
How to Register with a 

Community Partner Using 

CSUCI SERVES

The Center for Community Engagement



Make sure you are using Google Chrome internet browser 

to be able to log in to CSUCI Serves. 
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1. Start at the CSU Channel Islands homepage and click on 

MyCI to be able to log in to CSUCI Serves



2. Type in your Dolphin name and password. Click SIGN IN.



2. Select your preferred method for two-factor 

authentication.
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3. Once you have signed in, click on the CSUCI Serves tab 

located in your CSUCI Dashboard. 
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4. Click STUDENT/FACULTY LOG IN.



5. Choose CSU Channel Islands and click LOG IN.



6. Find your course and click PLACE. 
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7. Click on SEARCH BY SITE. 

10



8. Search for your site by typing in the site name or use 

the searchable fields. Click on APPLY.
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9. Click on the SITE WHERE YOU ARE SERVING.
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10. Click SELECT THIS SITE.
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11. Select the Opportunity OR Select Site Staff
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11. Select the Opportunity OR Select Site Staff 
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12. Find your site supervisor and click SELECT.
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NOTE: If you do not see you site supervisor, select ADD SITE STAFF to 
include your supervisor or if you’re not sure, select NOT SURE OR N/A. 



17

13. Review the site’s Health & Safety Information and click 

the green button to indicate your understanding. 

If you do not agree with the listed information, and you would like to change 
organizations, choose the Start over button at the top of your screen.



14. Enter the estimated number of hours you will be serving or 

working on your service-learning project. Click NEXT.
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15. Complete Placement Forms. Find CI STUDENT LEARNING 

PLAN and click COMPLETE FORM.
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16. Complete the CI STUDENT LEARNING PLAN.
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17. Complete the PARTICIPATION GUIDELINES. Click SUBMIT.
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18. Complete Placement Forms. Find RELEASE OF LIABILITY 

and click COMPLETE FORM.
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19. Read, sign and verify your age on the RELEASE OF 

LIABILITY. Click SUBMIT. 
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20. Click FINISH PLACEMENT to complete the site placement 

process. 
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21. CONGRATULATIONS – YOU HAVE COMPLETED YOUR SITE 

PLACEMENT! You and your site supervisor will receive a 

confirmation email with the learning plan attached.
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22. To a time-log entry, select CREATE TIMELOG.
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23. You can also create a time log entry by navigating from your 

personal landing page by selecting UPDATE YOUR TIMELOG. 
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24. Select ADD TIME ENTRY.
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25. Enter the TIME IN and TIME OUT, then include what you did 

during these hours. Include your self-reflections.  
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26. Then click SAVE. 

I noticed that there were a lot of the same survey responses 
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27. Continue entering your hours throughout the semester 

by ADD TIME ENTRY. 



For questions, please email 

ci.serves@csuci.edu
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