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Thank you for your interest in volunteering with our wildlife monitoring and conservation
programs. We use a service called Track It forward for our volunteers to record their
contributions to the Agency. These hours and miles are used to help receive federal funds in
support of these monitoring activities. They also are critical to showing our Agency and Board
of Commissioners the value, interest, and effort of the public in supporting these programs.

All volunteers must first create an account (fill out our volunteer application) in Track It
Forward and then they should log all efforts toward the project. The following slides walk you
through registering and logging time and miles.

Note: If your salary is supported by federal dollars while conducting this work, you should NOT record any contributions. (If
you are paid by state funds, that is okay. If unsure, contact the project biologist for guidance. )






Registering as a volunteer

 Go to www.trackitforward.com/site/nc-wildlife

« Complete the volunteer application.

@ NC Wild Iife @ Help Track it Forward Change the World!
Log Hours

Charts Events

Sign In to Log Hours

Email or Username: *
Password: *

0 Show Password

Don't have an account yet? Click herey

Forgot Password?
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= « Select “Click here to register” below the orange Sign In bar.

« Record the password you created and the email address used.
These will be your sign-in credentials when logging hours.

Not sure if you
created an account
previouslj?

Click on ‘Forgot Password’ and
enter your email address.

If it's not in the system a red error
bar will appear at the top of the
page. If you're in the system, it will

send you a loolssword reset ematil.



http://www.trackitforward.com/site/nc-wildlife

Logging hours and miles

https://nc-wild.org/
volunteer/hourlog/

Enter each activity by the
date it took place

Volunteer Hour Log

m Hy Free @
-

Make sure the form says “Logged in as [you]” at the top

Make sure the form
says “Logged in as
[you]” at the top.

If you log out and get siuck on the sign-in screen (it doesn’t log you in, iff
and iogin directly from there. You may then refurn o this page for restorl

» Under Project select, Log Your Hours
Herps — Box Turtle o Re e scence
Connection I yow're not sure if
I_Datevalunteered: 30(& PVeViOM.Sl:, molo(e
« Under Survey Site record T | anaceount, referto
i Select Project— 3 !
your Site name. . MI ‘ \Volun‘teer' slide. )
e Comments can be short, h [ You can also access \
such as: survey, data g | divectly from Track it
C ’ Forward at
entry, equment Comments / Description: * /zttgs://www.I‘rackit,forward
. .com/site/nc-wildlife
maintenance, etc. e

\ (Link is on the page as we[L)/

« Travel time may be included for project work. Any prep or post work including
administration, equipment maintenance, data entry, reviewing materials, practicing
with equipment, communicating to team members... it all counts!

* Mileage is submitted in total for round trip. If you carpool, only the driver submits

RESOURCES mileage.
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« Always check previous entries before recording new time to avoid double entries.


https://nc-wild.org/volunteer/hourlog/
https://nc-wild.org/volunteer/hourlog/
https://www.trackitforward.com/site/nc-wildlife
https://www.trackitforward.com/site/nc-wildlife

Check your previous entries!

My H
VIEW HOURS yrours
— @
Before enterlng any back_logged Scroll past the ho 0 view your TimeSheet.

time, be sure to check your
previously logged hours.

* NC Wildlife

Log Hours Timesheet export | service resume

e Go to “View Hours”

Hours (include travel time):

« Either next to or below the Time
Log you will see your Timesheet B o | (S ST et 0t
list of hours. (T | e s o oo
+ If you see ‘pending’ underneath,
you can edit that entry. - -
« When editing you can add time or e s e g ffn 090923 Bics-alerora Profcs
change any of the fields or delete
the entry entirely and start new.

« If you put two entries on the same day, please make a statement in the
comments like ‘second trip of the day’. Alternatively (preferably) you can
enter all the time in under one entry. Click on the day’s earlier entry and
add more time and comments to the entry and re-submit.
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Phone App for Track It Forward
e e

You may also download and use the phone app (@):i
which works very similar to the web version. LR
Download the app and log in using your email
and password you created previously. Once i
logged in, from the menu (3 bars in the upper Of
right corner) select ‘Hour log’ to enter time or

‘Timesheet’ to review and edit hours. I' Google PIayI

To download the app, go to your app store and search ‘Track It
Forward'. It should have the ‘broccoli’ tree icon.

Hour Lag Tireshest
NC Wildlife e
/N

NC Wildlife NC Wildlife = /
B R
Karen Clark v TRACK IT
Volunti  NC Wildlife Sea Turtles - Nesti... . FORWARD
Hours (include travel time) * 0.5
Karen(  our Log Wednesday, March 15th 202
Select v
Hours! Timesheet Sea Turtles - Stran... n
Select AR S Date * Clear Tuesday, March 14th 2023
B Wednesday, March 15th 2023 .
e Events ecinesday, March 151 Herps - Terrapin Ta..,ﬂ
NORTH Heane | g out Help Project * Clear Friday, March 10th 2023
CAROLINA . A ;
Sea Turtles - Nesting and Nest Monit.. ¥ Birds - Waterbird P...
3 4, SeaTu Thursday, March 9th 2023 |1
(4 1 Mileage
Mileag Enter total vehicle miles for roundtrip. (Round up to whole
mumber) Sea Turtles
RESOURCES oy | 1 [a]
COMMISSION Number Saturday, February 22nd 20(

Survey Survey Site Sea Turtles B
] |
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Summary of Links — Bookmark these!

https://nc-wild.org/volunteer/

This site provides links to the registration page, the hour log, and
links to the companion phone App for tracking time. It also includes
guides about logging time and miles.

https://nc-wild.org/volunteer/hourloq/

This site is where you go to enter hours and miles. You can also
find a link to see your previously entered hours, update your
volunteer profile, and look at the calendar of volunteer trainings.

Track It Forward App for phones

Go to your App Store or Google Play and search “Track It Forward”.
The app will display with a broccoli people tree icon.

https://www.trackitforward.com/site/nc-wildlife

This is the direct link to our project page on Track It Forward. We
have embedded their tools into our website. You may find it easier
depending on your browser or screen to go directly to Track It
Forward. You can register and log hours directly from there as well.



https://nc-wild.org/volunteer/
https://nc-wild.org/volunteer/hourlog/
https://www.trackitforward.com/site/nc-wildlife

What activities count?

Activity examples:

« Admin — scheduling surveys, project
communications, documenting project
hours, researching and purchasing

« Data entry / management supplies

* Survey
* Sijte maintenance

« Equipment maintenance « Training

« Travel to and from a site or equipment * Reviewing materials

transfers « Etc. Anything that supports the project!

Note: If your salary is supported by federal dollars while conducting this work, you should NOT record any
contributions. (If you are paid by state funds, that is okay. If unsure, contact the project biologist for guidance. )

Why are entries logged for each day instead of by
sum for each week or month?

Federal reporting guidelines require entries to be similar to tracking time for staff so they
must be entered by each individual for each day of activity. We will continue to work with the
granting agencies to help them understand the strains this puts on our volunteers and to try
to come up with an easier method for some groups and projects.

The phone app is a good way to be able to log contributions immediately after participation
but for those with poor reception at sites, a paper log transferred to the computer may still
CAROLINA be needed. For those who need to batch enter time at the computer... copy and paste
(and paste and paste and paste) and autofill are good friends to help speed the entries
along. If you can log time weekly or monthly, that will help to keep it manageable.
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COMMISSION Please reach out regarding any constraints logging project contributions creates for your site.

We will discuss to see how we may be able to help. Admin@BoxTurtleConnection.org
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