
 
 

Updating Your Office Hours 
 

1. Login here. 

2. If everything is working properly, you should immediately see your Dashboard. 

3. Under “Your Organizations,” click “location details.” 

4. Update your hours in the new format. 

5. Record any special considerations such as lunch break, open certain weekends, etc in the 

“Service Hour Notes” section. 

6. Click Save. 

7. Repeat the process until all the locations have been updated. 

 

 

https://www.heartbeatservices.org/index.php?option=com_users&view=login&Itemid=1312


 

 

 

 


