Signing AmeriCorps Member Timesheets using “ My Service Log”
Website URL:

http://www.newjersey.myservicelog.org/
Logging In:

Once a member is assigned to your site, the New Jersey After 3 AmeriCorps Program Manager will set up an account log in for you.  This gives you access to sign timesheets for members assigned to your site.  Go to the website URL (above): enter your e-mail address and the password which will be sent to you by the program manager once a member is assigned to you.
You can electronically sign the hours Members you supervise have entered in My Service Log instead of signing their paper timesheet.  Please ensure that you are following the policies of the Member's Program when using this feature. 
To sign a Member's timesheet using Electronic Signature: 

By following the steps below, you will electronically sign the hours that are displayed on screen  that show 'No' in the Supervisor approval column of the Hour Logs Report.  Only these hours will be signed.

· Click on 'Hour Logs' in the left-hand menu bar, under the heading 'Member Menu.' 

· On the Report tab of the Hour Logs, select the Member's name and the time period of the hours you wish to sign using the pull-down menus at the top of the screen. You can also use the 'Show Hours for' pull-down menu to narrow down the time period (to a week's worth of hours, for example.)  

· You will see an Electronic Signature box below the Member's timesheet. Review the logged hours to make sure that they are correct and that they comply with the text in the Electronic Signature box. 

· If everything in the Electronic Signature box is true, type your name in the field labeled “Type Your Signature.”  Your name must appear exactly as it appears in the Electronic Signature text. 

· If your typed name matches the name shown in the Electronic Signature text, it will change to script and the date will appear below it. 

· Click the “Save” button to submit your Electronic Signature and notify the Member and Program Administrator. Your signature will not be accepted if you do not save it. 
The Member's timesheet is fully signed when: 

· all hour entries show 'Yes' in in the Supervisor approval column of the Report  

· AND your name shows in script with a date and time in the 'Electronic Signature' box below the Report 

The hour entries in the timesheet can show 'Yes' in the Supervisor approval column even when your signature is not attached.  This means that the Program Administrator has signed or approved the timesheet.  This should only be the case if the Program Administrator has your paper signature on file.  If you have not signed the Member's timesheet on paper or online, please ask the Program Administrator to remove their approval so that you can sign.

If the Member adds hours to a signed timesheet: 

· The Member can enter additional hour entries to a timesheet you previously signed, but the hours they add will not be signed. 

· These hour entries will show 'No' in the Supervisor approval column of the Report, and they will need to be signed with an additional signature.  

· Follow the instructions above to add an additional signature to the timesheet. 

If you notice a mistake: 

· Do not sign a timesheet that contains incorrect hour log entries. 

· Please notify the Member of the mistake and sign the timesheet once it has been corrected.   
If you need to remove your signature: 

· To remove your signature from the timesheet, go to the 'Available Actions' pull-down menu at the top of your screen and select 'Un-sign all hours.'  This will remove your signature from all hours displayed on the Report. 

If the hour log entry has been signed or approved by a Program Administrator, you will need to ask the Program Administrator to remove the signatures.

