Welcome to the Conservation Legacy Community Portal!

The community portal is where you the member you’re supporting will submit timesheets and access
information about their service with the Stewards Individual Placements. It's also where you will approve
those timesheets. This guide will walk you through the timesheet process and the basics of the portal. Please
read this guide thoroughly.

Initial Access:

Shortly after your member begins, you will receive an email from Conservation Legacy,
community@conservationlegacy.org with a subject line of “Welcome to the Conservation Legacy Community”.
This email will contain your username and a link to set up the password for your account.

Please note: the sender may show a “via” address: that is just how emails come from Salesforce.

Conservation Legacy community@conservationlegacy.org via o2gjkBrod4sod. 4x-3yclkeae nal50.bnc.salesforce.com
tome =
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Hi Robert,

Welcome to the Conservation Legacy Community!

The community portal is where members and crew leaders will submittimesheets
and access information about their service with the program. It's also where

supenvisors will approve their members’ timesheets.

Username: myemail@amail.com

Click here to get started and set up your password.

Please reach out to your program contact if you have any questions

Thanks,

Conservation Legacy

e After you are set up with a login, you can access the Conservation
Legacy Community portal here:
https://conservationlegacy2.my.site.com (BOOKMARK THIS
WEBSITE!)

e You will be able to reset your password from the login page if you
forget it later.
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e When you log in, you’ll see a navigation bar that varies depending on
your role. Forgot your password?



https://conservationlegacy2.my.site.com/

Timesheet Review:

e When a member submits a timesheet for approval, you will receive an email notification. This email
will include a direct link to that single timesheet approval request. If you are not receiving regular
notifications, your member has forgotten to submit their timesheet.

Kathryn TestCrewLeader:

Kathryn Testmember has submtitted a timesheet for your approval.

Click here to go to the Community Portal to view this Timesheet Approval
Request.

Submitter Comments (if any):
| submitted my timesheet.

Conservation Legacy

e To see all timesheets that need to be approved in one place, go

to the “Timesheets to Approve” navigation bar item. Lo Bin 2 BRIUD pfili CiniS

O

e By default, this list is sorted by Timesheet Approval Request Name. You can re-sort this list by clicking
any of the column headings. It will retain your sorting the next time you come back to it.

e Each timesheet is for a single week, so when timesheets approvals are due you will have two different
timesheet approval requests that need to be approved for each member you’re supporting.

e Itis important that hours are approved on schedule for Stewards Individual
Placements to complete payroll on time. If you are keeping up to date, there should
be minimal records shown in your approval list.

e To approve, simply click the Timesheet Approval Request Name for each week you need to approve.

g Timesheets Pending Approval v

3items = Sorted by Timesheet Approval Requests Mame » Filtered by All timesheet approval requests - Status
Timesheet Approval Requests Name T v | Request Submitter v | Status s | Total Hours Ent... ~ | Submitter Con
1 TSREQ - Kathryn Testmember: from 2021-07-09 to 2021-07-15 Kathryn Testmember Pending 10.0

2 TSREQ - Kathryn Testmember: from 2021-07-20 to 2021-07-26 Kathryn Testmember Pending 8.0



Timesheet Approvals or Rejections:

IMPORTANT: Before approving a timesheet, please review the full timesheet and all Timesheet Entry
Lines, making sure all hours were entered in the appropriate categories and on the appropriate days.

Note for AmeriCorps members: 0 hours should be entered on days that were not worked, regardless of
whether it a holiday, day off, or sick day. If member took day off, they should enter “0” in project hours and
write “time off” in the comments.

Timesheet Approval Entry Lines (7) a- c
7 items » Updated a few seconds ago
Date v | Day of week ~ | Project Hours v | Other Service ~ | Training/Education ~ | Fundraising Hours w | Comments v

1 712472021 Saturday -
2 7125/2021 Sunday v
3 7/26/2021 Monday 8.00 A
4 7/27/2021 Tuesday 8.00 -
5 7/28/2021 Wednesday 8.00 A
& 7129/2021 Thursday 8.00 -
7 7/30/2021 Friday A

Once you ensure that all hours are correct, to either approve or reject a timesheet, you will find associated
buttons in the top right corner of the page.

Timesheet Approval Request this Timesh Reject this Ti Printable Vi
Approy sheet ()= mesheet e View
Kathryn Testmember:(2021-07-09 to 2021-07-15 pprovetnis fimesheet i rintable vier

Timesheet Appraval Requests MName Status
TSREQ - Kathryn Testmember: from 2021-07-09 to 2021-07-15 Pending
Request Submitter Approver
Kathryn Testmember Kathryn TestCrewleader

Service Term

TestMemberk. STW.2 1.testing123

e Clicking either option will bring up a box to add comments. You do not have to submit comments if you
don’t have any. However, you should always use comments if you are choosing to reject a timesheet so
your member can correct the timesheet.

e Once atimesheet has been approved, it will no longer be visible in your list of timesheets to approve.



Rejecting a timesheet

If your member entered hours on a day they took off you will need to reject the timesheet so they can
input 0 hours and “time off” in the comments box. If they entered incorrect hours for a regular work day,
you can reject for this instance as well.

When you reject, the system will send a notification email to the member with any comments you enter
during the rejection process. The member will then be able to edit the timesheet and resubmit and you
will need to re-approve.

Tracking AmeriCorps Member Hour Progress (AmeriCorps Members Only):
*If you’re supporting an hourly Employee-Participant, disregard this section.

On this page, you will have access to see some basic information about the terms for the members you are
currently supervising, as well as members starting in the next week. Members will disappear from this list
once their term has ended and all hours have been approved.

For AmeriCorps members, please check the “Target Hours for AmeriCorps Members” section on their
service term regularly to make sure your members are on track to meet the hours required for the term
length.

Click the Service Term Name to view the details for that term:

HOME  TIMESHEET APPROVALS ~ MY MEMBER'SSERVICETERM(S) MY CONTACT INFORMATION  FORMS s~  HELP & RESOURCES

Service Terms

B Upcoming & Active Service Terms «
Q Search this list... &~ C

1item e Sorted by Term Name  Filtered by All service terms - Actual Term Start Date, Actual Term End Date # Updated a few seconds ago

Term Name T Vv | Member Prefer... ™ | Member Last Name * | Program v | Position Type ~ | Member Type ~ | Actual TermStart... | Actual TermEnd... v

1 STWTEST Stewards TestMember STW Individual Placement AmeriCorps 12/30/2024 1/2/2026 v

By default, this list is sorted by Service Term Name. You can re-sort this list by clicking any of column headings.
It will retain your sorting the next time you come back to it.

Once in their service term, scroll to see the hours progress.




v Target Hours for AmeriCorps Members (Updates once a day, overnight)

Hours in Term remaining Average Hours/Week Target
356 37.50

Weeks in Term remaining Average Hours/Week Current]

27 40.00

Average Hours/Week Needed

38

If the member is above 40 in the “average hours/week needed” field, they are behind on their AmeriCorps
hours progress and you will need to make a plan with them to get back on track. Please remember that if they
don’t achieve all their hours, they will not receive the AmeriCorps Education Award. Taking too many days off
or consistently working less than 35 hours per week will result in being behind.

Updating Your Contact Information:

It is important that we have up to date contact information on record, so you continue to get important emails
while you are a supervisor with us.

The “My Contact Information” link in the Navigation bar will take you to a form where you can update your
contact information.
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HOME  MYTIMESHEETS v~  MYSERVICETERM(S) FORMS ~ I MY CONTACT INFORMATION

If you have any questions, please reach out to your Stewards Individual Placements contact. Thank you for
being a valuable supervisor to the participants!



	Welcome to the Conservation Legacy Community Portal!

