DIGITAL OUTREACH BOOK

DIRECTIONS FOR SUBMITTING A DIGITAL OUTREACH BOOK

!

Download the Outreach Reporting Excel template file
from the Academy Alumni Network website.

wildlifeleadershipacademy.org/alumni/outreach

When you complete a project, fill out the columns in
the template. Don't forget to save documentation of
the project!

Save your digital outreach book, which consists of the
Excel template file (filled out with the information for
each project you completed) and documentation for
each project, into one folder labeled with your FULL
NAME (first and last).

EXAMPLE SUBMISSION: Folder Name is Cassidy,Katie
+ Inside the folder is the excel file that has my
outreach book information, plus 7 additional files
(photos, screenshots of emails, etc) that are my
documentation for the 7 projects recorded in the
excel file

To submit your digital outreach book, navigate to the
Academy Alumni Network website at:

wildlifeleadershipacademy.org/alumni/outreach

Scroll to the bottom of the page and click on the
button labeled “Click Here to Submit Your Outreach
Book” to get the link for where to upload the ENTIRE
FOLDER - it will say “add files or drag stuff here”

Click on the “add files” button, and choose the “folders
from computer” option. Find your record book folder,
and when it asks “Upload folder? Only do this if you
trust the site.” Go ahead and click Upload!

Once you have added your folder you will then be
prompted to add your name and email. Put that
information in, and click “Upload” at the bottom.

SUCCESS! You will receive an email confirming that
your files have been uploaded successfully.

MATERIALS YOU'LL NEED
COMPLETED OUTREACH BOOK TEMPLATE

DOCUMENTATION OF PROJECTS (Photos,
copy of written materials, etc.)

Katie Cassidy sent you this request

2024 Qutreach Record Book Submissions
Here is where the class of 2024 can submit their digital outreach
record books!

Add files

or drag stuff here

“

Don’t want to upload your record book via
Dropbox? Save your digital outreach book
folder on a USB flash drive and mail it to the
Wildlife Leadership Academy office:

7 East Water Street
Lock Haven, PA 17745




