
 

 

 

 

 

Student Instructions for Service Hour Input into FACTS 

Important! Inputting service hours into FACTS is the student’s responsibility. 

ALL service hours must be documented within FACTS to receive credit for them. Exceptions cannot be 

made as this input in FACTS goes directly onto their transcript for graduation requirement purposes. 

PLEASE FOLLOW DIRECTIONS BELOW CAREFULLY SO YOU WILL RECEIVE CREDIT: 
 

1. Log in to FACTS SIS (Renweb) on a device (not a phone) 

2. Click on Family drop down arrow 

3. Click on Family Home (Look in the middle section on this page “Service Hours.”) 

4. Click on the name in the middle section and find your name 

5. Click on the Add + 

6. Click on Date box and input the date for the start of the quarter 

Quarter 1 is 08/11/21 Quarter 2 is 10/18/21 Quarter 3 is 01/03/22 Quarter 4 is 03/14/22 
 

7. Click on Hours and input hours served 

8. Click in the box for Description (a drop-down will appear, click on type a custom value) Input the 

date of your service and a very short description of what you did (Example: 7/1/21 Mow neighbor’s 

yard) You must enter the date in this box first! 

9. Click on Note. Input where you served the above duty. 

10. Click on Verified By. Input supervisor’s name and either email address or phone number 

(Supervisor contact is required so your service hours can be verified.) 

11. Click Save 

12. You can add more service hours or exit FACTS if you are finished entering service hours. 

Go in each quarter and enter your service hours for that quarter. Extra hours will be applied to the next 

quarter. Do not duplicate entries. If you have entered enough hours for the year (25), as long as you 

follow the instructions above carefully, your hours will be applied in Bible class each quarter. 

You may enter service done since you were last in school. (summer hours count)  

Remember, the following are required per quarter: 

Q1: 5 hours Q2: 6 hours Q3: 7 hours Q4: 7 hours (for a total of 25 hours per year) 

If you have more than 25 hours or do more during the year, always go and add them using the directions 

above so they will transfer to your transcript for graduation. 


