
Idaho Master Naturalists-welcome to the world of tracking your 
training and volunteer time. Keeping track of your time is an  
important responsibility of each Idaho Master Naturalists for  
several reasons: 
 
►  Recording your training and volunteer hours helps determine 
when and if you become certified. 
 
► Recording your training and volunteer hours helps determine 
how many hours your entire chapter has contributed to 
conservation each year. 
 
►  Your volunteer time might be used as “match” for a grant that 
would award the IMNP funds to keep going!  
 
►  Your training and volunteer time is important quatitative data 
to justify funding the program in Idaho Department of Fish and 
Game. 
 
 
 
 

Time Sheet Cheat Sheet 

If you experience any technical difficulties entering your volunteer or training time, please 
contact your chapter leaders or Sara Focht at sara.focht@idfg.idaho.gov or (208) 287-2906. 



► Go to http://www.idahomasternaturalist.org 
 
► Click on “SIGN IN” in the upper right hand corner of this 
website. Enter your username (email address) and password.  
If you do not remember your password, contact 
Sara.focht@idfg.idaho.gov. 
 
► Click on your chapter (Island Park, Pocatello, Boise….) 
on the left column on the website. This will take you to your 
chapter’s page.  
 
► Once on YOUR chapter’s page, click on your timesheet 
on the left column of this website.  
 
If your chapter has ONE TIME SHEET- 
 Open the timesheet and EITHER enter volunteer time 
OR training time on the form you see. DO NOT enter both 
training and volunteer time at the same time. If you have 
both volunteer time and training time to record, you will 
need to open the time sheet form up two separate times.  
 
If your chapter has TWO TIME SHEETS- 
 Choose either the training time sheet or the volunteer 
time sheet and enter your time. 
 
► Please fill out the timesheet completely. 

HOW to RECORD YOUR  
VOLUNTEER or TRAINING TIME 
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