/
http://www.arkansas.myservicelog.org/
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Home Page 

On the home page menu, you 
have access to members, service 
agreements, and hour logs.  

Let’s start by clicking on 
members. 



Members 

On the Members tab, you have access to all of the 
members you supervise. Click on the name of the 
member you would like to work with in MSL. 



Member Profile 

On the member profile 
page, you can see the 
details of your 
member’s contact 
information.  Use the 
drop down box above 
to select members to 
view.   



Service Agreements 

The Service Agreements tab 
allows you to see your member’s 
service agreement. Click on the 
title of the Service Agreement to 
review and approve it. 

You can use 
the drop 
down box to 
view Service 
Agreements 
for other 
members.  



Service Agreements 

To approve this Service 
Agreement, type your name 
in the text box. Only when it 
converts to a signed font will 
you be allowed to click the 
save button.  



Hour Logs 

You can see Hour 
Logs for your 
member by clicking 
on Hour Logs above. 

Use this drop 
down box to 
select the month 
you’d like to view 
timesheets. 

Use this drop 
down box to 
select which 
member’s 
timesheets you’d 
like to view.  

1 



Hour Logs 
You can view the 
member’s hours 
and review the 
activity 
descriptions here. 
If hours have 
already been 
approved, you can 
see the approval 
status of all hours 
for the member, 
you, and the 
program in the last 
three columns.  A 
green YES means 
hours have been 
submitted and 
approved. A red 
NO means hours 
have not been 
approved.  



Approving Hours 

Changing logged 
hours can be 
difficult, so be sure 
that hours are 
correct before you 
approve them. To 
approve a member’s 
hours, type your 
name as it appears 
in the text box. 
When it converts to 
a signed font, you 
can click save to 
approve the hours.  



Approving Hours 

If the 
member has 
logged hours, 
but not 
submitted 
them, you will 
see a red NO 
under the 
member 
column, and 
you will be 
unable to 
approve the 
timesheet. 



Un-signing Hours 
If you have 
approved hour 
logs, and the 
member has 
incorrectly 
entered hours, 
or the activity 
description 
needs to be 
changed, you 
will need to 
select “Un-sign 
all hours” from 
the drop down 
box. This will 
allow the 
member to 
make changes 
and resubmit 
hours.  

Hours in MSL are 
stored on a monthly 
basis. If any day in the 
month of July is 
incorrect, you will 
need to un-sign the 
entire month to allow 
the member to make 
any changes.  



Un-Signing Hours 
Approvals are 
completed in a 
three tiered 
system: first the 
member, then the 
site supervisor, 
then the program.  

If any of the hours 
in a month are 
approved by the 
program, then the 
program will need 
to unsign all of the 
month’s hours to 
return them to the 
member for 
editing.  A site 
supervisor cannot 
un-sign hours once 
a program has 
approved them.   



Un-Signing Hours 
If you see a 
discrepancy that 
you don’t agree 
with , you will need 
to notify the 
member to change 
their timesheet. You 
can’t un-sign 
member hours that 
you haven’t 
approved to return 
the timesheet for 
editing. Depending 
on what is easiest 
for your 
site/program,  you 
may elect to have a 
member log hours 
for review without 
submitting them.  



Un-signing Hours 
You can use the 
comment box 
underneath your 
signature to 
communicate needed 
changes on a 
member’s timesheet. 
However, this will not 
alert the member to 
necessary changes. 
You can see from the 
example how this 
appears on both your 
view of the time log 
and the member’s 
hour log.  



Un-signing hours 

Any hours that have been un-signed will show on the 
member’s home page, both in the tally of hours on the 
right and in the messages that appear on the home 
page when the member logs in.  



Your Password 

If you forget your password, you can always return to the log in page, 
enter your email address, and click Send Password. MSL will send your 
password to the email address you have on file.  



Your Information 

To edit your information 
or change your password, 
click on Settings at the 
top of the screen. Make 
your changes here and 
click save at the bottom.  



The End 

• That’s it!! Any questions?? 


