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CSER SUPERVISOR DASHBOARD TRAINING DOCUMENT 

This training document provides instructions on how to use the new CSER Supervisor Dashboard.  

The document includes the following sections: 

Logging into the User Account  

General Dashboard Overview 

Supervisor Access Roles 

Adding a New Opportunity 

Supervisor Functions 

LOGGING INTO THE USER ACCOUNT 

The user will receive an email from Microsoft on behalf of Liberty University with the request to become a supervisor. To 
begin the supervisor setup process, click the Accept invitation link in the body of the email. This link will take the user to 
the Supervisor Dashboard login page. 

 

Please note that the login experience may vary based on the type of email used: 

• Liberty.edu email user: Enter the user’s Liberty email and password to log in via the Liberty SSO process.  

• External email users (e.g., Gmail, Yahoo.): External users will either be emailed a generated code or directed to their email 

system’s login page to complete the login process.  
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When logging in for the first time, the user must fill out and submit the New Supervisor Contract. The user should 
review the information provided to LU Serve under the Your Information section and edit any fields that require 
updates.  

 

Review the CSER Supervisor policy under the Agree and Sign section. 
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Enter the supervisor’s name in the Signature field.  

 

Select Submit Contract button. 
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GENERAL DASHBOARD OVERVIEW 

To access the Supervisor Dashboard, navigate to http://lu-serve.libery.edu.  

The dashboard navigation menu (left side of the screen) displays information and options for all supervisors.  

 

MY ORGANIZATIONS lists all organizations the user is a member of.  

  

http://lu-serve.libery.edu/
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MY CURRENT OPPORTUNITIES lists open opportunities that the organization has publicized.  

 

Edit Profile allows the user to update their profile information. 

 

The Student button allows the supervisor to see the system from the student's perspective. 
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To return to the Supervisor Dashboard from the student’s user menu, click the profile menu from the top right of the 
screen, and then click Supervisor Dashboard. 

 

 

SUPERVISOR ACCESS ROLES 

The new CSER dashboard has three supervisory roles: Organization Lead Supervisor, Lead Opportunity Supervisor, and 

Sub-Supervisor.  

Lead Organization  

The Organization Lead Supervisor role is for the user who oversees the organization's CSER processes and functions. 

This role allows the user to edit the organization's page via the View Organization Page, create a New Opportunity, or 

add a New Supervisor. Please note that only one user per organization may be the Lead Supervisor.  

Lead Opportunity 

The Lead Opportunity Supervisor role is for any user involved in a serving opportunity. Although this role cannot edit 

organizational information, it can access many features available to the Organization Lead Supervisor role, such as 

creating a New Opportunity, adding a New Supervisor, and approving Volunteer requests. Please note that only one 

user may be the Lead Supervisor for each opportunity. This user does not necessarily have to be the Organization Lead 

Supervisor, although they can be.  

 

Sub-Supervisor 
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The Sub-Supervisor role can only make administrative changes to the students in the serving opportunity the supervisor 
is assigned to. 

 

ADDING A NEW OPPORTUNITY 

 Please note that only Organization Lead Supervisors may create new opportunities.  

To add a new opportunity, click the + New Opportunity button. 

 

Enter the Title and Description of the opportunity. 

 

Tags help students discover service opportunities by improving visibility during searches. Multiple tags can be assigned 
to each opportunity. To add a tag, click the Tags field and select the appropriate tag(s) from the drop-down menu.  
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The system default will use the address associated with the organization. 

 

If you want to use a different address, select Use a different address. 

 

Fill out the address fields for the opportunity location.  
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Select the Start and End Dates of the opportunity. 

 

Select the Volunteer Limit for the opportunity. 

 

To add a supervisor to the opportunity, click the +Add Supervisor(s) button. 
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Select the Supervisor by clicking the Add button next to their name. Opportunities can have multiple supervisors. If a 
supervisor is not listed, add one by clicking the Add Supervisor button. 

 

Each opportunity requires a Lead Supervisor. The Lead Supervisor assignment allows the user to perform administrative 
duties. Click Make Lead to assign a user to the opportunity. Please note that any supervisor assigned to the opportunity 
may be designated as the Lead Supervisor. 

 

A message pop-up will confirm that the selected user will be the opportunity's Lead Supervisor. Click Submit to confirm. 

 

Click Submit Request to finish the submission process. 
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SUPERVISOR FUNCTIONS 

The dashboard navigation menu (left side of the screen) displays all opportunities assigned to all Supervisor roles. The 
menu shows the supervisor’s Organization(s) and their Current Opportunities. Click on the opportunity title to view the 
information tabs associated with the serving opportunity. 

 

To view the organization's information, click the View Organization button. All three roles will be able to view the 
organization information. All three roles can view the organization’s information. However, only those with the Lead 
Organization role can make administration changes to it. 
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To view the opportunity information, click the View Opportunity button. All three roles can view the opportunity 
information. However, only those with the Lead Organization and Lead Opportunity role can make administration 
changes. 

 

Review the list of supervisors under the Supervisors section tab. 

 

To add a new supervisor, click the Add Supervisor button.  

 

Review the list of supervisors under the Supervisor (s) section. 
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To select a new Opportunity Lead Supervisor, click the Actions dropdown menu next to the user's name and select 
Make Lead. It should be noted that only those with the Lead Organization and Lead Opportunity roles can make 
changes, but anyone listed can be made a lead.  

 

 

To remove a supervisor from the organization, click Remove next to the user's name.  

 

To add a new supervisor not listed in the supervisor name menu, click the +Add Supervisor(s) button and fill out the 
information for the new supervisor.  
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Enter the user's First Name, Last Name, Email, and Phone number.  

 

Then, click the blue Sent Invite button.  

 

All three roles can view and make administrative changes to the following tabs: Active Volunteers, Registration 
Requests, Dropped Users, Denied Users, and Submitted Evaluations. Only those with the Lead Organization and Lead 
Opportunity roles can make administrative changes to the Supervisors tab for the supervisor under their supervision, as 
well as the Announcements tab to post announcements for an opportunity.  

 

 

Need Assistance? 

If you need assistance with the Supervisor Dashboard, please contact LUServe@liberty.edu. 

mailto:luserve@liberty.edu

