AmeriCorps Excel Time Sheet Instructions
Where can I find the new time sheet?

· Go to the AmeriCorps website (www.nau.edu/americorps)

· Click on the Members tab 

· Click on Payday & Time sheets
· Scroll down to find Excel Time sheet Document
· Save this as a template to your computer

*If you have problems downloading the document, please email Carolyn americorps3@gmail.com and it will be sent to you as an attachment.
When are time sheets due?

Time sheets are due at the AmeriCorps office every other Thursday by 4:30PM.  This may change due to holidays, but an email notice will be sent out and it will be on your time sheet schedule in the Member notebook.  A schedule of time sheet due dates can be found in the following locations:

· The Youth in Action AmeriCorps website-www.nau.edu/americorps

· Click on the Members tab

· Click on Payday and Time sheet, due dates can be found in the table
· The Youth in Action AmeriCorps Binder, Section #2 (Time Sheet Schedule for 2008)

How do I complete my timesheet?

Each member is responsible for fully completing their timesheet.  This includes the following fields:  Name, NAU employee id number (if you don’t know yours please email Carolyn), Living Allowance Period, Date worked, Time in, Time out, Detailed description of activities, Member signature, and Mentor signature.  When entering Time in, Time out, please enter in this format:
· 12:00 PM-5:00 PM (A space must be entered between the hour and AM/PM.)  
· If you have entered your time correctly, your hours will total in the right hand column under “hours.”  There is a column to add in your lunch break if you took one.  When you enter hours into the lunch column it will deduct that amount of time from the hours worked that day.  This can help you keep track of your lunch and help us see how your time has been spent that day.  You do NOT have to fill in the lunch column if you haven’t taken a lunch.
· As you tab through completing your document, a total of hours worked for the pay period will be calculated in the green cell at the bottom.

· You do not need to enter days that you did not work.

· If you run out of space on one timesheet, email along a second, labeled page 2.  Do not try to add rows to the template.

How does my mentor sign my time sheet?
When you have completed your time sheet, type your name by member signature.  You are stating that this information is true with this electronic signature.  An electronic signature acts the same as a handwritten one and any false signatures constitute as fraud.  Email your time sheet to your mentor.  Both members and mentors should keep a saved copy of each time sheet on their computer.  Your mentor will email the time sheet back to you for your records and to Carolyn at americorps3@gmail.com with their electronic signature stating that they approve these hours worked.  We would like mentors to have final approval of the time sheet before it is submitted to our office.  
Can I count travel time to and from my AmeriCorps site on my time sheet?

No. AmeriCorps does not pay members for regular commuting time to and from work.

Where do I turn in my time sheet?

Once both member and mentor electronic signatures are present on the time sheet email it as an attachment to Carolyn.  Please include your name and the pay period dates in the subject.
Where can I get a copy of past timesheet that I have turned in?
Mentors and members are responsible for saving completed and signed time sheets to their computers or memory of choice for their own records.  Therefore, you should be able to access your past time sheets.  It helps to save timesheets under their pay period dates.
What if my time sheet is late?

If you time sheet is not turned in on time we cannot guarantee that you will be paid.  AmeriCorps’ payroll is processed through NAU’s system.  Therefore, processing late time sheets is at the discretion of NAU’s payroll system and not the Youth in Action AmeriCorps office.
*Please be patient as we work out the bugs with this new time sheet system.  Our intention is for this process to be made easier for both members and mentors.

If you have questions about any of the above information or need assistance in completing your time sheet, please contact Carolyn at 523-2199 or americorps3@gmail.com

