How to Submit a Standalone Project Report

STEP 1

Log into your PCTAConnect account and click on Crew Leader Dashboard

Log My Admin Hours > My Volunteering >

My Volunteer Profile >

STEP 2

Click on Submit Report

Project Schedule Crew Leaders v My Work ~ Back to pcta.olg o
Crew Leader Dashboard

Projects I'm Leading Upcoming Group Projects  Past Group Projects

Projects I'm Leading

Search this list

Project Title t | Voluntee... | Project E... « | Project Region | Project Status | Record Type v | M.. v | To.. v Pr. v
1 Jet's test 71272021 7122021 Southern California  Awaiting Report  Trail Maintenance 1 1 v
making instructions test 9/3/2021 9/4/2021 Southern California  Submitted Trail Assessment 1 v
3 Testing Shares 9/10/2021 9/12/2021 Southern Siera Under Review Trail Maintenance 1 2 v
1 This Project is Definitely Full Example  10/10/2021  10/12/2021  Southern California  Posted Trail Maintenance 1 2 -
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STEP 3

Review your recent projects on the drop-down menu. If you don't see the project you're
trying to report on, click "Next" to create a new one.

Pioject Schedule Ciew Leaders ~ Wy Work ~ Back 10 pcta.oig 0

Project Report

Review your recent projects below. If you don't see the project you're trying to report on, click "Next” to create a new one.

Your Recent Projects

Select Project

STEP 4

Complete the form by filling in all fields marked with a red asterisk and the other fields as
necessary. Click Next at the bottom of the form.

Project Schedule Crew Leaders v My Work ~ Back to pcta.oig 0

Project Report

*Project Type

| Trail Assessment B
Trail Assessment
Trail Maintenance

*Volunteer Group
American Conservation Experience

*Agency/Land Manager
Angeles National Forest: LA Gateway RD

*Project Region
Southern California

Youth Project

*Project Start Date

*Project End Date

B

Pioject From

v. Sept. 2021



STEP 5

Click Add a participant

Project Report
[Tadaparicipant | ([

Volunteer Hour Definitions (Page 2).
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STEP 6

Add the first and last name of each participant and either their email or phone number.

select Add to list. Be sure to include yourself if you participated in the project.

Then

Project Schedule Crew Leaders v My Work v Back to peta.oig a

Project Report

Add a Walkup Participant

*First Name *Last Name Email Phone
Complete this field. Complete this field

Add to List

Volunteer Hour Definitions (Page 2)
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STEP 7

Enter in travel hours, project hours and specialized hours as appropriate and select next.
Definitions for volunteer hour categories are provided at the bottom of the form.

Project Schedule Crew Leaders v My Work v

Project Report
Remove Name Travel Project Specialized Corps Crew
Hours Hours Hours
=
1] 0

(Page 2).

STEP 8

Be patient while this map loads. Use the + and — buttons in the top left, or double click with your
mouse, to zoom in/out to the location of your project on the map.

Project Report

Please select points on the map to show where your project started and ended. The PCT is displayed in pink. Feeder trails are displayed in black

Please be patient as this can take a while to load!
+* b8 4 % . .
- = i Trailwork Line Selector
i °

PCT Total Length: 0
Side Tiail Total Length: 0
Click "finish" to save your

selection. Once saved, your

selection cannot be modified

Volunteer Hour Definitions (Page 2):
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STEP 9

Select the start and end points on the map to show where you started and ended your project.
You can select one stretch of PCT and multiple stretches on side trails. If needed, after
choosing the points, you can click and drag each of them to move them. You'll notice the map

calculates the total length of the project. Then select finish.

Project Report

Please select points on the map to show where your pioject staited and ended. The PCT is displayed in pink. Feeder tiails are displayed in black.

Please be patient as this can take a while to load!
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STEP 10

Get the Success pop-up window and select next

Success

Your selection has been saved.
Please hit next to continue.

STEP 11

When you see this screen you can close out of PCTAConnect. You will automatically receive

an email copy of your project report.

Project Report

Thank you! You have successfully submitted your project report.

Feel fiee to close this window.

v. Sept. 2021




