
How to Add a Position to Your CCR 

 

 

Select the blue “Add Position to My Record” button 

 

 

Search by typing in the activity/position name 

Or search by navigating through the selection boxes  

 



How to Add a Position to Your CCR 

 

 

Select “View Position” or “Add to Record” 

 

 

If select View Position, you can add the position by selecting the blue button 
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Complete the 3-question reflection (*Note: this must be completed to show on official CCR) 

 

 

Enter Competencies you learned (*Note: this must be completed to show on official CCR) 

 



How to Add a Position to Your CCR 

 

 

Add hours (*Note: You must have a minimum of 10 participation hours for it to appear on 

your official CCR, except for “Awards and Certificates”) 

 

 

Once validated, check the red X       in the "Show this position on student record PDF" 

column. A green check        means the position is visible on the PDF record.  


