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As a Supervisor of OakTree Supervision, you can approve hours of Supervisee who have applied 

hours to their credentialing records. The following steps show how to approve individual and 

batch hours to supervisees.  

 

Approving an Individual’s Credentials 
 

Step 1 – Click the Credentials icon found on the OakTree Supervision ribbon.  

 

 

Step 2 – Select a Supervisee from the list then click the [Display] to see their credentialing 

record(s).  
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Step 3 – Click the [My Transcripts] button for a list of the supervisee’s transcripts.  
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Recommend clicking the pencil           icon before approving to review the applied hours and 

Verification File, if attached.  

 

Step 4 – As the supervisor, you can edit the supervisee applied hour request and select any of 

the Approval Status to expect Approved. If you are a super administrator you will be able to 

select any of the given choices. Click the [Save and Exit] button you have completed this step.  
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Step 5 -Click the [Apply Hours] to return the supervisees list of applied hours  

In this example as the supervisor, the status changes to the status of “Supervisor Approved 

Pending Admin Review”. 

 

In this example, as the super admin, the status changes to “Approved”  

 

The Hour Completed column reflects the approved hours for both the category and credential 

type.  
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Batch Approving Credentials 
 

If you have multiple supervisees who have submitted completed hours.  

Step 1 - Select each of them from the credentials list  

Step 2 – Click the [Transcripts] button 
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In the Transcripts, you will see all the applied hours from each supervisee.  

Step 3 – Review each submitted applied hours by clicking the         pencil icon. You will be able 

to review, edit and change the status of each applied hour as shown earlier in this guide.   

 

 

Step 4 (Optional) – You are given the option to approve all the applied hours by clicking each 

of the boxes next to the pencil icon then the [Approve] button.  

 

Click the [Approve All] to continue or [Cancel] to back out  
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Screenshot of Transcripts showing “Supervisor Approved pending Admin Review” from 

supervisor review.  

 

 

 

 

 

Screenshot of Transcripts showing results of “Approved” from admin review.  
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Screenshot of applied hour showing update of Hour completed 

 

 

 

 

 

 

For additional questions, contact AccuCare Support at 800-324-7966 or email 

support@orionhealthcare.com and we will be happy to assist you! 


