Time Sheet Guidance

 

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 Naturalist 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  (or a partnering agency) funds to keep going! 

 

►  Your training and volunteer time is important quantitative data to justify funding the program in Idaho Department of Fish and Game.

 

There are also some important ways in which having a record of your hours and mileage might help you:

►  They are the official record in case you are injured while volunteering.

►  They are the official record if you are able to deduct them from your taxes.

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

HOW to RECORD YOUR

VOLUNTEER or TRAINING TIME

► Go to http://www.idahomasternaturalist.org

► Click on “SIGN IN” in the upper right hand corner of this website. Enter your username and password.  If you do not remember your password, contact Sara.focht@idfg.idaho.gov.

► Click on your chapter (Sandpoint) 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 volunteer or education timesheet on the left column of this website. Fill out timesheet completely and click the OK button. 

►You should now see your entry in a spreadsheet view. As you enter time, you will see all the entries you have submitted.

Volunteer Time Sheet Fields:

Day (use the calendar provided to select the day of your volunteer service)

Volunteer Category (use the drop down box to choose the volunteer activity that BEST describes your volunteer work for that day...just do your best to put what you did in one of the provided categories)

Volunteer Hours (enter hours volunteered)
Description of Activity (one or two sentences to describe what you did)

Main Contact Organization (Write in the name of the organization for which you were volunteering. Unless you are volunteering with another organization or agency, put “IDFG.”).
Personal Equipment used (vehicle, computer, printer, telephone, tools, etc.)

Personal Vehicle miles round trip to and from home (enter miles you drove to get to the volunteer job)

Training Time Sheet Fields: 

Day – Select Day or enter MM/DD/YEAR

Training category:  Core or Advanced

Training Hours: choose correct number of hours (do not include mileage or driving time)

Description of Activity: Title/Presenter, or other description

Location of Training: Water Life Discovery Center, Library, Hope, Sandpoint, etc. 

