Volunteer
Management
System (VMS)

User’s Guide

Revised May 2019

UNIVERSITY OF CALIFORNIA
Agriculture and Natural Resources




Table of Contents

SECtioN 1 ADOUL VIMS ..o e e e e e e e e e e e e e e eenanas 9
1.1 General Information about VMS........ .o 9
LI I V] (T 0 T @ YT VT PPN 9
1.1.2 Volunteers and VIMS .. ... e et e e e e e e e e e e e e e ea s 9
1.1.3 Coordinators/Administrators and VMS .........oeeiiiiiiiiiiccceeeeee e 10
1.2 ACCESSING VIMS .ttt e e e e et et e e s e e e e ea e e e eneennes 10
1.2.T The UC ANR POItal ...eeeeieeeeeee et e e e e eenas 10
1.2.2 Accessing VMS for the first time.......cocueiiiiiiii e, 11
1.2.3 RetUIrNING 1O VIMS ..ottt e e e e e e s e r e r e e e n e e e ean 11
1.2.4 Accessing VMS when you’ve lost or forgotten your password ..........cccccuuveennnes 11
Section 2 Volunteers and VIMS ... ..o et e e eaas 12
SeCtion 2.1 VolUNTEEN BaSiCS. ... iiiiiieiiii ittt et e e e e e e e e e eeaas 12
P20 IO B I ¢ T = T U 1o U= PP PRPPRRPI 12
R R N 12
2.1.3 Left NaVIigation Bar.....ccccuiiiuiiiiieie et e e e e e e e e e e e e e e e e e e eneeeas 13
2.1.4 Right Information Panel..........c.ooiiiiiiiiiii e 13
2.1.5 EdIt YOUT Profil@ ...t 14
P I S Ve o B o TNl 4N =Y K 14
2.1.7 Check Achievement and STAtUS ......c.uiieeuuiieiniiieiii e e e e e ee e 14
2.1.8 Electronically RESIGN .....ee e et e e e e e e 15
2.1.9 Manage Email Prefer@nCes........covuiiiiiiiiiei et 16
2.1.10 VIEW ROSTOI .. ittt e et et e e e e e e e e e e e e e e e e e enennnns 16
P20 IO T 1o Yo 3 SRR 16
Section 2.2 Adding Hours and Reporting Contacts ..........c.coooeuuiiiiiiiiiiiiinieeieeeeee e, 17



2.2.1 Add Volunteer and/or Continuing Education Hours with or without Contacts .17
2.2.2 Edit Volunteer and/or Continuing Education Hours with or without Contacts..18

2.2.3 Delete Volunteer and/or Continuing Education Hours with or without Contacts

............................................................................................................................... 19
DA S =T o Yo Y O 1 - Uk 3N 19
2.2.5 View Volunteer and Continuing Education Hours........ccccoeviiiiieiiiiiecceeeeee, 20
2.2.6 Search Volunteer and Continuing Education Hours.........ccccoevieiiieiiiincecneen. 21
2.2.7 Pending Tasks / AlGITS .cuuieuiii e et e e e eaas 21
Section 2.3 Volunteering for EVENES..........cooviiiiiiiiciiie e e e e e 22
2.3.1 View Calendars in VMS ... .. et e e e e e e e een e ees 22
2.3.2 VIeW All EVENTS ...eeeeeieiee ettt e e e e e e e e e e e e e ee 23
2.3.3 Volunteer fOr @n EVENT .....couuuiiiiiiiiie ettt e e 23
2.3.4 Volunteer for a Shift at an EVeNT........o i 24
2.3.5 Unvolunteer for an Event or Shift........ooouiiiiiiiii e 25
2.3.6 View and/or Volunteer to Bring @ RESOUICE ......ccuuiiviiiiiiiieiciicceeccee e 25
2.3.7 Unvolunteer to Bring @ RESOUICE .....ieuiiiiiiiiee et e e e aes 26
2.3.8 View YOUT Cal@Ndar. ....ccuuiiiieiiiieeeiie et e e e e e e e e e eeneeees 26
PR TR B T4 To T g f (o TN [@F: 1 1= o o F- U PP 27
Y =Tt o T ¢ T o o [T o £ 27
P T B o o ] [Tt G- L (=T Lo [T PPN 28
2.4.2 VIEW PrOJECES .uiuieiiiiiiei ittt e e et st et et e e e e e e e e e e e e r e e e e e anns 29
2.4.3 Volunteer / Show Interest for @ Project.....ccccoeuiiiiiiiiiiiiiiiic e, 29
2.4.4 VIEW YOUT ProOjeCES cuuiniiiiiiiii ettt et e et et e e e e e e e e e e e e e e e e eaannas 29
2.4.5 Unvolunteer fOr @ ProJECt .....vieuiiiiieeii ettt e e e e e a e e e eeas 30
2.4.5 Volunteer for an Event through the Project Function.......c...ccceeevveiniiinneeinnnennn. 30
SECLION 2.5 MESSAGES ... e iiiiiii et et e et et e et e e e e e et e e e e e e e e e e e a e nn e e e annaenaaes 30
2.5.1 View Messages in VMS INDOX.....ccuuiiiiiiiiiiiicii et 31
2.5.2 DElete MESSAGE...iuu it iiiieee et e et e e et e e e aaa, 31



2.5.3 Make a Me5Sage @ FAVOIITe....icuuiiiiiiii e et e e e ee e e e e eeas 32

2.5.4 UN—TaVvorite @ MESSAgE . cuuiiuiiii et e et et et et e et e e e e e e et e et e e e e e e e e e enas 32
2.5.5 Send a Message through VMS..... ... e ea s 32
2.5.6 View Message History through VMS...... ... 33
2.5.7 Jump to Collaborative TOOIS ......ieii e e e a e aeanas 33
Section 2.6 Newsletters and DOCUMENTES .......ccuuuiiiuiiiiiiiieiie e e e e e e e e eeans 34
2.6.1 View / Print / SUbSCribe tO NeWSIETtOr ...cuvuieeieieiieieieee e eaas 34
2.6.2 Unsubscribe from a NeWSIETIEr .....ceuuiiieiiieee e e 35
2.6.3 View / Print Documents / Presentations ..o.u. e ieieieeiiiieieeeeeeetnseneeesnsnsnensannnss 35
Section 2.7 Photo AIDUMS .......oeiiiee e e e e e e e eenas 35
2.7.1 View / DoOWNIoad Photo AlDUM ...ttt et et e e e e eenns 35
2.7.2 Create a Photo Album and Upload Photos ........cc.ceeviiiiiiiiiiiicceccee e, 36
2.7.3 Upload Photos to @ Photo AlDUM .....ceuiieii e 36
Section 2.8 ReapPOINTMENT ........ceiiiiiiiii e e e e e e e e 37
2.8.1T What is REAPPOINTMENT? ....eiieiieiiee et e et e e e e e e e eaeeaeeaeenseneensenssnsaneanennns 37
2.8.2 VMS and ReaAPPOINTMENT .. vuieiieitie e eiieiee et et et eeeeaeeaeeaeen e e easeneenesnsensaneanennns 38
2.8.3 Annual Reappointment Quiz for Master FOod Preservers ........coceeeveveeeneenneennen. 39
2.8.4 ReappPOiNtmMeNnt EXTIasS cuueuieieie ittt e e e e e e e e e e e e r e e e e e eans 40
SeCtion 2.9 VMS Help . cuoe ittt et 40
2.9.1 Accessing help With VIMS .. ... e 40
2.9.2 “HOW-TO” VId@O SEII@S ....nieeeieeieeeeeie et e et e e e e e e e e e e e e e enn e ees 41
2.9.3 CoUNLY LeVEI HEIP ..cunenieieeeeeeeeee ettt e e e e e e e e e eanas 41
SeCtion 3 AdMINISTIAtOr........coei i e e e e e e e e e e e eeaas 42
3.1 VMS AdMIinistration OVEIVI@W........c...iiiiiiiiii i e e e e e e e e e e ees 42
3.1.1 Types of AdMiNiStrators ... iiuiiiii e e e e e ea e e e e eaa e 42
3.1.2 Accessing Admin MO ......couuiiiiiiiii et e eaa e 43
3.1.3 Left Navigation Bar for Administrator........ccveeuiiiiiiii i 43
3.1.4 Right Information Panel..........ccouiiiiiiiiiii e e e e eaae e 44



3.2 VMS Calendar, Events, Shifts and ReSOUICES .........cocuiiuiiniieiiiiiiecieee e, 45

3.2.1 Admin VMS Calendar FUNCEIONS ... .oouuiiiei e e e 46
3.2.2 Add @ NewW Calendar......c..ieeiueeie et 47
3.2.3 Edit @ Calendar’s Nam@ ......ccouiiiiiieiie et e e e e e e e e 47
3.2.4 Change a Calendar’s STatUsS.....cccuuiiuieeiiieiie e e e e e e e e e e e e e e e e e e eaeenns 47
3.2.5 Merge Cal@Ndars ...c.uieuuiiiie et aa e eaa e 48
I 3 e o =V T 27T o PSP 48
3.2.7 Add @ RECUITING EVENT....ceuiiiiiiiiee et e ettt e et e e e e e eaa e 49
3.2.8 Edit / Delet@ EVENT ..cuunieie et e e e e 51
3.2.9 Add Shift(s) t0 @N EVENT ... e e e 51
3.2.710 Edit / Delete SHIft(S) ... uieeeeeueiiieiieee ettt e 52
3.2.11 Add ReSOUICes t0 an EVENT.....ccuuuiiiieiieieie et 52
3.2.12 Edit / Delete Resources for an EVENt......cc.ieuviiiiiiiiiiecceeeceeee e aeaaas 53
3.2.13 Add / Assign a Volunteer to Event / Shift.......ccooiieiiiiiiiieeeeeens 53
3.2.14 Remove Volunteer from an Event / Shift... ..o 54
3.2.15 Assign Volunteer a Shift RESOUICE .....cciuuiiiiieiiiceie e 54
3.2.16 Delete / Remove Volunteer from a Shift ReSOUICe .....cooveeeieeeeeeieeieieeeaenne 54
S I B =5 q o Lo ] g YT o1 €PN 55
G I - T T T T o o ] - ot o U PPUPT 55
3.3.1 VMS Project CategOries ..ouiuiiieieieeieie e e et e et et et e e e e s eas e e e s e n e e e eanes 56
o IS T YA 1 o o ] = of X R 57
o 35 TS T =5 q o T Xt all o o =T et fl N 13 R 58
o T T Y [ I VNV o =T ot 59
S T T T o ) G = o =T ot 60
3.3.6 Deactivate @ ProjeCl. . it aa 60
3.3.7 REACHIVATE PrOjeCT. . uu ittt et e e e e e e e e e r e e e e e e ans 60
IS I < Y LT e T o o ] [T ot 3PP 61
3.3.9 Enroll Volunteer(s) in @ Project .....cuuieeiieieecccee ettt e 61



3.3.10 Un-Enroll Volunteer(s) in @ Project ......cccuueiuiiiiieiiiieee e 62

3.3.11 Email Volunteer(s) Enrolled in @ Project .......ccceviuviiiiniiiiiieieeeeeeeeeeeeee e 62
3.4 AAMIN MESSAGES - euniieiiiiii ittt et e e e et e e e et e e e e e e e e e e e aeean s 63
3.4.1 Send a Message through VMS...... .o e e 64
3.4.2 View / Search EMail HiStOry...ouuieiiieiiiie ettt e e e e e e eans 65
3.5 NeWSIetter / DOCUMENTS. ... ..ovuiiniiiieiiitie e e e e e s e s e s ea e ea e e e ssnenneans 66
T O X o B =LYV G o T T 66
3.5.2 Edit / Delete Group INfOrmation ..........ceeuiiiiiiiii e e 67
3.5.3 Add @ NeWsS|etter ISSU@......iiii e e e e e e e e 67
3.5.4 Add @ DOCUMENT ...iitiieie et et et e e e e et e e e e e e e e e e e eae e e enn e e enneeennanns 68
3.5.5 Delete a Newsletter Issue Or DOCUMENT .....oeeeuiiieiniieiiieeeee e e e e e e e 69
3.5.6 View or Manage SubSCribers. ... ..o 69
S I S 20 13 T PP 70
3.6.1 Add @ NeW VOIUNTEET ....ceeiieiieee et e e e 70
3.6.2 IMPOIt VOIUNTEEIS . eneieeeeiiei e ee ettt e e et e e e e e e s s e s eaeaeneeneensensenransnnns 71
3.6.3 Send / Resend Welcome EMail. ...ttt ettt e e e eneenns 73
3.6.4 View Volunteer Profile ... e 73
3.6.5 Edit Volunteer Profile ...t 73
3.6.6 Change Volunteer Status and/ or Achievement.........ccceevuvieiiiiiiiiiiieiiieieeeeeanas 74
3.6.7 REINSTAtE @ VOIUNTEOI . .ceiiieie et e e e e e e 76
3.6.8 Transfer VOIUNTEEI ....c.uuuiiieiie ettt e e e 76
3.6.9 ProXy iN @S VOIUNTEE ...uneeiieiie ettt e e e e e e e ens e e e eanennes 77
3.6.10 SArch VOIUNTEEIS ....nieeeeee e e e e e e e e e e e s 77
3.6.11 Reset a Volunteer’s PasswWord........c..ooieeuiieiiiieiieeeeeeee e e e 78
3.6.12 EXPOIrt ROSTEr Data....cuuieieiiiiiei ettt r e e e e e e e e e s e e e e e eanas 78
3.6.13 Create Mailing LiST ...cuuiiuuiiiiiieiiii ettt e et e e et e e e e e e e s e e enaeanees 79
o B A0 (- o Lo ] o oS 79
S T2 T =Y X0 o 3 S 80



I I @e] 01 ¢ Lot -3 2= o Lo ] o (PPN 80

SIS B 4o Y-V [ [=Yo I o Lo YU T 3 =Y o To ] o 82
3.7.4 Retention (dUuration) REPOIT......uieuieieiiiieee e eee e aee e e e e ee e e ee e eeneanennes 83
S T T 00 13 €=l =Y L0 S 84
3.7.6 Volunteer CommitmeNnt REPOIT.....cuuiuiiiiiii e eeeeeeeeeeee e e e e e e e e eaneaneanas 85
3.7.7 Volunteer HOUIS REPOIT...uuuiiiiiiiieii i et e et et e et e e e e et e e e e e e e eaa e 86
R A Y= LV I U 2T o o ] (PRSP 86
3.7.9 Make @ FAVOrit@ REPOIT ..cuuuiiiiiiie ettt et e et e e e e e e e eaa e 87
3.7.10 Delete a Saved or FAvOrite REPOIT....ccuciuiiuiiiiiiiiieieeieeeeeeeee e e e aeanes 87
S 0 I B - = Vel VA @F: U =T'o [o ] Y 2] o o ] o R 87
S IV 172 I -To =Tl VAN @00 o} ¢ ot ol 2=Y oL o RS 88
3.7.13 Legacy HOUE REP OIS ouuiniiiiiiieie ettt et e e e e e e e n e e e e e e 89
3.7.14 Legacy Retention RePOIT ....cuiiuiiiiiiiieiee ettt e e e e e e e e e e e 89
3.8 MaANAge VM e et e e e e n e e e ennas 90
3.8.1 Manage ACCESS TO VIS ... . e e et r e e e e eanas 91
3.8.2 Manage AdmiNiStrators .....cuueeuiee e e e e et e e e e e e e e e e e a e e e e e eneenns 91
3.8.3 Manage HOme Page NEWS ....cuiiuiiiiiieiie ettt et e e e e e e e e e e e e aeaeanes 92
3.8.4 Manage Volunteer OPtiONS .....ccuuiiiuiiiiee e e et et e e e e e e ea e e e s eanees 92
3.8.5 Manage Home Page LinKsS......cccuuiiiiiiiiiiii ettt eae e 93
3.8.6 Manage New Member EMail .......ccoouiiiiiiiiiiiiii e 93
3.8.7 Manage Program Contact Information.........cccceoeeiuiiiiiiiiii i 94
3.8.8 Manage ReappOiNtMENT ....cuiiuiiieeii et e e e e e e e e e e e e e e e e e eanas 94
3.8.8 MaANAGE INTEIESTS ueuieeiieei e et e e e et e e e e e e e aeea e e e e s e anaranannas 95
Section 4 ReappOiNtMENT ... oo r e e e e e e e 96
4.0 REAPPOINTMENT L.eeiiniiii it e e et s e e e s e e e e e e asea e s e e e e s e aenrennanns 96
L I T 22T Vo oo 11 ) ¢ = o | PP 96
4.1.2 Reappointment COMMUNICATIONS ..ouuiunieiiiiiieeeie e e e e e e e e e e e e eans 98

4.1.3 Collect Digital Reappointment or Resignation Documents from Volunteers ....98

6|Page



4.1.4 How to Submit Paper for a VolUNteer.........coiuiiiiiiii et 99

4.1.5 Resigning or INactive VOIUNTEEIS ......veuniiiiiiii et 99
4.1.6 Roster Cleanup, Final Numbers and Insurance Invoicing........ccccevevevniinennnen. 99
4.1.7 Annual Reappointment Quiz for Master Food Preservers ........ccocceeevueevneennee. 100
Appendix 1 - Volunteer Frequently Asked Questions...........cccoeniiniiiiiiiiiiii e 100
QT1: HOW dO | ACCESS VM S o ettt e e e e e e s e s ea e eaeea e s e senaanannss 100
Q2: | can’t access VMS? | know | have the right password. .......c.cccccevviiiiiiiiinnennnn. 100
Q3: How do | reset my passSWOrd? .......cecuuieiuiiieiiieeii et ea e e e e eaas 100
Q4: HOW dO | fiNA @ @VeNET <. e 100
Q5: How do | unvolunteer myself for an event?.........cceeuiieiiiiiieiieeieeeeeeee e 101
Q6: How do | enter my hours and/or CONTACES?.......ccuiiniiiiiiieiieeeeeeeeeeee e eaas 101

Q7: Do | have to report contact when | report my hours or can | do them separately?

............................................................................................................................. 101
Q8: How do | edit my hours? How do | delete my hours? .........ccoeiniiiiiiiiineenneennen. 101
Q9: | keep entering hours and they disappear, Why?..........ccovviiiiiiiiiiiiiicceeeeeee, 101
Q10: Do I list my travel time separate from my volunteer hours?.........cccceeeunvnn.e. 101
Q11: How do | see how many hours | have?.........coueniiiiiiiiii e 101
Q12: How many hours do | need to reappOint?......cccceeuieuiiiiiiiiiiieiieeeeeeeeeeeeneenns 101
Q13: How do I verify my reappointment went through?.........ccccoceieiiiiiiiiiieenneenn.e. 102

Q14: Can everyone see my emergency contact information | listed in my profile?.102

Q15: | enter my hours and they show up in VMS twice, what is happening?.......... 102
Appendix 2 - Administrator Frequently Asked Questions ...............ccceeiiiiiiieiiiennnnen. 102
Q1: Who do | contact if | have a problem with VMS? ... 102

Q2: How does a program coordinator send an email to new trainees to alert them of
their new VMS accounts and/or to create a new password in VMS?...........coceevennnn. 103

Q3: Is there information to give to new MG trainees on what to do when they receive
the “Accessing Master Gardener System” / “Accessing Master Food Preserver System”
L= 1.0 UL PSP 103

Q4: Is there any training for new users t0 VMS?..... oo 103

7|Page



Q6: How can | (coordinator) give a new supervisor access to my county VMS? ...... 103

Q7: Coordinator has a new training class that ends on Feb 20. They want the new
volunteers to sign all the appropriate forms electronically at this time. Can VMS be
set up to “Manage Reappointments” so the “Sign Your Forms” flag goes only to the

NeW Class and NOT WOl FrOSTEI?....u i e e e e e s e e a e enens 104
Q8: What forms are required to give trainees to Sign? .......ccoeeeeeieieerieenieeeeeeneennn. 104
Q9: Does a volunteer have to have an email address to access VMS? .....ccoevvvnvnnen. 104

Q10: When a volunteers transfers from one county UC MG /MFP Program to another
and they are added to the roster their hours previously logged do not come over with
them on VMS. Do | need to manually add those hours and activities?................... 104

Q11: How can MGs store photos that allows other MGs to be privately and securely
stored and have access those photos for appropriate use?..........ccceevuveeiiieiniiennnnnn. 104

Q12: When a volunteer resigns and their status is changed to Inactive Resigned can
they be deleted from the roSter? ... e 105

Q13: Can | enter volunteer, continuing education hours under my staff profile?....105
Q14: What does the email to resigning volunteers say? ......ccccceeeveenieeieeieineenneennnn. 105

Appendix 3 - Administrator Reappointment Quick Tips and Frequently Asked
L@ L1 1 0] ¢ 1= 105

Q1: What if my volunteer doesn’t have internet access / wants a paper copy / or will

[0 Y30 ] A TRVZ= Yot~ L1 o] o 40P 105
Q2: What if my volunteer does NOt reapPPOINT?....cereviesssssssssssssssesssssesssssssssssssssassssssanes 106
Q3: Can | delete @ VOIUNTEEE FIrOmM VIMS .. et seeseeseeseeeseesesss s sessseseessssasessssssssasesssssssssenns 106

Q4: What if my County Director can’t find the MG Reviews link for approving
REAPPOINTIMENT? ..ottt b bbb bbb bR bbb R bbb b ans 106

Q5: | need more help with reappointment, where do | get it?....eeinneressnseessesess. 106

8|Page



Volunteer Management System
(VMS)3-1 Users Guide

Section 1 About VMS

1.1 General Information about VMS

In this section you will learn about elements of the home page, where they are located, and how they can be
used:

1.1.1 System Overview

1.1.2 Volunteers and VMS

1.1.3 Coordinators / Administrators and VMS

1.1.1 System Overview

The Volunteer Management System (VMS) is an online system developed by University of California
Agriculture and Natural Resources (UCANR) Communication Services and Information Technology (CSIT) team to
assist volunteers in keeping accurate records of their volunteer activities. VMS allows volunteers to create a
profile, log volunteer and continuing education hours, and report contacts. The program also provides a place
for communication and collaboration within each county program with options to create calendar events,
share photos and documents.

The system was designed to be:
e User-friendly for volunteers
e Modifiable by administrators, to provide a unique site to counties
e Vigorous enough to retain record tracking functions required by UC and the Statewide Master
Gardener / Food Preserver Program

1.1.2 Volunteers and VMS
Volunteers use VMS to:
e View their county’s calendar
e Volunteer for events
e Record volunteer and continuing education hours
e Report number of contacts made with the public
e View the roster of volunteers
e Complete Reappointment
e View home page news and statewide news
e View documents, presentations, newsletters
e View /upload / download photos
e Find useful links
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1.1.3 Coordinators/Administrators and VMS
As a coordinator / administrator, VMS is the most helpful tool in your possession. You'll use it daily to
accomplish the following tasks (and more!):
e View your roster of volunteers, including contact information and interests
e Manage roster by adding / removing / transferring / changing status of volunteers
¢ Communicate with volunteers through VMS messages and home page news
e (reate and manage volunteer projects
e C(reate and manage volunteer calendar events
e View volunteer hour / continuing education and contact reports
e Upload documents, presentations, photos to share with group
e Manage and deploy an internal newsletter
e Manage annual reappointment process (occurs June-Aug. every year)

1.2 Accessing VMS

In this section you will learn about:

1.2.1 The UC ANR Portal

1.2.2 Accessing VMS for the first time

1.2.3. Returning to VMS

1.2.4 Accessing VMS when you’ve lost or forgotten your password

1.2.1 The UC ANR Portal

The Portal allows you to come to one place to access the University of California Agriculture and
Natural Resources (UCANR) websites, utilities, and systems in which you are involved. Collaborative
Tools, Surveys, Repository, ANR directory, IT help and VMS. The portal provides a simple yet secure
way to get into important systems while only having to remember one username and password. All
coordinators and UC Master Gardener / Food Preserver Volunteers have portal accounts.

University of California
Agriculture and Natural Resources ANR Portal

To log into the portal for the first time:

e Go to: https://ucanr.edu/portal

e C(lick on the 'New user? Forgot your password? Click here' button.

e Enter your e-mail address and click the button.

e Ifyour e-mail address is in our system, an e-mail will be sent which contains a link to access
the portal.

e Click on this link to enter the system.

e The link will only work one time. If you forget your password again, you will need to re-
submit the access request.

e Onceyouare in the system, you can change your password.

If you are an ANR employee you must be in the ANR Directory to access the portal. First, check to see
if you are in the directory, it is possible that your e-mail may not match up with the directory listing.
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If you are in the directory, you will be able to have account access information sent to you. If you are
not in the directory, but feel that you should be. Contact your office manager or website liaison. Ask
them to add you to the ANR directory. When you are added, you will receive portal access
information.

1.2.2 Accessing VMS for the first time

Volunteer

1. Check your e-mail for a message with the subject line “Accessing Master Gardener system” or “Accessing
Master Food Preserver system.” This e-mail will have been sent to the e-mail address given to coordinator.
Click on the link in the text of the email (this link can only be used once).

2. Enter a new password.

e The password must be at least 12 characters in length with no space, not your account name or login ID
and contain uppercase, lowercase, digits and symbols. The password is “case sensitive,” i.e., upper and
lower case letters are recognized by VMS.

e Write down the password and keep it secure. No one including your coordinator or the statewide office
will know it but you.

3. Retype the password exactly as you entered it in Step 2.

4. Select Save Password.

5. Your VMS home page is displayed, this unique to your, your hours and your county.
Coordinator

1. New coordinators will need to be added to the VMS system by someone with administrator privileges in
their county (likely a Farm Advisor, County Director, or other office staff) or contact the statewide office
to gain access. Use your ucanr.edu email address when signing up for your staff account, which is
especially important if you were formerly a volunteer.

2. Check with your County Director or local office administrator about getting an ucanr.edu staff email
address.

1.2.3 Returning to VMS

1. Access your Internet browser. Enter the web address for VMS vms.ucanr.edu/mg (Master Gardener),
vms.ucanr.edu/mfp (Master Food Preserver) access VMS through the portal ucanr.edu/portal
2. Enter e-mail address and password.

1.2.4 Accessing VMS when you’ve lost or forgotten your password
If you see a red error message when trying to access
VMS, either the email address or password were entered
incorrectly.

Access Options

The Username or Password is not correct Please try again
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Troubleshooting:

e Tryre-entering the e-mail address and password being especially careful about using the correct upper
and lower case letters in your password.

e  Make sure your Caps Lock is off.

e  (lear the cookies on the computer http://www.wikihow.com/Clear-Your-Browser's-CooKies.

e  Still not working? Select Forgot Password? And follow the prompts to reset your password.

Ifresetting your password fails contact your coordinator or designated VMS help person in your county to
reset your password if you experiencing issues and need assistance with your password.

Section 2 Volunteers and VMS
Section 2.1 Volunteer Basics

In this section you will learn how to:
2.1.1 The Banner

2.1.2 News

2.1.3 Left Navigation Bar

2.1.4 Right Information Panel

2.1.5 Edit profile

2.1.6 Add / Edit Interests

2.1.7 Check Achievement / Status or Resign
2.1.8 Manage Email Preferences
2.1.9 Electronically Resign

2.1.10 View Roster

2.1.11 Log out

This section is written for viewing VMS on a desktop computer.

2.1.1 The Banner Q Search (" Poppy McGardener ~
Use the Banner located at the top of the page to:
e Search VMS # My Profile

e View pending tasks and alerts
e Access VMS User’s Guide

e View / edit your VMS profile
e Navigate to the UCANR portal
e  Switch Programs

& ANR Portal
= Switch Programs

@ Reportabug

= Log Out
e Reporta VMS bug
e Logout of VMS
2.1.2 News o e

The center column of the VMS homepage is the
News section and it includes Statewide News
(generated by the statewide office) and county
news. This section can be customized by VMS
administrators to communicate with volunteers
in their respective counties or designated to
show a UCANR Blog feed.
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2.1.3 Left Navigation Bar

The majority of features in VMS can be accessed — fiis s i ~ L]

through clicking the navigation bar running
down the left side of the home screen. The left
navigation bar has the following features:

Home tab- returns user to the Home Screen
Hours tab- enter and view volunteer hours,
continuing education hours and report
contacts

Calendars tab- view, search, and volunteer -
for events through calendars e S s
Projects tab- view / search and volunteer for projects
Messages tab- view incoming messages sent through VMS

News / Docs tab- view, save, print and subscribe to newsletters; view, save, print documents and
presentations

Photo Albums tab- upload / view/ download photos

Roster tab- view list of county volunteers, including contact information

2.1.4 Right Information Panel

Some commonly used features are quickly P — ™ 5

accessed by looking at / and or clicking the @ S
information panel on the right hand side on the &
home screen. The right information panel has
the following features:

Your Hours - displays volunteer and
continuing education hours associated with
your logon, for the current volunteer year
and the lifetime / total for all time.

Your Calendar- you may not see this feature
if you aren’t currently volunteered for an upcoming event. This feature is displayed when volunteers sign
up for an event on the calendar. The event is automatically added to the “Your Calendar” on the right
information panel in VMS.

Master Gardener FAQs- an online system to assist Master Gardener volunteers find answers to hotline /
help desk questions. The FAQs system (Frequently Asked Questions) enable volunteers to provide
feedback to other FAQs and the ability to post their own questions with descriptions and photographs.
UCCE Master Gardeners can access the FAQs system through the (Volunteer management System) VMS,
or through their UC portal. FAQs PowerPoint Presentation and FAQs Tutorial Videos are available at:
http://ucanr.edu/sites/vmshelp/FAQ System on the VMS/

Links - displays a list of standard links as well as a list of links that Full Access administrators can
customize.

Misster Gardener FACs
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2.1.5 Edit Your Profile

Log into VMS T
Select your Name from the banner o s
0 select #*My Profile from the drop down | = °
menu ’” ——
0 select the blue #Edit button - =
Edit / update the Personal tab :a; """ )
0 Change email address and password T
0 Mailing address e
0 Phone numbers
0 Upload a profile photo
o]

Designate emergency contacts
Select the blue v'Save Profile button to save
changes

Note: Contact information can be made private by selecting Hide this information from other volunteers.
Administrative VMS users with Full Access to the roster will be able to view all profile information.

2.1.6 Add / Edit Interests

Log into VMS

Select your Name from the banner

0 select #* My Profile from the drop down
menu

Select Interests tab

O use the boxes to check off interest areas

O type interests not listed in the Other
Interests text box

0 select the blue v'Save button to save
changes

2.1.7 Check Achievement and Status

To check your achievement level and current

status:

mms  ucw

Log into VMS

Select your Name from the banner

0 select #*My Profile from the drop down
menu

Select Programs tab

0 thelist has the following information:
=  Program Name
=  Date: Start - End

fa fo in

in

n

{¥
¥
-l z
H 3
i 2
H Fl

iw %n-.
1

University of California
Agriculturcand Natural Resourees 1 UCCE Mastar Gardenes Progran

=  Achievement Level:
o  First Year Master Gardener / First Year Master Food Preserver
e Gold Badge
¢ Internal Administration
e  Master Gardener / Master Food Preserver
e Platinum Badge
e Trainee
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UC Staff

Status

Active

Limited Active
Inactive Resigned
Deleted
Honorary

red Resign button

2.1.8 Electronically Resign

You may electronically resign from the UC Master Gardener / UC Master Food Preserver Program at any time.
Please note you cannot undo this action electronically. If you have done this in error please contact your
coordinator for assistance. To resign:

Log into VMS

Select your Name from the banner and

select #” My Profile from the drop down menu

Select Programs tab

the list has the following information:

Program Name

Date: Start - End

Achievement Level:

(0]

(o}

First Year Master Gardener / First Year Master Food Preserver
Gold Badge

Internal Administration

Master Gardener / Master Food Preserver

Platinum Badge

Trainee

UC Staff

Status

Active

Limited Active
Inactive Resigned
Deleted
Honorary

Red Resign button

fill in the Reason for Resignation box (i.e. moving, lost interest, health reasons)

select the blue Save button, or;
select the white € Cancel button, the white Close button or the x in the top corner of the pop up
window to exit the window without saving
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2.1.9 Manage Email Preferences
To manage your email preferences:
e Loginto VMS T —— T
e Select your Name from the banner
0 select # My Profile from the drop down
menu
e Select Preferences tab
e Toggle the green Yes / No in Discussions
0 receive email notification when
discussion items are posted to | J beterkberi g —
Collaborative Tools

-3

i

g,_u fu i

.;m

e

e Toggle the green Yes / No in My Program(s)
0 receive emails notification from VMS through the Messages function
e Select the blue v'Save button to save preferences

2.1.10 View Roster

Use the roster to find fellow volunteers email address and preferred phone number. To view the roster:
e Loginto VMS

TS e g e
e Select Roster from the left navigation bar e
0 thelist has the following information: _;

= == . =

= Name = =t

+ Ciy I

*  Email = ‘ —

= Preferred phone number RN PPPINE

=  Start Date

=  Achievement

=  can be sorted by name, city, email,

preferred phone number, start date and achievement
e Select the volunteers Name to view individual profile

0 click Email address to send an email to that individual, or;
0 right click the email address and select Copy email address / Copy shortcut

= select Roster tab from the navigation bar to return to the full list view

2.1.11 Log Out

Be sure to log out of VMS so as not to expose any of your

own or other volunteers personal information: To log out Q ©
of VMS:

e Bealready logged into VMS # My Profile
e Select your Name in the upper right hand side @ ANR Portal
0 select Log Out from the drop down menu @ Switch Programs
= select the lighter blue Logout of ANR Portal
button to completely log out, or; ® LogOut

= select the dark blue Go To ANR Portal button
to return to the portal and log back into VMS
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Section 2.2 Adding Hours and Reporting Contacts

In this section you will learn how to:

2.2.1 Add Volunteer and /or Continuing Education Hours with or without Contacts
2.2.2 Edit Volunteer and /or Continuing Education Hours with or without Contacts
2.2.3 Delete Volunteer and /or Continuing Education Hours with or without Contacts
2.2.4 Report Contacts

2.2.5 View Volunteer and Continuing Education Hours

2.2.6 Search Volunteer and Continuing Education Hours

2.2.7 Pending Tasks / Alerts

Pm mmwm‘ B ] e o a, =
3 WMS 31 Test Drive
@ Hours  &ll Hours m
ot 1 Q Seare
" »  tenords per page Q
Date
Hours.
Added Actien Event CE Hour: Vol Hou: Mieage  Propect Name
LTI e ot curs L Qoo = 1000 Farsiirs Market
waunon [T | o 50 00 Faemars M
182008 | v o | Wabiar Fig R f Plac 200 oo Q00 Contiring Education Credas / Monthiy Mestings
w200 chainad bopetton-Bobrasty . qmpel 3ea. 1100 Mewsle -
viemd e [ o 500 000 | Newsleter
ISt ek 90 | Facebos
ov7 It ] 550 200 Facebook

2.2.1 Add Volunteer and/or Continuing Education Hours with or
without Contacts

To receive credit for volunteer and continuing education hours they must be entered into VMS. VMS offers
multiple ways to add volunteer and continuing education hours. To enter hours:
Option 1:
e Loginto VMS
e Find Your Hours on the right information
panel
0 select the green +Add Hours button
Option 2:
e Loginto VMS
e Select Hours from the left navigation bar
0 select the green +Add New Hours
button
0 select the project the hours will be
applied towards by using the dropdown (See Section 2.4.1 Project Categories for project category
definitions)
e Isthis a Calendared Event?

TUMS UG Master Gardener braszam o v e
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0 A calendared event is defined as an event that is listed on the VMS calendar. If you do not see the
calendared event on the dropdown list, select See All Events? and select the event from there.
0 toggle the white Yes / No button
= if Yes- select the event from the drop down
= if No- enter the Event Name / Description and Event Date
e Enter applicable information: OHours  Add Hours
o0 Volunteer Hours S
0 Continuing Education Hours
0 Miles Driven, to and from the event
(miles driven is optional and for your G [
personal use)
¢ Do you have any Contact information to

report?
0 toggle the green Yes / No button "
= ifYes- select yes and complete the N - |

form
= ifNo-selectno
e Enter any Comments / Notes

e Select the blue v'Save Hours button
[ s |

Note: VMS rounds up or down to the nearest

quarter hour (i.e. 1.8 hours = 1.75 hours). Do not double count contact reporting, (i.e. if two volunteers teach
a workshop to twenty people only twenty contacts should be reported for that event by one person, not
both).

2.2.2 Edit Volunteer and/or Continuing Education Hours with or

without Contacts
VMS offers multiple ways to edit entered
volunteer and continuing education hours. To
edit hours or contacts:
Option 1:
e Loginto VMS
¢ Find Your Hours on the right information
panel
o select the blue ®)View Hours

I Master Gardener Program 2 L]

e =
fo REN &
&

a
H

im

§y in

i
Y En

Option 2:
e Loginto VMS
e Select Hours from the left navigation bar

e Inthe Action column, select the green View / Edit Hours button
for the event you want to edit
0 ifneeded use the search bar provided to find the event

e Editand / or enter fields as needed

e Select the blue v'Save Hours button
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2.2.3 Delete Volunteer and/or Continuing Education Hours with or
without Contacts

VMS offers multiple ways to delete entered volunteer and continuing education hours. To delete hours or

contacts: I R
Option 1: 2
e Loginto VMS L=
e Find Your Hours on the right information E
panel 5 e
0 select the blue @ View Hours *":" S
Option 2: sz [
e Loginto VMS B e
o Select Hours from the left navigation bar

In the Action column, Select the green View/Edit Hours button for the event hours you want to delete
0 ifneeded use the search bar provided to find the event

Select the red TDelete Hours button

0 select OK to confirm you want delete or;

0 select Cancel to go back without deleting

Note: Deleting hours is not reversible.

2.2.4. Report Contacts

As a federal and state funded program, it is the responsibility of the UC Master Gardener and UC Master Food
Preserver Programs to ensure that it reaches all members of the community with scientific-based home
horticulture or home food preservation information. In order to remain accountable to this mission and to
celebrate our successes in this area, it is imperative that counties record and report the demographic make-
up of clientele whenever possible.

Contact reporting data must be entered into the VMS system for accurate reporting and potential funding
opportunities. Follow Section 2.2.1 Add Volunteer and/or Continuing Education Hours with or without
Contactsto report contact information.

Note: Do not double count contacts, (i.e. if two volunteers teach a workshop to twenty people only twenty
contacts should be reported for that event by one person, not both).
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2.2.5 View Volunteer and Continuing Education Hours

VMS offers multiple ways to your view your recorded volunteer and continuing education hours. To view

your recorded hours:

Option 1:

e Loginto VMS

¢ Find Your Hours on the right information
panel

0 Volunteer and Continuing Education
Hours are displayed
= This year (current fiscal year)
= Lifetime
e Foradetailed view select the blue View
Hours button

Option 2:
e Loginto VMS
e Select Hours from the left navigation bar

e All Hours tab- displays list of all entered

. &
hours that can be sorted by the column
headers
0 ifneeded use the search bar provided
to find a specificentry 0 S Taooe. 0 e
O tocreate an Excel document listing all =
your hours select the white Create Excel
button = e & N
= the document has the following a
information:
e Date
e Event Name
¢ Continuing Education Hours
e Volunteer Hours
e Mileage
e Project Name
e Project Hours tab- displays list of what e
hours have been entered and designated to
a particular project type that can be sorted
by the column headers 2 7
o ifneeded use the search bar provided - - -
to find a specific entry = | [
0 to create an Excel document listing all e

your hours select the white Create Excel

button ol ol SN
= Project Name

L] Entries

. Begin Date

. End Date

. Continuing Education Hours
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= Volunteer Hours
. Mileage

2.2.6 Search Volunteer and Continuing Education Hours

To search for volunteer or continuing education hours you recorded in VMS:

Log into VMS

Select Hours from the left navigation bar
Select Search tab

Search tab- allows for a detailed search of
entered hours, search options include:
Event

Start Date

Keyword

End Date

Project

Enter search criteria and select the blue Q Search button
0 thereport will display below the search criteria

@ Hours

Event

Start Date

O O 0O o0 O

All Hours Pro

Search

ect Hours

Q Search

Keyword Preject

End Date

u
L 3

- Search % Clear

= for a basic search of the results use the search bar provided
= to clear the search fields select the white Clear button

=  to create an Excel document listing the search re
e Date
e Action
e Event Name
e Continuing Education Hours
e Volunteer Hours
e Mileage
e Project Name

2.2.7 Pending Tasks / Alerts

VMS has a pending tasks / alerts function that prompts
users to enter hours for events they have volunteered for
and complete reappointment. The alerts will clear once
hours are entered or the task is completed. There are
pending tasks / alerts when a number appears next to the
bell icon in the header bar of VMS.

To utilize this feature:

Log into VMS

Select the bell icon in the header bar

0 click the red Please Enter Hours! or Please
Complete! next to the task

o0 enter hours, follow Section 2.2.1 Add Volunteer

sults select the white Create Excel button

Q--

Please Completel

You have 5 pending tasks / alerts

Annual Volunteer Agreement And Request For
Reappointment

Please Complete!

Code Of Conduct/Responsibilities And Rights

Proof Of California Driver License And Automotive Lisbility  Plesse Completel
Insurance

wiaiver OF Liability, Assurmption OF Risk, And Indennnity
Agreemeant

Preparing/Senving Food Redease Statement Please Completa!

Wiew all taska

and /or Continuing Education Hours with or without Contacts or;

0 complete the task

To view all pending tasks / alerts:

Log into VMS
Select the bell icon in the header bar
0 click View all tasks located at the bottom of the list
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0 ifneeded use the search bar provided to find a specific entry
0 thelist has the following information:

LI

= Icon
= Type
= Title

= Description
= can be sorted by icon, type, title description
e Select Icon, Type, Title of the task to complete the action

Section 2.3 Volunteering for Events

In this section you will learn how to:

2.3.1 View Calendars in VMS

2.3.2 View all Events

2.3.3 Volunteer for an Event

2.3.4 Volunteer for a Shift at an Event

2.3.5 Unvolunteer for an Event or Shift

2.3.6 View and/or Volunteer to Bring a Resource
2.3.7 Unvolunteer to Bring a Resource

2.3.8 View Your Calendar

2.3.9 Export to iCalendar

IMS  UC Master Gardener Program a © Ny
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2.3.1 View Calendars in VMS

VMS offers multiple ways to view calendars and has extensive search capabilities. To view the calendar,
select Calendars from the left navigation bar. The different views of the calendar are:
e Calendar View- displays monthly view of all calendared events
O can be sorted by calendar, project and viewed by month, week or day
0 can toggle the green Yes / No My Events button
e My Events- displays list view of all past and future events that you volunteered for
0 search bar included
e My Calendar- shows list of calendars for events that you volunteered for
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0 search bar included
o All Events- displays list view of all past and future events of all calendars
0 search bar included
o All Calendars- displays list view of all of calendars
0 search bar included
e Search- allows for a detailed search by event, keyword, project, start date and/or end date

2.3.2 View all Events

VMS offers multiple ways to view all events. To view all events:
Option 1: TUMS ¢ Master Gardener ieggam

is

e Loginto VMS e ¥
e Find Your Calendar on the right information g Mg i
paHEI Z ol April 2018
0 select the blue View All Events button o i
Option 2: - T T

e Loginto VMS
e Select Calendar from the left navigation bar

e (Calendar View tab- displays monthly view of all calendared events
0 ifneeded can be sorted by calendar, project and viewed by month, week or day
o All Events tab- displays list view of all past and future events of all calendars
0 ifneeded use the search bar provided to find specific entry
0 thelist can be sorted by the column headers using the sort arrows located to the right of the column
header

2.3.3 Volunteer for an Event
VMS offers multiple ways to volunteer for events, to volunteer for an event:
Option 1:
e Loginto VMS
e Find Your Calendar on the right information panel
0 select the blue View All Events button

Option 2:
e Loginto VMS
e Select Calendar from the left navigation bar

¢ Find the event by using the tabs

0 Calendar View- displays monthly view of all calendared events
= can be sorted by calendar, project and viewed by month, week or day
= cantoggle the green Yes / No My Events button

0 All Events- displays list view of all past and future events of all calendars
= search bar included

o0 All Calendars- display list view of all of calendars
= search bar included
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0 Search- allows for a detailed search by — B —
event, keyword, project, start date and or B sz
end date
e (lick the Event Name to open it
0 select the blue v'Volunteer for Event button

VMS 3.1 Test Drive Sign Up for Evenl 1 (DO NOT EDIT)

to sign up -
= VMS generates a confirmation email - =
that includes an iCalendar - ‘
= immediately generate an iCalendar by e v
clicking the green Export iCalendar -
button in the upper right hand corner
2.3.4 Volunteer for a Shift at an Event
VMS offers multiple ways to volunteer for an event shift, to volunteer for an event shift:
Option 1: VIMS U MostarGardner rogam 3 @
e Loginto VMS it
e Find Your Calendar on the right information f— K
panel P

0 select the blue View All Events button

Option 2:
e Loginto VMS
e Select Calendar from the left navigation bar

¢ Find the event by using the tabs
0 Calendar View- displays monthly view of all calendared events
= can be sorted by calendar, project and viewed by month, week or day
= cantoggle the green Yes / No My Events button
0 My Events- displays list view of all past and future events that you volunteered for
= search bar included
0 My Calendar- shows list of calendars for events that you volunteered for
= search bar included
0 All Events- displays list view of all past and future events of all calendars
= search bar included
0 All Calendars- display list view of all of calendars
= search bar included
0 Search- allows for a detailed search by event, keyword, project, start date and or end date
e (lick the Event Name to open it
0 Select the blue v'Volunteer For Shift button to sign up
= VMS generates a confirmation email that includes an iCalendar
= immediately generate an iCalendar by clicking the green Export iCalendar button in the upper
right hand corner

Note: Volunteers are not limited in VMS to the number of shifts they can sign up for.
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2.3.5 Unvolunteer for an Event or Shift

VMS offers multiple ways to unvolunteer for an event or shift. To unvolunteer for an event:

Option 1:

Log into VMS o -
Find Your Calendar on the right information
panel

Click the Event Name to open it =

Option 2:
Log into VMS -
Select Calendar from the left navigation bar

Find the event by using the tabs
Calendar View- displays monthly view

(o}

(0]

FIMS UG Master Guiderier Prosram

] B Calweciaen Vi Fonee e
L] "
= :

of all calendared events

My Events- displays list view of all past and future events that you volunteered for

can be sorted by calendar, project and viewed by month, week or day
can toggle the green Yes / No My Events button

search bar included

My Calendar- shows list of calendars for events that were volunteered for

search bar included

All Events- displays list view of all past and future events

search bar included

All Calendars- display list view of all of calendars

Search- allows for a detailed search by event, keyword, project, start date and or end date

search bar included

Click the Event Name to open it

Event

Select the red TUnvolunteer button, a pop up window will appear, either:
select OK to confirm you want to unvolunteer for the event or;
select Cancel to stay volunteered for the event

(o}
(o}

Shift

Select the red TUnvolunteer For Shift button, a pop up window will appear, either:

(o}
(o}

select OK to confirm you want to unvolunteer for the shift or;
select Cancel to stay volunteered for the event

2.3.6 View and/or Volunteer to Bring a Resource
Supplies / resources may be needed at an event, to view and/or volunteer to bring a requested / listed
resource to an event:

Log into VMS

Select Calendar from the left navigation bar

Find the event by using the tabs

0 Calendar View- displays monthly view of all calendared events

can be sorted by calendar, project and viewed by month, week or day
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= cantoggle the green Yes / No My Events button
0 My Events- displays list view of all past and future events that you volunteered for
= search bar included
0 My Calendar- shows list of calendars for events that were volunteered for
= search bar included
0 All Events- displays list view of all past and future events
= search bar included
0 All Calendars- displays list view of all of calendars
= search bar included
0 Search- allows for a detailed search by event, keyword, project, start date and or end date
e  C(Click the Event Name to open it
0 locate the Resources list
=  toggle the green No / Yes button in the [ will supply column to read Yes
o ifthe I will supply column displays N/A that resource request has been filled
= select the blue v'Save Resource Commitments button

Note: There is currently no reminder or notice when volunteering or unvolunteering to bring a resource.

2.3.7 Unvolunteer to Bring a Resource
To unvolunteer to bring a resource:
e Loginto VMS
e Select Calendar from the left navigation bar
e Find the event by using the tabs
0 Calendar View- displays monthly view of

Resources

all calendared events i P =
= can be sorted by calendar, project T T — TS 4
and viewed by month, week or day N e -
= cantoggle the green Yes / No My : : '
Events button
0 My Events- displays list view of all past | P :
and future events that you volunteered

for
= search bar included
0 My Calendar- shows list of calendars for events that you volunteered for
= search bar included
0 All Events- displays list view of all past and future events of all calendars
= search bar included
o0 All Calendars- displays list view of all of calendars
= search bar included
0 Search- allows for a detailed search by event, keyword, project, start date and or end date
e (lick the Event Name to open it
0 locate the Resources list
= toggle the green No / Yes button in the I will supply column to read No
= select the blue v'Save Resource Commitments button

Note: There is currently no reminder or notice when volunteering or unvolunteering to bring a resource.

2.3.8 View Your Calendar

VMS offers multiple ways to view your calendar / the events you volunteered for:
Option 1:
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Log into VMS

Find Your Calendar on the right information panel

0 select the blue View All Events button
= can be sorted by event name, event date, calendar or description
= search bar included

Option 2:

Log into VMS
Select Calendar from the left navigation bar
0 select the My Events tab- displays list view of all past and future events that you volunteered for

= can be sorted by event name, event date, calendar or description
= search bar included

Option 3:

Log into VMS
View Your Calendar on the right information panel
0 displays the next five events that are volunteered for that start within the next 30 days
=  this feature will not display if you aren’t currently volunteered for an upcoming events

2.3.9 Export to iCalendar

When volunteering for events in VMS you will receive a confirmation email

that includes an iCalendar. An iCalendar is a computer file format which

allows Internet users to send meeting requests and tasks to other Internet

users by sharing or sending files in this format through various methods. You can save this file to your
electronic calendar, set reminders, and add information as needed as it your very own calendar.

Where to download your iCalendar for an event you have volunteered for through VMS:

Download the iCalendar from the automatic email generated by VMS when you sign up for an event
Immediately generate an iCalendar for an event by clicking the green Export iCalendar button in the
upper right hand corner when you volunteer for an event

From your VMS home page find Your Calendar on the right information panel, generate an iCalendar for
an event by clicking the green Export iCalendar button associated with the event

Section 2.4 Projects

In this section you will learn:

2.4.1 Project Categories

2.4.2 View Projects

2.4.3 Volunteer / Show Interest for a Project

2.4.4 View Your Projects

2.4.5 Unvolunteer for a Project

2.4.6 Volunteer for an Event through the Project Function
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2.4.1 Project Categories
**Does not apply to UC Master Food Preserver Program**

There are 11 pre-defined categories in VMS that allow for consistent, compelling and accurate reporting
across the statewide program. The data collection is important for program sustainability and is a great tool
to share relevant information with stakeholders at the community, county, state and federal level. Below is a
detailed description of the pre-defined project categories:

1. Admin / Office- any projects that fosters the administration of the UC Master Gardener program. Including
board (or other leadership structure) meetings, and sub-committee meetings that do not belong in
another category. May also include office duties completed by a volunteer at the request of program
coordinator or UCCE staff person.

2. Booth Display- includes projects in which UC Master Gardeners represent the program, UCCE, or UC ANR at
an event with a larger focus. Includes, but not limited to, preparation, attendance, or clean up from the
following: farmer’s markets, county fair booth, table at community events, home and garden show, etc.

3. Demonstration Garden- includes, but is not limited to: school gardens, community gardens, public
landscaping projects.

4. Farm Advisor Research- any research done on behalf of a UCCE farm advisor, specialist or the statewide
office. Includes PlantRight Nursery Survey.

5. Help Desk / Hotline- includes any activity in which UC Master Gardeners answer questions from the public
about home horticulture and/or pests, typically on an individual basis. Hotlines, Helplines, answering
“helpline” emails or phone calls, plant clinics, water walks, etc.

6. Mass Media / Communications- any communications intended for an external audience. Including, but not
limited to, the development of material such as: flyers, newspaper articles, press releases, social media,

blog posts, newsletters, direct mail, etc.

7. Master Gardener Continuing Education- any program coordinator-approved continuing education
opportunities.
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10.

11.

Master Gardener Program Meeting- internal meetings held for UC Master Gardener volunteers.

Mentoring- includes projects that cater to the internal development of UC Master Gardener volunteers and
program leadership. Includes committees that facilitate new class trainings.

Public Education- any project in which a Master Gardener is educating the public (usually more than one at
atime) on home horticulture topics. Workshops, classes, seminars, demonstrations, etc.

Sales / Fundraising- any project that leads to the sale of a product or fundraising opportunity. Examples:
developing a county calendar for sale; plant propagation and maintenance for a plant sale; working on
logistics and/or physically working in the garden preparing for a garden tour.

2.4.2 View Projects

View projects to see what types of volunteer opportunities are available. Some projects may not have
calendared events associated with them (i.e. monthly newsletter, social media), to show interest in this type
of volunteer opportunity volunteer for the project through the VMS Project function (See Section 2.4.3
Volunteer for a Project). Project Contact(s) may use this information and contact volunteers as needed for

projects.

To view projects: " m—— —
Log into VMS . ‘/
Select Projects from the left navigation bar o
0 All Program Projects tab- displays listof [ - — .

éa

all active projects in that Program /
County

0 My Projects- displays list of projects
that you volunteered for (through the
Projects function) and lists the number
you attended and recorded hours for in Q@ | iy rcatorss

‘s

in

2.4.3 Volunteer / Show Interest for a Project
To volunteer / show interest for a project:

Log into VMS

Select Projects from the left navigation bar

Find and click on the Project Title of the project you want to volunteer / show interest in
0 use the search bar if needed

Select the blue Sign-Up button

2.4.4 View Your Projects

To view the projects you have volunteered for:

Log into VMS
Select Projects from the left navigation bar

Select My Projects tab
0 displays lists of projects that you volunteered for (through the Projects function) and attended and
recorded hours for in VMS
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2.4.5 Unvolunteer for a Project
To unvolunteer for a project:

e Loginto VMS et
e Select Projects from the left navigation bar
e Select My Projects tab S

0 find and click on the Project Title of the
project you want to unvolunteer for
O use the search bar if needed
o Select the blue Unvolunteer button 2.4.6 o o s BT
Volunteer for an Event through the Project [ i |
Function

Get Fit Davis =y
9 Q

Google i E0Th Gonhs o it

VMS offers multiple ways to volunteer for an event, one of those ways is through the Projects function. In
order to volunteer through the Projects function you must first be volunteered for the project (See Section

2.4.3 Volunteer / Show Interest for a Project).

2.4.5 Volunteer for an Event through the Project Function

To volunteer for an event through the Project function:

e Loginto VMS
e Select Projects from the left navigation bar
e Select My Projects tab
0 find and click on the Project Title
0 use the search bar if needed
¢ Find events listed for that project in the
Related Events section on the right hand
side of the screen
0 click the Event Title of the event you
want to volunteer for
0 click the blue Volunteer for Event
button zo= =

TUMIS 10 Vo G P

= VMS generates a confirmation . iy,

email that includes an iCalendar : .

= immediately generate an iCalendar CE A
by clicking the green Export -
iCalendar button in the upper right hand corner

Section 2.5 Messages

In this section you will learn how to:
2.5.1 View Messages in VMS Inbox

2.5.2 Delete Message

2.5.3 Make a Message a Favorite

2.5.4 Un-favorite a Message

2.5.5 Send a Message through VMS

2.5.6 View Message History through VMS

30|Page



VMS  UC Master Gardener Program Q o My

recards per page a

From suject Date Sent
Judy Logadon Thank you note for test criving YMS 3.1 432018
Ginay Peterson Thank you note for Test Driving VS 3.1 908
Susan Gillison Thank you fot Test Driving a1e/a018
Helen Willoughby-Peck Thank you note for test criving ¥MS 3 1 anrania

BettyMassey ThanK you ot for Test Driving VM 3.1 anra0e

Mary Yaussy Thiank you note for Test Driving VMS 3.1 462018
e Gahagen Thank you note for test driving VMS 3.1 422018
Dayna Ravalin Thank you note for Test Driving VM 3.1 an2a0e
Linga gaity Thank you noie for Test Briving VIS 3.1 4092018

Dalisa Weir Thank you Test Driving VMS 3.1 470372018

University of California
Agriculture and Natural Resources UCCE Master Gardener Program

2.5.1 View Messages in VMS Inbox
All VMS users have the ability to send messages to those listed on their county roster if the option has been
enabled by VMS Administrators in that county. All messages that are sent can be viewed by the targeted
recipients and also by anyone on the roster as well, even if they weren’t included on the initial message. The
messaging system in VMS is not private and is a way to communicate generally while utilizing the VMS roster.
If an intended recipient of the message it will appear in Messages - Your Inbox section of VMS and appear in
your email inbox. To view your VMS messages:
e Loginto VMS
e Select Messages from the left navigation bar
0 Your Inbox will be displayed
0 toview a message click the From, Subject or Date Sent
= click the blue €Inbox button to return to Your Inbox
= click the red Delete Message to delete from Your Inbox
= click the blue Next button to view the next message in Your Inbox
= click the blue Previous button to view the previous message in Your Inbox
= click the blue Favorite button to save message as a favorite

Note: If you are not the intended recipient of the message it can be viewed in Messages - Your Inbox section of
VMS

2.5.2 Delete Message : —a
To delete a message in the VMS inbox: e o
e Loginto VMS =
e Select Messages from the left navigation bar é L
0 find and click the From, Subject or Date
Sent of the message to be deleted =
EEEED

0 use the search bar if needed
e Select the red TDelete Message button

University o California
gricltne s Nl Resowrces  § UCCE Maer Gl ocgsn
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2.5.3 Make a Message a Favorite

To mark a message as a favorite in the VMS inbox:

e Loginto VMS

e Select Messages from the left navigation bar
0 find and click the From, Subject or Date Sent of the message to make favorite
0 use the search bar if needed

e Select the blue *Favorite button
0 ablack star will appear in the first column of the line of the favorited message

Note: By making a message a favorite you can sort and find that email by using the sort function in the *

column. You can still delete favorite messages.

2.5.4 Un-favorite a Message

To Un-favorite a message in the VMS inbox:

e Loginto VMS

e Select Messages from the left navigation bar
0 find and click the From, Subject or Date Sent of the message to make un-favorite
0 use the search bar if needed

e Select the blue *Un-Favorite button
0 the black star will disappear in the first column of the line of the message

2.5.5 Send a Message through VMS

The function to send messages through VMS by volunteers can be turned on and off by Full Access

administrators of VMS at the county level. To send a message through VMS:

e Loginto VMS TS (EEe el

e Select Messages from the left navigation bar — """

e Select the orange Messages button at the top
right

e Select the green DXl Send New Email button | =
0 Click the blue < Create Email to All ||

Active/Limited Active Volunteers; or

0 enter information as needed to

ymg- Ea‘f

customize your recipient list: Q@ |vmemcitos
. Name
. Status

e Active

e Limited Active

e Inactive Resigned

e Honorary
. Achievement

e use dropdown to select multiple options

0  First Year Master Gardener / First Year Master Food Preserver

Gold Badge
Internal Administration
Limited Active
Master Gardener / Master Food Preserver
Platinum Badge
Trainee
UC Staff

O OO0 O0OO0O0Oo




- Interests

e use dropdown to select multiple options

. Projects

e use dropdown to select multiple options

. Events

e use dropdown to select multiple options

. Start Date
= End Date
= check box Email all volunteers

e select the blue Create email button

- enter information:

e deselect any volunteers who should NOT receive this email

e Additional Emails
e Subject

e Message

e Attachments

= up to three attachments allowed

= total of attachments cannot exceed 5SMB
e check box Copy Me (send me a copy of the email)
= to send select the blue Send Email button
=  to go back or cancel select the blue Back button

Note: The sender of the email will be displayed as “YourEmailAddress.com on behalf of YOUR NAME <no-
reply@ucanr.edu>. The body of the email will state that “This email was sent from the COUNTY Master
Gardener Volunteer Management System,” or “This email was sent from the COUNTY Master Food Preserve
Volunteer Management System.”

2.5.6 View Message History through VMS

To view the messages history in VMS:

Log into VMS

Select Messages from the left navigation bar

Select the orange Messages button at the top

right

Email History will be displayed

0 toview a message click the Subject

O use the search bar to help find a specific
email

O can be sorted by favorite, from, subject,
and date sent

fMS  UCMaster Gardener Program

2.5.7 Jump to Collaborative Tools

To jump to Collaborative Tools:

University of California

Agriculture and Natural Resources § UCCE Master Gardener Program
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e Loginto VMS
e Select Messages from the left navigation bar
o Select the green Discussion button

Note: Collaborative Tools is a tool developed by
UC ANR’s Communication Services and
Information Technology (CSIT) team to allow
groups within ANR to both communicate and
collaborate.

| Universiey o Calfornia
ru

Section 2.6 Newsletters and Documents

In this section you will learn how to:

2.6.1 View / Print / Subscribe to Newsletter
2.6.2 Unsubscribe from a Newsletter

2.6.3 View / Print Documents / Presentations

WMS 31 Test Drve

FaMNews / Docs  Your N ang Documents / Pr

Loty ibermas N etlen remietten 12

Showng 1% 107 | e

I University of California
Agriculture and Natural Resources  § UCCE Master Gardener Program

2.6.1 View / Print / Subscribe to Newsletter

To view / print / subscribe to a newsletter in VMS:

e Loginto VMS
e Select News / Docs from the left navigation
bar
0 Newsletter tab- displays list view of
Newsletters
= search bar included
0 click on the Newsletter Title to display
list of issues

Q | Universty o Clifrnia
o BUCCE Mas

34|Page


http://anrcs.ucanr.edu/Base-New/Information_Technology/Web_Development/tools/ctools/

= select the blue Subscribe button to receive an email when a new issue is posted
= search bar included
0 click the Newsletter Title to open the document
= view and / or print the document
= ifnotstill in VMS select the back button to return to VMS
0 select the green <Return to Main List button

2.6.2 Unsubscribe from a Newsletter
To unsubscribe from a newsletter in VMS:
e Loginto VMS
e Select News / Docs from the left navigation bar
0 Newsletter tab- displays list view of Newsletters
= search bar included
0 click on the Newsletter Title to display list of issues
= select the blue Unsubscribe button to stop receiving an email when a new issue is posted
e select OK to confirm you want to unsubscribe or;
e select Cancel to go back without unsubscribing

2.6.3 View / Print Documents / Presentations

To view / print / document / presentations in

VMS: - o
e Loginto VMS ;.
e Select News / Docs from the left navigation |
bar : -
0 Documents / Presentations tab- N -
displays list view of Document Groups | |~ =

= search bar included
0 click the Document Group Title to
display the list of documents

= search bar included
0 click the Document Titleto open the document
= view and print the document
= if notstill in VMS select the back button to return to VMS
0 select the green <Return to Main List button

Section 2.7 Photo Albums

In this section you will learn how to:

2.7.1 View / Download Photo Album

2.7.2 Create Photo Album and Upload Photos
2.7.3 Upload Photos to a Photo Album

2.7.1 View / Download Photo Album

To view / download a photo album:
e Loginto VMS
e Select Photo Albums from the left navigation bar
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e Gallery View- displays Photo Album Name

with cover photo )
0 scroll through images in gallery view
using the « » slide view arrows or;
0 selectthe » play button located in the
bottom right corner to play slideshow
automatically
0 click the blue ®View button to display
thumbnail view of photos in the albums
0 click on an individual photo for larger
display
o0 rightclick and select Save Picture Asto save image file
e List View- displays Photo Album Name L : e
number of pictures in each album
0 select List tab, then Photo Album Name
to display a thumbnail view of photos in
the albums
0 click on an individual photo for larger
display
o0 rightclick and select Save Picture Asto =
save image file @ |Uieascitone
2.7.2 Create a Photo Album
and Upload Photos
To create a photo album and upload photos:
e Loginto VMS I
e Select Photo Albums from the left navigation ‘/
bar B
o Select the green +Create Photo Album
button

0 enter the name of the new Photo Album
and select the blue v'Create Album
button

0 the Upload tab will appear
= dragand drop photos to the Photo

Uploader field or;
= select the blue Q Browse Files button, select a photo file, and select Open
e the photo will appear in the Photo Uploader field
= select the blue Upload Photos button
=  confirm and/or re-order photos
e to not publish a photo click off the checkbox located next to Publishv’
e torevise / change the order that the photo will appear in the album click the drop down
menu next to the photo and choose what number it should appear as
= select the blue Publish Photos button to publish photos
= select the green <Back button to return to the main Photo Albums page

2.7.3 Upload Photos to a Photo Album

VMS offers multiple ways to upload photos to an already existing Photo Album:
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Option 1:

e Loginto VMS

e Select Photo Albums from the left
navigation bar

e Select the blue #’Edit button associated
with the Photo Album you wish to upload to

[&] Photo Albums  List

rcperiies  Photos | Upload

Upload New Photos

Toadd pictures to the photo album:

Option 2:
L] LOg into VMS o Drag and Drop Files
e Select Photo Albums from the left Here

navigation bar
e C(Click the Photo Album name
e Select the green #’Edit Photo Album button

o select Upload tab

= dragand drop photos to the Photo
Uploader field or;
= select the blue Q Browse Files button and select a photo file, and click Open
0 the photo will appear in the Photo Uploader field
0 select the blue Upload Photos button
= the next screen photos can be confirmed and/or re-ordered
0 to not publish a photo click off the checkbox location next to Publish v’
0 torevise / change the order that the photo will appear in the album click the drop down menu next to
the photo and choose what number it should appear as
= select the blue Publish Photos button to publish photos
e to delete a photo click on the checkbox located next to Deletev’
e torevise / change the order that the photo will appear in the album click the drop down
menu next to the photo and choose what number it should appear as
= select the blue v'Update Photos button
= select the green <Back button to return to the main Photo Albums page

Section 2.8 Reappointment

In this section you will learn how to:

2.8.1 What is Reappointment?

2.8.2 VMS and Reappointment

2.8.3 Annual Reappointment Quiz for UC Master Food Preservers
2.8.4 Reappointment Extras

2.8.1 What is Reappointment?

Reappointment is the process by which all UCCE Master Gardeners and UCCE Master Food Preservers remain
certified in their program. Annual reappointment begins on June 1 and is a requirement for all UCCE Master
Gardeners and UCCE Master Food Preservers. The reappointment year runs on the state fiscal year July 1,
20## through June 30, 20##.

The minimum hours required to remain a certified volunteer are:
« 25 hours - Volunteer
¢ 12 hours - Continuing education

37|Page



Note: First years are required to complete a minimum of 50 volunteer hours (no continuing education
requirement) before the next reappointment cycle.

2.8.2 VMS and Reappointment

VMS will prompt users to electronically complete the appropriate agreements, releases and waivers to
successfully reappointment. If a volunteer is not seeking reappointment, or is seeking limited/active status,
they only complete the Annual Volunteer Agreement and Request for Reappointment

Screenshot of VMS UC Master Gardener Reappointment:

Reappointment

Releases Status

Annual Volunteer Agreement and Request for Reappointment Please Complete!
Code of Conduct/Responsibilities and Rights Please Complete!
Proof of California Driver License and Automotive Liability Insurance Please Complete!

Screenshot of VMS UC Master Food Preserver Reappointment:

Reappointment

Releases Status

Annual Volunteer Agreement and Request for Reappointment Flease Complete!
Code of Conduct/Responsibilities and Rights Please Complete!
Proof of California Driver License and Automotive Liability Insurance Please Complete!
Waiver of Liability, Assumption of Risk, and Indemnity Agreement Please Complete!
Preparing/Serving Food Release Statement Please Complete!

To begin reappointment log into VMS select any of the individual releases listed under the Volunteer
Agreement and Release:

e  Annual Volunteer Agreement and Request for Reappointment
0 from the Drop down select the type of agreement the best suits your situation

= Completed Hours and Seeking Reappointment
e read and click the blue I Accept the Terms Presented Here button

= Not Completed Hours and Seeking Reappointment
e answer the three questions and;
e click the blue I Accept the Terms Presented Here button

= Seeking Limited Active Status
¢ indicate your reason for requesting limited active status in the text box
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o click the blue I Accept the Terms Presented Here button
= Do not With to be Reappointment
e click the blue I Accept the Terms Presented Here button
= Ist Year Volunteer
e click the blue I Accept the Terms Presented Here button
. Code of Conduct / Responsibilities and Rights
0 read and click the blue I Accept the Terms Presented Here button
. Proof of Insurance
0 read and click True or False
= if True is selected input your California Drivers’ License Expiration Date
o click the blue I Accept the Terms Presented Here button
= ifFalseis selected click the blue I Accept the Terms Presented Here button

Additional Master Food Preserver requirements:
e  Waiver of Liability, Assumption of Risk, and Indemnity Agreement
0 read and click the blue I Accept the Terms Presented Here button
e Preparing / Serving Food Release Statement
0 read and click Yes or No
= click the blue I Accept the Terms Presented Here button

Optional:

e Print the digitally signed agreements, releases and waivers
0 click View / Print Agreement to display all signed agreements, releases and waivers
0 click Print Complete Release to send to printer

Once all agreements, releases and waivers are completed (displays a green current date in the date completed
column) all traces of reappointment on the home screen are gone until the next reappointment period.

Reappointment

View/Print Agreement

Thank you for considering reappointment into the Master Gardener Program. We value your service and thank you for sharing your valuable time as a volunteer for the Master
Gardener Program. We hope you will consider joining as an agent of UC for another program year.

Complete the following three sections to fulfill the county requirements for participation in the Master Gardener program_ If you are not seeking reappointment, or you are seeking
limited/active status, please complete section one only

Release Name Date Completed
Annual Volunteer Agreement and Request for Reappointment 1/26/2018
Code of Conduct/Responsibilities and Rights 1/26/2018
Proof of California Driver's License and Automotive Liability Insurance 1/26/2018

2.8.3 Annual Reappointment Quiz for Master Food Preservers

In conjunction with reappointment UCCE Master Food Preserver volunteers must also pass the annual
reappointment quiz. The quiz ranges from 10 to 15 questions and is administered online. Volunteers are
allowed two attempts to pass with a score of 85% or better. Volunteers should reach out to the county
coordinator if they were unable to successfully pass the quiz within two attempts.

The reappointment quiz is created by the statewide office and is managed at the county level, contact the
county coordinator with questions and assistance with your quiz.
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2.8.4 Reappointment Extras

Reappointment occurs at the same time statewide for the UC Master Gardener and UC Master Food Preserver
volunteers. It does not matter if you just filled out paperwork or releases a few months before
reappointment, everyone will complete their paperwork again so as to be on the same reappointment
schedule as the rest of the entire Programs volunteers.

Insurance or program fees are collected at the county level. Volunteers should direct questions and payments
to their local office.

Section 2.9 VMS Help

In this section you will learn about VMS help:
2.9.1 Accessing help with VMS

2.9.2 “How-To” Video Series

2.9.3 County level help

2.9.1 Accessing help with VMS

Written instruction and video help can be accessed logged into or out of VMS.

I"4IMS UC Master Gardener Program Q search &y

Having Issues? Quick Links

e Help & FAQs UC Davis Arboretum All-Stars

There are two ways to access help while logged into VMS:

e Select the question mark icon located in the header of VMS TN S S EEETTITE o
Volunteer Management System (VMS) Help

or;
e Select Help and FAQs located in the footer of VMS e [
0 opens anew internet browser tab to the Volunteer \=: iy e
= & A= y Videos:

Management System Help page
=  Volunteer Management System User’s Guide
=  “How-To” Training Videos
= New VMS Informational One Sheets

- welcome
Volunteer Management System glalcoma oy
(VMS)3* User's Guide >

TABLE COF CONTENTS

Section 1.0 About VMS

There are two ways to access help when notlogged into VMS:
e Using your internet browser type directly into your address
bar: ucanr.edu/sites/vmshelp/
0 opens the Volunteer Management System Help page
=  Volunteer Management System User’s Guide
= “How-To” Training Videos
= New VMS Informational One Sheets

e Google “UCANR VMS User’s Guide”
0 look for the website in the search results, and click the link

0 opens the Volunteer Management System Help page
=  Volunteer Management System User’s Guide

=  “How-To” Training Videos
=  New VMS Informational One Sheets
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Note: Bookmark or make the page a favorite

2.9.2 “How-To" Video Series
To access the “How-To” video series while logged into VMS: "How-To" Training
e Select the question mark icon located in the header of VMS or; Videos:

e Select Help and FAQs located in the footer of VMS
O opens anew internet browser tab to the Volunteer Management Welcome to VMS 3.1:

Welcome to VMS 3.1

=  “How-To” Training Videos are located down the right hand side

of the screen
We.n
There are two ways to access the “How-To” video series when not logged into
VMS:
e Google “UC Master Gardeners You Tube”

0 look for the website in the search results, and click the link
0 opens the UC Master Gardener YouTube channel
= select the Playlists tab
= find and select the Volunteer Management System (VMS) “How-To” Series

e Using your internet browser type directly into your address bar: ucanr.edu/sites/vmshelp/

0 opens the Volunteer Management System Help page

=  “How-To” Training Videos are located down the right hand side of the screen

2.9.3 County Level Help
For help resetting your password, entering hours, reappointment and general questions contact your county
coordinator, volunteer lead or designated Volunteer Management System contact person.

e UC Master Gardener coordinator contacts- mg.ucanr.edu/Contact_Us_/Program_Coordinators_/
e UC Master Food Preserver coordinator contacts- mfp.ucanr.edu/Contact/Program_Coordinators/
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Section 3 Administrator

3.1 VMS Administration Overview

In this section you will learn about:
3.1.1 Types of Administrators
3.1.2. Accessing Admin Mode
3.1.3 Left Navigation Bar for Admin
3.1.4 Right Information Panel

TUMS UCMaster Gardener Program C
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3.1.1 Types of Administrators
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The designated Owner of VMS has Full Access and the ability to grant administrative access to those
volunteers and staff that require it. There are seven different options for admin access, users may have one,
several or alllevels by being designated Full Access. If individual admin access is granted the user will only

have Admin Mode in those designated areas; while Full Access includes all admin functions.

Administrative access options:

¢ Roster

e Projects

e Calendar

e Newsletters / Documents

e Volunteer Hours

e Photo Albums

e  Full Access (includes all admin functions)
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3.1.2 Accessing Admin Mode

The Admin button appears in areas where Admin functions — fis s
are enabled (see the list in Section 3.1.1 Types of
Administrators). Admin mode is accessed by clicking the
orange Admin button. Once in Admin mode an orange bar
will appear to designate the user is operating in Admin
mode.

To exit Admin mode click on any of the tabs from the
toolbar on the left.

3.1.3 Left Navigation Bar for Administrator

The majority of features in VMS can be accessed through clicking the navigation bar running down the left
side of the home screen. The Full Access administrator left navigation bar has the following features:

Home- returns user to the Home Screen

Hours- enter and view volunteer hours, continuing education hours and report contacts. Note: If you are an
employee and a volunteer do not use your employee VMS account to keep track of volunteer hours. Only
enter your volunteer hours in your volunteer account.

Calendars- view, search, and volunteer for events through calendars ADMIN MODE: Create / add / edit and
archive calendars. Create / delete / edit events, add shifts and resources.

Projects- view and search projects. ADMIN MODE: create / add and edit projects.

Messages- view incoming messages sent through VMS. ADMIN MODE: Send message through VMS to
volunteers using interest, project, group or email all volunteers. Message will appear in VMS and messages
and in the volunteers email inbox.

News / Docs- view, save, print and subscribe to newsletters; view, save, print documents and presentations.
ADMIN MODE: Create / delete / archive document groups, add newsletters / documents, mange newsletter
subscribers.

Photo Albums- create / edit / delete photo albums, upload / view/ delete / download photos

Roster- view list of county volunteers, including contact information ADMIN MODE: Add a new volunteer,
send new volunteer email, create mailing labels, and create / export excel spreadsheet of volunteer roster.

Reports- does not appear as a volunteer option, admin function only ADMIN MODE: Run / view / save /
export the reports.
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Get Your Questions Answered: Online drop-in office hours

Jein st 8¢ dog-n crline 6Mic hourt o gt et VME 3 1 Guestions sntmered

Manage VMS- does not appear as a volunteer option, admin function ADMIN MODE: the following sections will

ia
Your Hours
This Vear Litetime
L] m
o i = m
e
Your Calendar
[ Event Date
Mon, M 26, 2010, B00 AM - 500 P4 =
a1, Mar 24, 015, 1000 AM - 1200 P A Erporical
J018, 800 AM - 500 P m
Sa, Mar 10, 018, 500 AM - 1200 PM o Lrgen? (Gl

ierw Al Everes.

Master Gardener FADs

ack. Communication Serces and infoematon

Q
e
Links

st

set up some basic information for your county VMS site.

e Manage Administrators- keep track of who
is managing what with the VMS admin
management tool, add or remove
administrators, change level of
administrative rights

e Home Page News- add news to the county’s
VMS home page, or elect to use the ANR
blog system to drive your news and keep
track of older news

e Volunteer Options- enable / disable features
in VMS

o Home Page Links- create links for the home
page to anywhere on the web

e New Member Email- create a custom
message that will go to new members added
to the roster

VMS 31 Test Drive

o Manage VMS
The tollawieg sections will set up some bask: information for your site,

a Manage Administrators
oa rack of who b MaNaging what with the VNES adin mansgement 1ot
Home Page News
Yo 30 30 repars 10 mach wolrteer's VIS RO RAge. OF YOU C20 #46CE 53 U the ANR Bi0g §ySter 10 crivs your news and kiep track of older nevwy
|:| Valunteer Options
Disable one of the options and the featurs wil oot be availitiy 1o volunesrs
% Home Page Links

Create hriks for the home page to amywhers you b

Member Email

siborn e aags that wil go b new b abter Thay ate

zh‘

Program Contact info

Marage your programs sddiess. hone, and emal

m Manage Reappainiments

View and manage reappointTent status and send it to drector

) Manage In

Misiage e

e  Program Contact Info- manage your program’s address, phone and email (appears in VMS footer)

e Manage Reappointments- manage, track, submit paper, reset terms, send list to Director, email
unappointed volunteers and create excel report

e Manage Interests- add, edit, or delete interests, run / view interest report

3.1.4 Right Information Panel

Some commonly used features are quickly accessed by looking at and / or clicking the information panel on
the right hand side on the home screen. The right information panel has the following features:
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Your Hours - displays volunteer and continuing

Your Hours
education hours associated with your logon, for
the current volunteer year and the lifetime / This Vear Lifetime
total for all time. If a coordinator is also a T o o
MG/MFP volunteer they should not log and
Continuing Education Hours 0] 0]

record, report or volunteer for events under

their Staff Profile.

Continuing Education Hours- displays continuing education hours associated with your logon, if a coordinator
is also a MG/MFP volunteer they should not log and record, report or volunteer for events as under their Staff
Profile.

Your Calendar

Event Event Date

Your Calendar- you may not see this feature as
you don’t volunteer under your Staff Profile.
This feature is displayed when volunteers sign Test Commentsto Coords. Take2  Thu, Jul 20,2017, 10:00 AM - 11:00 AM
up for an event on the calendar. The event is
automatically added to the “Your Calendar” on
the right hand side of the VMS screen.

VMS 3.1 Test Drive Sign up for Event 1 Sat, Apr 07, 2018, 8:00 AM - 5:00 PM

Test comments to Coords Wed, Jul 19, 2017, 2:30 PM - 5:00 PM

Canning For Fun Tue, May 24,2016, 8:00 AM - 5:00 PM

View All Events

Master Gardener FAQs- an online system to assist Master Gardener volunteers find answers to hotline / help
desk questions. The FAQs system (Frequently Master Gardener FAQs

Asked Questions) enables volunteers to provide
feedback to other FAQs and the ability to post
their own questions with descriptions and
photographs.

Q

UCCE Master Gardeners can access the FAQs system through the (Volunteer Management System) VMS, or
through their UC portal. FAQs PowerPoint Presentationand FAQs Tutorial Videos are available at:
http://ucanr.edu/sites/vmshelp/FAQ System on the VMS/.

Links -this displays the links that are featured in Links
Manage VMS, Home Page Links feature. Follow
Section 3.8.5 Manage Home Page Linksto add or
edit links.

Statewide UC Master Gardener Program (£

UC Integrated Pest Management (IPM) &
UC ANR Repositary (&'

UC MGs of Napa County Links Portal '

2017 UC Master Gardener Conference (4

3.2 VMS Calendar, Events, Shifts and Resources

In this section you will learn how to:
3.2.1 Admin VMS Calendar Functions
3.2.2 Add a New Calendar

3.2.3 Edit a Calendar’s Name

3.2.4 Change a Calendar’s Status
3.2.5 Merge Calendars

3.2.6 Add an Event

3.2.7 Add a Recurring Event

3.2.8 Edit / Delete Event

3.2.9 Add Shift(s) to an Event
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3.2.10 Edit / Delete Shift(s)

3.2.11 Add Resources to an Event

3.2.12 Edit / Delete Resources for an Event

3.2.13 Add / Assign a Volunteer to Event / Shift

3.2.14 Remove Volunteer from an Event / Shift

3.2.15 Assign / Remove Volunteer to Shift Resources
3.2.16 Delete / Remove Volunteer from a Shift Resource
3.2.17 Export Events

iMS  UC Master Gardener Program a o &
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3.2.1 Admin VMS Calendar Functions

Full Access and Calendar administrators are able to manage all calendar functions including: adding /
activating / deactivating / exporting calendars, adding / editing / deleting events, adding / deleting shifts and
resources, adding / removing volunteers from events. VMS offers multiple ways to view calendars in Admin
Mode and has extensive search capabilities.

Admin mode calendars:
e (Calendar View- displays monthly view of calendared events
O can be sorted by calendar, project and viewed by month, week or day
0 can toggle Yes / No green My Events button to display what you volunteered for
e Upcoming Events- view the list of upcoming events and the number of volunteers signed up
0 delete and export selected events
0 search bar included
o All Events- displays list view of all past and future events and the number of volunteers signed up
0 delete and export selected events
0 search bar included
e All Calendars- view the list of calendars, including inactive
0 search bar included
e Active Calendars- view the list of calendars
0 search bar included
e Search- allows for a detailed search by event, keyword, project, start date and or end date
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3.2.2 Add a New Calendar
Calendars are used by volunteers to sign up for volunteer opportunities and find information about events.
Create different calendars for easy searching and organizing of events (i.e. farmer’s market, help
desk/hotline, speaker’s bureau, workgroups
and internal meetings). To add a new calendar:

e Loginto VMS Ry e
e  Select Calendars from the left navigation .
bar
e  Select the orange Admin button to sl o “":‘,’_"‘a s 5

administer the calendar R e
e Select the green +New Calendar button Tl
e Enter Calendar Name
0 tolink to a project toggle the green No
button to Yes
0 select the project
e Select the blue +Create Calendar button to
save, or;
0 select the white € Cancel button or the -
x in the top corner of the pop up Linik Project(s) 7y n
window to exit the window without

saving & Coacel
3.2.3 Edit a Calendar’s Name

To edit a calendar:

e Loginto VMS

e Select Calendars from the left navigation bar

e Select the orange Admin button to administer the calendar
0 select All Calendars tab

o April 2018 L

. e T = L P -

Create New Calendar

Cablendar Name:

o find and select the Calendar you want ‘41 UG Mastr Gardener Program O A 0 e
to delete | A )| VM3 Testorie
0 ifneeded use the search bar provided o T —_ ==
to find the event 8 ‘( - il — g
e Select the blue # Edit Calendar button e B3 8 |
0 edit Calendar Name . = s
= select the blue v'Save Change B | (e | e g - ==
button = T
April 2018 =
3.2.4 Change a Calendar’s Status N R :
To change the status of a calendar:
e Loginto VMS Edit Calendar
e Select Calendars from the left navigation bar | amcreicn o
e Select the orange Admin buttonto = |
administer the calendar g
0 select All Calendars tab '
o0 find and select the Calendar you want . s
change the status of
L - o | =

0 ifneeded use the search bar provided
to find the event
e Select the blue # Edit Calendar button
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0 use the dropdown to change Status, status options include:
= Active
= Inactive
0 select the blue v'Save Change button or;
0 select the white € Cancel button or the x in the top corner of the pop up window to exit the window
without saving or deleting

Note: Calendars can also be deleted by selecting the red fiDelete button

3.2.5 Merge Calendars

To merge two existing calendars together:

e Loginto VMS

e Select Calendars from the left navigation bar
e Select the orange Admin button to

Edit Calendar

administer the calendar Smisitim: [ ramenn s
(o) select Active Calendars tab to view list = e
of active calendars, or; ¥

0  select All Calendars tab to view list of ey
all CalendaI‘S + Merge Calendar will allow you to merge tivs calentara into ane with sl aasoeiated Events.
. find and select the Calendar Title
of one of the calendars you want
to merge
] if needed use the search bar provided to find the calendar
e Select the blue #*Edit Calendar button
0 select the blue Merge Calendar button
0 select the calendar to merge with from
the With drop down box
= selectteal blue Confirm Merge et Gemyemanis
button
e select OK from the pop up
window to confirm merge
e select Cancel to not merge
= select the white <Cancel button or
the x in the top corner of the pop
up window to exit the window without saving

Edit Calendar

Calendar Mame:

Note: Merges are not reversible, the merged calendar will take the name of the calendar picked from the
dropdown list of calendars. Edit the merged calendar by following Section 3.2.3 Edit a Calendar.

3.2.6 Add an Event

Events can be entered as a one-time or reoccurring event with or without shifts and resources. The event

information will be displayed in the calendar for

all volunteers to view. The event may be used to

have volunteers sign up or be listed for

information only purposes. To add an event to a

calendar:

e Loginto VMS

e Select Calendars from the left navigation bar

e Select the orange Admin button to
administer the calendar

e Select the green +New Event button

TIMS  UC Moscr Gurcerer Frograrn - &
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O to copy a previous event Select from Previous Event dropdown list or click Show More Events and
click the event to copy, or;
0 enter / add all new information:

Event Details

Event Name

Start Date, End Date

Event Time

Recurring

Event Information

+Attachments - add up to three attachments

Calendar Details

Calendar

Project

Event Coordinator +

Toggle the green No / Yes for email notification of sign-ups

add another event coordinator by selecting the blue +Add Event Coordinator
J Select Event Coordinator

o toggle the green No / Yes for email notification of sign-ups

Event Website

Location, Street Address, City, State, Zip

Volunteer Details

Total Volunteers needed
toggle the green No / Yes button to turn on off the following features:

o Bring Guest(s)- Yes option allows guests and can set the number of total number of
guests allowed at event

o Display Sign-Ups- Yes options shows the list of who is volunteering

o Block Sign-Up / Out- Yes option shuts down signups and unvolunteering for the event X
number of days before the event

o Set Event Publication Date-Yes option allows to choose a future date for the event to be

published in VMS calendars

Select the blue +Save Event button to save.

3.2.7 Add a Recurring Event

To add a reoccurring event to a calendar:

Log into VMS

Select Calendars from the left navigation bar

Select the orange Admin button to administer the calendar

Select the green +New Event button

O to copy a previous event Select from Previous Event dropdown list or click Show More Events and
click the event to copy, or;

0 enter / add all new information, be sure to select the blue Recurring Event button to display the
recurring event options:

Event Details

Event Name
Start Date- start date of recurring event
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. End Date- end/last date of recurring event
. Event Time
. Recurring
e None - If you setup a recurring event, you will not be able to track signups for
each occurrence of the event. Also, you will not be able to use the Shift Options.
(See note below)

e Daily

0 Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, Sunday
o  Weekly

0 Every # week(s), beginning with start date
e Monthly

o0 First, Second, Third, Fourth
0 Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, Sunday
0 or Repeat based on Start Date

] Event Information

L] +Attachments - add up to three attachments

Calendar Details

- Calendar
= Project
. Event Coordinator +
. Email Coordinator toggle the green Yes / No for email notification of sign-ups
] add another event coordinator by selecting the blue +Add Event Coordinator
J Select Event Coordinator
o toggle the green Yes / No for email notification of sign-ups

= Event Website
= Location, Street Address, City, State, Zip

Volunteer Details
. Total Volunteers needed
. toggle the green No / Yes button to turn on off the following features:
o Bring Guest(s)- Yes option allows guests and can set the number of total number of
guests allowed at event
o Display Sign-Ups- Yes options shows the list of who is volunteering
o Block Sign-Up / Out- Yes option shuts down signups and unvolunteering for the event X
number of days before the event
) Set Event Publication Date-Yes option allows to choose a future date for the event to be

published in VMS calendars
e Select the blue +Save Event button to save.

Note: Once a recurring event is created the events are considered individual and must be edited individually.

Shifts, different event coordinators and other details may be added and changed after the creation, this
features allows the ability to customize details for recurring events on only one day.
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3.2.8 Edit / Delete Event

. . VIMS  UC Master Gardener Mrogram = o &
There is one way to edit and event and two ways |«

e

to delete a calendared event. To edit or delete
an event;:
e Loginto VMS
e Select Calendars from the left navigation bar
e Select the orange Admin button to
administer the calendar
0 select All Events tab
o0 find and select the Event Title of the
event you want to edit
0 ifneeded use the search bar provided to find the event
e Select the blue # Edit Event button
0 edit content as needed
e Select the blue +Save Event button to save, or;
0 select the red TDelete Event button to delete the event
0 select the white € Cancel button to exit the window without saving

Delete an event or multiple events:
e Loginto VMS
e Select Calendars from the left navigation bar
e Select the orange Admin button to administer the calendar
0 select All Events tab
0 find event(s) to be deleted and click the check box in the last column
0 select the red MDelete Selected Events button to delete selected events
= gselect ok to confirm, or;
= select the white € Cancel button or the x in the top corner of the pop up window to exit the
window without saving
0 green bar will appear to confirm the number of events successfully

Note: Event deletions are not reversible.

3.2.9 Add Shift(s) to an Event

To add a shift(s) an event must be created and s e vaster Gardener Program
saved first, follow Section 3.2.6 Add an Event.
To add shift(s) to an event:

4 Calendars  Manage Even

o LOg into VMS RS Library Talk - Napa
e Select Calendars from the left navigation Calendar Notaltached 08 clendar
bar - Shifts: 0
. Messages Evenlt Dale: 12/6/2018 7:00 PM - 8:00 PM
[ SeleCt the Orange Admln bUtton tO N Last modified by: Krause, Dave April 19, 2018
administer the calendar N
) .
o find and select the Event Title of the oo A
event you want to add a shift(s) to et

0 ifneeded use the search bar provided Y 4
- 4 Add New Shift
to find the event P e
e Select the blue # Edit Event button M':M R

0 select Shifts / Resources tab S
e Select the blue +Add New Shift button
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0 enter information:
= Shift Name
= Start Date, End Date
= Start Time, End Time
= Total Volunteers
= Shift Details
e Select the blue +Create Shift button to save, or;
0 select the white €<-Cancel button or the x in the top corner of the pop up window to exit the window
without saving
¢ Continuing adding shifts by selecting the blue +Add New Shift button
e Select #*Save Changes when done adding shifts

Note: Sign up a volunteer for the shift by selecting the blue +Add Volunteer button

3.2.10 Edit / Delete Shift(s)

To edit / delete shift(s):

e Loginto VMS

e Select Calendars from the left navigation bar B

e Select the orange Admin button to slao 1’4
administer the calendar e BT
o find and select the Event Title of the R
event you want to edit the shift(s) of ==
o0 ifneeded use the search bar provided e T
to find the event Tl v in

Shift D#taile: Operng shift of the day inciuding Se1uD and gresting pubic.

e Select Shifts / Resources tab
e Select the blue # Edit Shift button
0 edit content as needed
e Select the blue 4Save Shift button to save, or;
0 select the red WDelete Shift button to delete the event
0 select the white € Cancel button or the x in the top corner of the pop up window to exit the window
without saving

3.2.11 Add Resources to an Event
To add resources (i.e. handouts, pens, banner, event signage, cash register, shade tent) to an event, an event

must be created that has at least one shift, follow Sections 3.2.6 Add an Event and 3.2.9 Add Shift(s) to an
Event. To add resources to an event:

e Loginto VMS )
e Select Calendars from the left navigation bar cotisoniboos v

e Select the orange Admin button to e
administer the calendar L]t 2
o0 find and select the Event Title of the * | Baeivct Hae Stk | Holes N 8| 0e
event you want to add resources to i i T o (a
0 ifneeded use the search bar provided % | Pl e | e Rl

to find the event 3 CMasrGarre T O
e  Select Shifts / Resources tab
e Select the blue +Add Resource to the
appropriate shift
0 enter information:
= Resource Name
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=  Quantity
= Notes
=  Volunteer Name
e leave blank to allow someone to volunteer

e select a Volunteer Name from the dropdown to assign

= Date
e leave blank if no date applicable

e select a date if resource needed before event (i.e. pick up cash register from office and

deliver to coordinator)
e Select the blue +Add Resource button to save, or;

0 select the white €-Cancel button the white Close button or the x in the top corner of the pop up

window to exit the window without saving

Note: When adding a resource put each resources on a separate line as volunteers cannot designate a quantity
to what they are able to bring. (i.e. If you need three cases put them as three separate entries)

3.2.12 Edit / Delete Resources for an Event
To edit / delete resources that have been added to an event:

e Loginto VMS

e Select Calendars from the left navigation bar

e Select the orange Admin button to administer the calendar

o find and select the Event Title of the event you want to add resources to

0 ifneeded use the search bar provided to
flnd the event # Resource Name

Quantity Notes

° SeleCt Shlfts / Resources tab 1  Fundamentals of Consumer Food Safety &

and Preservation Master Handbook

¢ Find and select the blue # Edit button from
the Resource List located in the last column
of the resource to be edited 3 MFP Brochures
0 ifneeded use the search bar provided to
find the resource
0 edit content as needed

2 Rall-up Banner

e Select the blue 4+Save Resource button to save, or;

0 select the red TDelete Resource button to delete the resource

Bring the UC MFP Training
book for reference
purposes

Bring the roll-up banner to
the event at setup

Bring brochures to hand
out to members of the
public

Name Date

04/04/2018 a

1:40 PM

04/04/2018 n

1:40 PM

04/04/2018 n

1:40 PM

0 select the white €-Cancel button, the white Close button or the x in the top corner of the pop up

window to exit the window without saving

3.2.13 Add / Assign a Volunteer to Event / Shift

To add / assign a volunteer to an event or event shift:
e Loginto VMS 1= Signups
e Select Calendars from the left navigation bar
e Select the orange Admin button to
administer the calendar
o0 find and select the Event Title of the Bl st
event to add the volunteer to il i
0 ifneeded use the search bar provided to
find the event
e Select Shifts / Resources tab
0 select the blue +Add Volunteer button
e Select Volunteer Name from the dropdown menu
e Select the blue +Signup Volunteer button to save, or;

10 v records per page

Sign-up Date

4 Add Voluntoer

EooD
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0 select the white €-Cancel button the white Close button or the x in the top corner of the pop up
window to exit the window without saving

3.2.14 Remove Volunteer from an Event / Shift
To remove a volunteer from an event or event shift:
e Loginto VMS
e Select Calendars from the left navigation bar
e Select the orange Admin button to administer the calendar
o0 find and select the Event Title of the event you want to add resources to
0 ifneeded use the search bar provided to find the event
e  Select Shifts / Resources tab
e Find the shift to remove the volunteer from, and find their name
0 ifneeded use the search bar provided to find the volunteer
e Select the red TDelete button to remove the
volunteer from the shift
o0 select OK from the pop up The options below will Bliow You 1o SIGNUD New raster valunteers to the shift
window to confirm deletion
0 select Cancel to not delete

Signup Roster Volunteer to Shift

Velunteer Name

3.2.15 Assign Volunteer a Shift o

Resource
To assign a volunteer to a shift resource for an event, after the event and resource list have already been
created:
e Loginto VMS
e Select Calendars from the left navigation bar
e Select the orange Admin button to administer the calendar
o0 find and select the Event Title of the event you want to assign the volunteer to
0 ifneeded use the search bar provided to find the event
o Select Shifts / Resources tab
e Find and select the blue # Edit button from the Shift Resource List located in the last column of the
resource to be assigned
0 ifneeded use the search bar provided to find the resource
0 select a volunteer from the Volunteer
Name dropdown menu
e Select the blue +Save Resource button to
save, or;
0 select the red MDelete Resource button
to delete the resource € Cancel
0 select the white <-Cancel button the
white Close button or the x in the top
corner of the pop up window to exit the window without saving

Volunteer Name McMasters, Peach

04/04/2018

| ]

3.2.16 Delete / Remove Volunteer from a Shift Resource
To delete / remove a volunteer from a shift resource:
e Loginto VMS
e Select Calendars from the left navigation bar
e Select the orange Admin button to administer the calendar
0 find and select the Event Title of the event you want to assign the volunteer to
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0 ifneeded use the search bar provided to find the event

Select Shifts / Resources tab

Find and select the blue # Edit button from the Shift Resource List located in the last column
0 ifneeded use the search bar provided

To unassign a resource to a volunteer Select a Roster Name from the dropdown menu

0 select the blue +Save Resource button to save, or

Select the red TDelete Resource button to delete the resource entirely, or;

0 select the white €-Cancel button the white Close button or the x in the top corner of the pop up
window to exit the window without saving

3.2.17 Export Events

To export events:

Log into VMS
Select Calendars from the left navigation bar
Select the orange Admin button to
administer the calendar
0 select All Events tab to view list of all
events, or; e e M L
0 select Upcoming Events tab to view list =& "~ o —
of all upcoming events
0 ifneeded use the search bar provided
to find the events to export
L] select the check box in the last column of the event or events to export
Select the blue Export Selected Events button to create an Excel document
0 the document has the following information:
= Event Title
. Calendar
. Start Date
. End Date
. Time
. # of Volunteers
. Explanation
. Location
=  Address
. Contact

% ||

3.3 Manage Projects

In this section you will learn:

3.3.1 VMS Project Categories
3.3.2 View Project List

3.3.3 Export Project List
3.3.4 Add New Project

3.3.5 Edit Project

3.3.6 Deactivate a Project
3.3.7 Reactivate a Project
3.3.8 Merge Projects
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3.3.9 Enroll Volunteer(s) in a Project
3.3.10 Un-Enroll Volunteer(s) in a Project
3.3.11 Email Volunteer(s) Enrolled in a Project

3.3.1 VMS Project Categories
Does not apply to UC Master Food Preserver Program

There are 11 pre-defined categories in VMS that allow for consistent, compelling and accurate reporting
across the statewide program. The data collection is important for program sustainability and is a great tool
to share relevant information with stakeholders at the community, county, state and federal level.

When creating a new project, simply select the category from the dropdown menu and save.

1. Admin/Office- any projects that fosters the administration of the UC Master Gardener program. Including
board (or other leadership structure) meetings, and sub-committee meetings that do not belong in
another category. May also include office duties completed by a volunteer at the request of program
coordinator or UCCE staff person.

2. Booth Display- includes projects in which UC Master Gardeners represent the program, UCCE, or UC ANR at
an event with a larger focus. Includes, but not limited to, preparation, attendance, or clean up from the
following: farmer’s markets, county fair booth, table at community events, home and garden show, etc.

3. Demonstration Garden- includes, but is not limited to: school gardens, community gardens, public
landscaping projects.

4. Farm Advisor Research- any research done on behalf of a UCCE farm advisor, specialist or the statewide
office. Includes PlantRight Nursery Survey.

5. Help Desk / Hotline- includes any activity in which UC Master Gardeners answer questions from the public

about home horticulture and/or pests, typically on an individual basis. Hotlines, Helplines, answering
“helpline” emails or phone calls, plant clinics, water walks, etc.
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10.

11.

Mass Media/ Communications- any communications intended for an external audience. Including, but not
limited to, the development of material such as: flyers, newspaper articles, press releases, social media,
blog posts, newsletters, direct mail, etc.

Master Gardener Continuing Education- any program coordinator-approved continuing education
opportunities.

Master Gardener Program Meeting- internal meetings held for UC Master Gardener volunteers.

Mentoring- includes projects that cater to the internal development of UC Master Gardener volunteers and
program leadership. Includes committees that facilitate new class trainings.

Public Education- any project in which a Master Gardener is educating the public (usually more than one at
atime) on home horticulture topics. Workshops, classes, seminars, demonstrations, etc.

Sales/Fundraising- any project that leads to the sale of a product or fundraising opportunity. Examples:
developing a county calendar for sale; plant propagation and maintenance for a plant sale; working on
logistics and/or physically working in the garden preparing for a garden tour.

3.3.2 View Project Lists

To view active project list:

Log into VMS
Select Projects from the left navigation bar
Select the orange Admin button to administer projects
0 select Show Active tab to view list of active T
projects
0 thelist has the following information:
=  Project Title
=  # of Associated Events
= # of Volunteers
=  Created Date
= Status : : :
e Active \ B B
= use the search bar provided to find a
specific project
= use the Start and End Date boxes to display results for a determined time frame

To view all projects list:

Log into VMS
Select Projects from the left navigation bar
Select the orange Admin button to administer projects
0 select All Projects tab to view list of all projects
0 thelist has the following information:
=  Project Title
= # of Associated Events
= # of Volunteers
=  Created Date

=  Status
o Active
e Inactive
e Archived

= use the search bar provided to find a specific project
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= use the Start and End Date boxes to display results for a determined time frame

3.3.3 Export Project List

To export a project list:

Log into VMS

Select Projects from the left navigation bar

Select the orange Admin button to administer projects

0 Select Show Active tab to view list of active projects,
or;

0 select All Projects tab to view list of all projects

0 ifneeded use the search bar provided to find the
project or projects to export
= select the check box in the last column of the

project or projects to export

0 ifneeded use the Start and End Date boxes to

display results for a determined time frame

suin menr

ment System [VMS) Test Program

Select the blue Export all Projects button or the green button to create an Excel document

0 the document has the following information:
= Project Name
= Description
= Information
= Location

=  Address
= Address (2)
= (City

=  Postal Code

=  # of Volunteer Required

= # of Volunteers Signed UP
=  # of Total Volunteer Hours
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3.3.4 Add New Project
To add a new project:
Log into VMS
Select Projects from the left navigation bar
Select the orange Admin button to administer projects
Select the green +New Project button
0 enter information
=  Project Name (i.e. Library Talking Series)
=  Project Categories (dropdown)

Admin/ Office

Booth Display
Demonstration Garden
Farm Advisor Research
Help Desk/ Hotline

Mass Media/ Communications
Master Gardener Continuing
Education

Master Gardener Program
Meeting

Mentoring

Public Education

Sales/ Fundraising

=  Project Description
= Project Information
=  Select Calendar (dropdown)
= Toggle the green Yes / No
for email notification of sign-ups
=  Project URL
= Toggle the green Yes / No
for display sign-ups
=  Number of Volunteer Needed
=  Project Location

Location Name
Address / Address 2
City

State

Zip Code

Select the blue v'Create Project button, or;
0 select the back button on your browser to exit without saving
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3.3.5 Edit Project
To edit an existing project:
e Loginto VMS TS Ut S P o 40 7
e Select Projects from the left navigation bar e
e Select the orange Admin button to =
administer projects
0 select Show Active tab to view list of
active projects, or;
0 select All Projects tab to view list of all
projects o Lt
. find and select the Project Title of - frioe i
the project you want to edit
. if needed, use the search bar provided to find the project
e Select the blue #’Edit Project button
O edit content as needed
e Select the blue #*Save Changes button to save, or;
0  select the white €Cancel button to exit the window without saving changes

3.3.6 Deactivate a Project

To deactivate a project:
e Loginto VMS

B Projects  List Active Projects
e Select Projects from the left navigation bar
e Select the orange Admin button to administer Tl merdirmre 3
projects — D e
e Select Show Active tab ‘ e
o find the Project Title of the project you ol ‘ B} it ool i
want to deactivate . :

44135018 00 48:55 M

0 ifneeded use the search bar provided to
find the project
= select the gold Deactivate button :

e select OK from the pop up i
window to confirm deactivation

e select Cancel to not deactivate —
3.3.7 Reactivate Project hujets it st o
To reactivate a project: Showhcive | AlPros
e Loginto VMS i P -
e Select Projects from the left navigation bar s posiTae  Acosated s $Volmters | Crotod Dae s
e Select the orange Admin button to administer ommmm——— I'$
projects T p— : n po
e Select All Projects tab e h
o0 find the Project Title of the my ey s ; prrm—
project you want to reactivate 7 | ool i
o ifneeded use the search bar providedto e - il i
find the project T :
= select the green v'Activate button g 1010011 v [l 2 | v
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3.3.8 Merge Projects
To merge two existing projects together:
° LOg into VMS Luis' Nursery Plant Clinic
e Select Projects from the left navigation bar
e Select the orange Admin buttonto ==
administer projects o
0  select Show Active tab to view list of sgnps
active projects, or;
0  select All Projects tab to view list of
all projects
L] find and select the Project Title of
one of the projects you want to
merge
. if needed use the search bar
provided to find the project(s)
e Select the blue #*Edit button
e Select Management tab
0 select the blue Merge Projects button
0 select the project to merge with from the Merge With
drop down box The options below will allow yo 1 merge two Projects ogather o one with allsssoceted Events
. select the red Confirm Merge button
. select OK from the pop up window to curren Prejct: erge i
confirm merge e
o select Cancel to not merge o
. select the white €Cancel button, the white
Close button or the x in the top corner of the o
pop up window to exit the window without saving

Merge Projects

Note: Merges are not reversible, the merged projects will take the name of the project picked from the
dropdown list of projects. Edit the merged project by following Section 3.3.5 Edit a Project.

3.3.9 Enroll Volunteer(s) in a Project
To enroll volunteer(s) in a project:
e Loginto VMS
e Select Projects from the left navigation bar
e Select the orange Admin button to administer
projects
0 select Show Active tab to view list of active projects, or;
0 select All Projects tab to view list of all projects
= find and select the Project Title
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e Select Management tab

= if needed use the search bar e
provided to find the project

+ | resords perpage

Envol rom Roster El -

o toggle the green Yes / No for Enroll from =~ ™ * = "mwmom
Roster T N T T
0 select the volunteers to add to the e
project by checking box in the last
column
* ifneeded use the search bar T ¥
provided to find a volunteer :
0 select the blue +Enroll Selected Users B
3.3.10 Un-Enroll Volunteer(s) in a Project
To un-enroll volunteer(s) in a project:
e Loginto VMS
e Select Projects from the left navigation bar
e Select the orange Admin button to administer
projects
0 select Show Active tab to view list of active projects, or;
0 select All Projects tab to view list of all projects
= find and select the Project Title
= if needed use the search bar provided to find the project
e Select Management tab
0 select the volunteers to remove from the project by checking box in the last column
= if needed use the search bar provided to find a volunteer
0 select the red TRemove Selected Users
3.3.11 Email Volunteer(s) Enrolled in a Project
To email volunteer(s) enrolled in a project:
* Loginto VMS

e Select Projects from the left navigation bar
e Select the orange Admin button to
administer projects

(o}

select Show Active tab to view list of

active projects, or;

select All Projects tab to view list of all

projects

= find and select the Project Title, or;

= ifneeded use the search bar
provided to find the project

e Select Management tab

(o}

select the volunteers to email by checking box in the last column
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e Select the blue Email Volunteers button
0 enter information:
L] deselect any volunteers who
should NOT receive this email
= Additional Emails
. Subject
. Message
= Attachment
. check box Copy Me (send me a
copy of the email)
0  to send select the blue Send Email
button
0  to cancel select the blue Back button

3.4 Admin Messages

In this section you will learn how to:
3.4.1 Send a Message through VMS
3.4.2 View / Search Email History
3.4.3 Delete Email Message

VMS  UC Master Gardener Program Q se b &

& VMS 3.1 Test Drive

@ Messages  Your Inbox =

+ | records per poge a

From Subject Date sent

Lauren L. Snowden Testing Message function anzeme

Inez Banrous Workehop Helper anoa1e

Lauren L. Snowden Testing email function 3/6/18 3/0812018

Lauren L. Snowden Testing in new VIS Fakey Group 1127208

Trish Tremayne Farmer's Market Opaning snisizonz

Bomnie Scolt MG office apening 330 ay2si2017

Bonnie Seott Lodi AG Venture spening 20202017

Trish Tremayne Gongratulations Julia 2112017

- Bonnie Scott MG office opening 11502017

~ Noreen Roche pportunity avail s0th V7272018

&i-?nm Showing 110 10 of 13 eniries — Previous - 2 |

University of California
: Agriculture and Natural Resources UCCE Master Gardener Program

Note: See Section 2.5 Messages, for basic user message instructions:
2.5.1 View Messages in VMS Inbox

2.5.2 Delete Message

2.5.3 Make a Message a Favorite

2.5.4 Un-favorite a Message

2.5.5 Send a Message through VMS

2.5.6 View Message History through VMS

2.5.7 Jump to Collaborative Tools
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3.4.1 Send a Message through VMS

The ability to send messages through VMS by volunteers is a function can be turned on and off by Full Access
administrators of VMS at the county level. This feature may not be available in your county if it is turned off
(to turn on/off go to Mange VMS << Volunteer options). Full Access administrators can send messages
through VMS regardless. To send an email message using VMS:

Log into VMS
Select Messages from the left navigation bar
Select the orange Messages button to enter Admin mode and administer messages
Select the blue I<ICreate Email To All Active/Limited Active Volunteers to skip to sending email to all
active/limited active volunteers on the roster
Select the green P<ISend New Email button
0 enter information as needed:
e Name (Name, City, etc.)

e Status
O Active
0 Limited Active VUIMIS S CHester Ganlenscbiogran 2 < i
0 Inactive Resigned ol uesiisoe
0 Honorary D mewe
. Achievement L. H e . _—
¢ use dropdown to select -
multiple options = . C
0 Trainee . g [on B
0  Master Gardener / Master |~
Food Preserver .
0  First Year Master = e
Gardener / First Year - —
Master Food Preserver
0  Gold Badge
0  Platinum Badge
0 Internal Administration
o  UC Staff
. Interests

e use dropdown to select multiple options
= Projects
e use dropdown to select multiple options
= Events
e use dropdown to select multiple options
. Start Date
= EndDate
] enter information:
e deselect any volunteers who should NOT receive this email
e Additional Emails
e Subject
e Message
e Attachment
e check box Copy Me (send me a copy of the email)
= to send select the blue Send Email button
= to cancel select the blue Back button
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Note: The sender of the email will be displayed as “YourEmailAddress.com on behalf of YOUR NAME <no-
reply@ucanr.edu>. The body of the email will state that “This email was sent from the COUNTY Master
Gardener Volunteer Management System,” or “This email was sent from the COUNTY Master Food Preserve
Volunteer Management System.”

3.4.2 View / Search Email History
To view / search VMS email history:
e Loginto VMS
e Select Messages from the left navigation bar
e Select the orange Messages button to
administer messages
0 email history is displayed in list form:

TUMS S Haster Gandern Program - &

R e

|||

= =

= Date Sent | .
= Subject 3

* From L1 Pt e,

= Action ==

0 find and select the email in the list, or;
0 ifneeded use the search bar provided to find the email
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3.5 Newsletter / Documents

In this section you will learn how to:

3.5.1 Add New Group

3.5.2 Edit / Delete Group Information

3.5.3 Add a Newsletter [ssue

3.5.4 Add a Document

3.5.5 Delete a Newsletter Issue or Document
3.5.6 View or Manage Subscribers

UMS  UC Master Gardener Program e

VMS 31 Test Dnve

N News/ Docs | Your Newsletters and Documents / Presentations m

B Newsletter Description

Mornthly internal newsletter for Fakey group, please enjoy.

| University of California
Agriculture and Natural Resources  § UCCE Master Gardener Program

3.5.1 Add New Group

Add groups of newsletters or documents for volunteers to use or view. Before a newsletters or document can
be uploaded there must be a group to add them to. To add a new document group:
e Loginto VMS
e Select News / Docs from the left navigation
bar
e Select the orange Admin button to
administer the News / Docs
e Select the green +Add New Group button
0 enter information =
=  Group Name (i.e. Monthly L | i M
Newsletter) :
= Description
= Sender Email address
= Group Type (select one)
e Newsletter
e Document
e  Archived
=  Newsletter Subscription
o allows volunteers to subscribe to newsletter, they will receive a reminder via email every
time a new document is posted to the group. This is highly recommended for newsletters

UM Nl Gkt Py R R ——

M5 31 Test D
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= Add Volunteers
e will add all volunteers to subscriber list
e Select the blue v'Save button, or;
0  select the white €Cancel button to exit without saving

Note: VMS will email the newsletter to all subscribers, be sure to select the check box Newsletter Subscription
to activate this feature. See Section 3.5.6 View or Manage Subscribers to manage who receives the
notifications.

3.5.2 Edit / Delete Group Information
To edit / delete group information:
e Loginto VMS TMS  Uc Master Gardener Frogram o P
e Select News / Docs from the left navigation ——
bar
e Select the orange Admin button to
administer the News / Docs
0 find and select the Group Name of the
group you want to edit
0 ifneeded use the search bar provided to find the group
e Select the green # Edit Settings button
0 edit content as needed
e Select the blue v'Save Document Group/v Save Newsletter button, or;
0 select the red TDelete Document Group/ TDelete Newsletter button to delete the group
0 select the white € Cancel button to exit without saving

& AamIn moge

ent Group

3.5.3 Add a Newsletter Issue
Before you can upload newsletters or documents you must have a document group to assign it to, see Section
3.5.1 Add New Document Group for instructions. There are two ways to add a newsletter issues, to add a
newsletter issue:
e Loginto VMS
Select News / Docs from the left navigation bar
Select the orange Admin button to administer the News / Docs
0 select Newsletters tab
o find and select the Group Name of the group you want to add the issue to
0 ifneeded use the search bar provided to find the group
Select the green +Add New Issue button
0 enter information:
= Newsletter Issue
= Description of Newsletter Issue
0 click Browse...and select the newsletter file
. Select the blue Upload Newsletter Issue button
0 click the green I</E-Mail Issue to Subscribers to send to subscriber list
= select OK from the pop up window to confirm sending
0 select Cancel to not send

Log into VMS
Select News / Docs from the left navigation bar
Select the orange Admin button to administer the News / Docs
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. Select Add New Issue under the Issue column
0 enter information:
= Newsletter Issue
= Description of Newsletter Issue
0 click Browse...and select the newsletter file
. Select the blue Upload Newsletter Issue button
0 select Add New Issue from the Issue column
0 enter information:
=  Newsletter Issue
= Description of Newsletter Issue
0 click Browse...and select the newsletter file
. Select the blue Upload Newsletter Issue button
0 click the green P<E-Mail Issue to Subscribers to send to subscriber list
= select OK from the pop up window to confirm sending
0 select Cancel to not send

Note: For easy viewing by multiple users with different computers and programs convert newsletters to PDF
files before uploading (Portable Document Format).

3.5.4 Add a Document
There are two ways to add a document, to add a document:
e Loginto VMS
e Select News / Docs from the left navigation bar
e Select the orange Admin button to administer the News / Docs
0 select Document Groups tab
0 select the Document Group Name of the group you want to add the document to
0 ifneeded use the search bar provided to find the group
. Select the green +Add New Document button
O enter information:
= Document Name
= Description of Document
0 click Browse...and select the document file
. Select the blue Upload Document button

e Loginto VMS
e Select News / Docs from the left navigation bar
e Select the orange Admin button to administer the News / Docs
0 select Document Groups tab
Select Add New Document from the Issue column
0 enter information:
= Document Name
= Description of Document
0 click Browse...and select the document file
Select the blue Upload Document button

Note: For easy viewing by multiple users with different computers and programs convert newsletters to PDF
files before uploading (Portable Document Format).
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3.5.5 Delete a Newsletter Issue or Document
To edit / delete a newsletter issue of document:

e Loginto VMS

e Select News / Docs from the left navigation bar

e Select the orange Admin button to administer the News / Docs

Delete newsletter issue:
e Select Newsletter tab
0 find and select the Group Name of the newsletter to be deleted
0 ifneeded use the search bar provided to find the group
o Select the Newsletter Issueto be deleted
0 select the red TDelete This Newsletter Issue button to delete the issue
= select OK from the pop up window to confirm deletion
= select Cancel to not delete
0 select the green €< Back button to exit without saving

Delete document or presentation:
e Select Document Groups tab
0 find and select the Document Group Name of the newsletter to be deleted

0 ifneeded use the search bar provided to find the group
o Select the Newsletter Issueto be deleted
0 select the red MDelete This Document button to delete the document
= select OK from the pop up window to confirm deletion
= select Cancel to not delete
0 select the green €< Back button to exit without saving

Note: Deletions are not reversible.

3.5.6 View or Manage Subscribers

Volunteers may subscribe to Newsletter Groups and Document Groups through News / Docs. To view and
manage these subscribers:

(] Log into VM S Manage Newsletters and Documents
e Select News/ Docs from the left navigation ool
bar " B R :
e Select the orange Admin button to e =

administer the News / Docs
e Select View Subscribers next to the group
you want to view the subscribers for
e Manage volunteers by clicking their names to move them on and off of the subscriber list.
0 click the green +Add all Current Volunteer to List to move all volunteers to the subscribed list
=  Subscribe all- will move all MNews  Docs | Manage Hewsieirs
volunteers listed under
Unsubscribed to Subscribed column

=  Unsubscribe all- will move all o——— '4
volunteers listed under Subscribed
to Unsubscribed column .
0 ifneeded use the search bar provided to e

find a particular subscriber
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Note: If the check box Newsletter Subscription was selected when adding the group the subscribers of that
group will receive an email notification with the subject line “ Group Name” Newsletter subscription.

Volunteers that are "unsubscribed" may have requested this status, contact the volunteer prior to restoring a
subscription

3.6 Roster

In this section you will learn how to:
3.6.1 Add a New Volunteer

3.6.2 Import Volunteers

3.6.3 Send / Resend Welcome Email
3.6.4 View Volunteer Profile

3.6.5 Edit Volunteer Profile

3.6.6 Change Volunteer Status and/or Achievement
3.6.7 Reinstate a Volunteer

3.6.8 Transfer Volunteer

3.6.9 Proxy in as Volunteer

3.6.10 Search Volunteers

3.6.11 Reset a Volunteer’s Password
3.6.12 Export Roster Data

3.6.13 Create Mailing List

VMS 31 Test Drive & Admin mode

&Roster  Manage Roster

ActveOnly AN volstesrs arch Votainers nport Vohume
L] recards par page a
Actiens . Mame city Email Prefemed Phoss Start Date. Achievemen Status Bl
TP~ 1 Alabiriv, Lt a0 Diegs amsn Traes acTve
arz 2 Adfchuson, Pamets Neortheisge B18-406-5734 P Master anjenes ACTIVE
s - ] Chico. 530-378-4043 Wik Travse ACTIVE
arc 4 Manipots (209 7426838 ar1sz0ng Master Gardenar ACTIVE
are 5 it {a2y 2657700 aisiste Tratme actve
ar & Golsta 54532125 Mo Fust Yoar Master Gardener AETIVE
are 7 Racroh, Chgabies G2 sz st Dardorar acTve
arc ] Bary heia San Jose (803) 2823108 o Tranee ACTIVE
&= 0 Bacambach saoni Wosdland (767 3050643 ik Fravas. acTive
arc " Bater, Kathi Hall Moon Bay {650) 7123158 Lo Traines AETIVE
Shewang 116 10 64 189 artrien e . e als o778 9]0 Nea=

3.6.1 Add a New Volunteer
To add a new volunteer to VMS:

e Loginto VMS

e Select Roster from the left navigation bar
e Select the orange Admin button to

T A @ ¢ e

VMS 3.1 Test Drive 2 Admin mode

&Roster  Manage Roster # Acd A Now Valuntoar | ™1 Graata Millng List

ActneOrly | Alvohmess  SewchVolutess  brport Voliears

administer the roster =] s -
e Select +Add A New Volunteer from the top o s ot et ) B i
navigation bar o e S S
asQ Chicn EN2I64045 A ACTIVE




To prevent duplicate user accounts, you will be prompted to start a search of the user database (valid email
address or last name) for the person you want to add to the program roster.

o Enter email or last name into the Find Volunteer box

e Select the blue Search button

When User not found:

e Select the blue Create a New Volunteer
button

e Add New Volunteer will be displayed, enter
/ add information
0 First Name
0 Last Name
0 Valid Email Address
0 select blue v’Add Volunteer button

1. Existing Volunteer Check

First, to prevent cuplicate accounts, search the database for the person you want to add to the program roster

Find Volunteer agable@gmail.com

Volunteer not Found

Create A New Volunteer

o New volunteers will immediately receive an email with access instructions to VMS

O to customize this message see Section 3.8.6 Manage New Member Email for directions

e Update the Personal tab user profile as needed, select the blue v'Save Profile button

When matches are found:

e Alist of matches is displayed, to add a match
click Add to Roster under the Action column
on the line associated with the correct
match.

o0 if none of the matches are correct, select
the blue Create a New Volunteer button
and follow the above instructions.

o Edit Roster Profile will be displayed
0 update Personal tab user profile as

needed, select the blue v'Save Profile
button

0 update Program tab:

1. Existing Volunteer Check

First to prevent duplicate accounts, ssarch the database for the person you want to add to the Erogram roster.

Find Voluntesr able

We have found matches in our database!

10 .| reconds per page

Danit see the voluntesr listed?

= select an Achievement from the dropdown

=  select a Status from the dropdown

= click the gold HUpdate Status button

e Volunteers will receive an email with access instructions to VMS

O to customize this message see Section 3.8.6 Manage New Member Email for directions

e Update Personal tab user profile as needed, select the blue v'Save Profile button

Note: Only admins can enter start dates and should do so at this time. If you do not enter this information
incorrect date information may be pulled in VMS retention reports for your county.

3.6.2 Import Volunteers

The Import Volunteers functions allows the user to add a large group of new volunteers. The import function
will comb the list and not allow duplicate entry of volunteers. Successfully imported new volunteers will
have Trainee Achievement and Active Status in their profile as well as receive the new volunteer email. To

import new volunteers:
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e Loginto VMS
e Select Roster from the left navigation bar

&Roster  Manage Roste:

e Select the orange Admin button to
administer the roster
e  Select Import Volunteers tab
0 select Download Excel Import Template
O enter data in each column:
=  First Name
= Last Name
*  Email
=  Start Date (format: 00/00/0000)
0 save the Import Template

Volunteer Enrsllment No fle setectes Browse.

b | /

e (lick Browse...and select the Import Template
0 tolink to an event or project toggle the green No button to Yes
0 assign the event or project using the dropdown
e Select the blue Import Volunteers button
O agreen bar will appear at the top of the screen indicating the import was successful or not
0 theimported list will appear on the screen
= select the white € Cancel button to exit the window without saving
0 select the blue v'Confirm button to save
0 the confirmed list will appear with updated import status
= Result
= First Name
= LastName
=  Email
=  Start Date (format: 00/00/0000)
= Account Create?- status of account creation
e Directory account created and added to Roster
e Directory account exists, added as a VMS user
=  Email Sent? (welcome email)
e  success
e blank (no email was sent)
O agreen bar will appear at the top of the screen reporting actions taken

Note: To customize the welcome email that is sent see Section 3.8.6 Manage New Member Email for
directions.

Only admins can enter start dates and should do so at this time. If you do not enter this information incorrect
date information may be pulled in VMS retention reports for your county.
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3.6.3 Send / Resend Welcome Email

Utilize this feature to send / resend the “Welcome Email” with log on instructions for the UC ANR Portal
(Access to VMS) to individual volunteers. To email volunteers a custom email (not the “Welcome Email”)
and/or to send an email to more than one volunteer utilize the Messages tab located on the left navigation
bar. (See Section 3.4.1 Send a Message through VMS).

e Loginto VMS

e Select Roster from the left navigation bar

&Roster | Manags Roster

e Select the orange Admin button to e — ¥
administer the roster s 4 cna e s 1[5
e Select the check box located in the far right et —— :
column of the volunteer or volunteers who S .
should receive the email bk 1t [an
0 select the blue Send Welcome Email T Ear—
button to send the email Sy
= email will come from: SR
noreply@ucanr.edu (or designated e
email address)
= subject: Accessing Master Gardener
System or;
= subject: Accessing Master Food Preserver System
= body: log on instructions for ANR Portal
Note: The from email address and the message can be customized. (See Section 3.8.6 Manage New Member
Email)
3.6.4 View Volunteer Profile
To view a volunteer’s profile:
e Loginto VMS
e Select Roster from left navigation bar
e Select the orange Admin button to administer the roster
0 select Active Only or All Volunteers tab and use the search bar to
look up the volunteer, or;
0 select Search Volunteers tab and use to look up the volunteer
e Select the M profile icon located in the Actions column of
the to view the profile
3.6.5 Edit Volunteer Profile
To edit a volunteer’s profile:
. LOg into VMS & Roster | Manage Roster
e Select Roster from left navigation bar
e Select the orange Admin button to administer the roster e
o select Active Only or All Volunteers tab and use the search bar to 10 | v records perpage
look up the volunteer, or;
o select Search Volunteers tab and use to look up the volunteer, Artlony it fiantin oy
e Select the # pencil icon located in the Actions column of the user to & s [ [ebomelase S0
edit profile arc 2 Aitchison, Pamela Morth
e Select the blue #* Edit button to start editing 4/s05 3 Aosi Jeanctie Chico

e Select the blue v'Save Profile button to save changes, or
0 select the white € Cancel button to exit without saving
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Note: If you change a volunteer’s password, advise the volunteer of their new temporary password and
instruct them to logon and create a new password that only they know. (See Section 3.6.11 Reset a
Volunteer’s Password)

3.6.6 Change Volunteer Status and/ or Achievement
To change the status of a volunteer:
* LogintoVMS
e Select Roster from left navigation bar = -
e Select the orange Admin button to
administer the roster
o0 find volunteer to be updated
0 ifneeded use the search bar provided to
find the volunteer
e Select the #pencil icon to Edit volunteer
profile
0 select Programs tab
e Find the program listed in the Program Name column to be changed
0 inthe achievement column select the appropriate Achievement using the dropdown menu
O achievement options:
=  First Year Master Gardener / First Year Master Food Preserver
=  Gold Badge
= Internal Administration
= Master Gardener / Master Food Preserver
=  Platinum

@ University o/ California
B} Agricaliurcand Natural Rescurves - B UCCE Mastr Gardener Program

= Trainee
= UC Staff

0 inthe status column select the appropriate Status using the dropdown menu

O status options: = v
= Active s Prograns i M
- Limited Active ” e .
" Deleted* ‘

. Honorary
. Inactive Resigned*
e *use the red x Resign button to resign a volunteer and or delete them after changing their
status
0 enter the Reason for resignation in the text box
0 select the blue Save button, or;
0 select the white €< Cancel button, the white Close button or the x in the top corner of
the pop up window to exit the window without saving
e resignation confirmation email is automatically sent to the volunteer from VMS (no-
reply@ucanr.edu) and the designated owner of that VMS instance thanking the volunteer
for their volunteer service and confirming their resignation.
e Select the gold Update Status button to save changes

Note: Volunteers have the ability to electronically resign. If a volunteer does electronically resign an email is
sent to the owner of that VMS instance notifying them of the resignation.

Achievement Definitions:
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Trainee- is an approved enrolled volunteer actively participating in the UC MGP / MFP training program.
A Trainee immediately becomes a First-Year Master Gardener or First-Year Master Food Preserver by
attending the mandatory trainings and passing the qualifying exam. See the UCCE Master Gardener
Program Administrative Handbook for Program Staff, Chapter 3 Volunteer Status, Section III. Training
(“MG Volunteer Trainee” Status)

Master Gardner / Master Food Preserver- is a UC MGP / MFP volunteer in good standing who has
completed the normal UC MGP / MFP volunteer service requirements and completed reappointment
annually. See the UCCE Master Gardener Program Administrative Handbook for Program Staff, Chapter 3
Volunteer Status, Section VI. Reappointment (Second and Subsequent years of UCCE MGP Service)

First-Year Master Gardener / First-Year Master Food Preserver- is a trainee who has attended the
mandatory trainings and passed the qualifying exam and is now a “certified” UC MG / MFP. See the UCCE
Master Gardener Program Administrative Handbook for Program Staff, Chapter 3 Volunteer Status,
Section V. Appointment (First Year of UCCE MGP Service)

Gold Badge - is a UC MG / MFP volunteer who has completed a minimum of one thousand (1,000) hours

of service and is in good standing. See the UCCE Master Gardener Program Administrative Handbook for
Program Staff, Chapter 3 Volunteer Status, Section XII. MG Volunteer Recognition.

Platinum Badge- is a UC MG / MFP volunteer who has completed a minimum of two thousand five
hundred (2,500) hours of service in good standing.

Internal Administration- VMS status reserved for program developers, and individuals with a statewide
appointment (ie: CSIT, Statewide Evaluation Coordinator).

UC Staff- VMS status reserved for University of California or University of California Cooperative
Extension staff, and County staff who support the UC MG / MFP Program.

Status Definitions:

1.

Active- is a volunteer in good standing who has completed the normal UC MG / MFP volunteer service
requirements and completed reappointment annually.

Limited Active- is a UC MG / MFP volunteer who has requested to be put on Limited Active status to
maintain their standing as active during a period in which they are unable to complete the normal UC MG
/ MFP Program volunteer service requirements due to major difficulties. (May not exceed one year). See
the UCCE Master Gardener Program Administrative Handbook for Program Staff, Chapter 3 Volunteer
Status, Section XI. Limited Active Status Reappointment

Honorary- is a volunteer who has supported the principles and goals of the UC MG / MFP Program and
who has made outstanding contributions to the UC MG / MFP Program and is recognized by the County
Director as an Honorary UC MG / MFP. See the UCCE Master Gardener Program Administrative
Handbook for Program Staff, Chapter 3 Volunteer Status, Section XII. MG Volunteer Recognition.

Inactive Resigned-
Inactive- is a UC MG / MFP volunteer who does not fulfill the reappointment requirements, and cannot
participate in UC MG / MFP Program activities. See the UCCE Master Gardener Program Administrative

Handbook for Program Staff, Chapter 3 Volunteer Status, Section VII. Inactive Active Status.
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Note: If status is changed to inactive/resigned the UC MG / MFP volunteer still has access to the
Collaborative Tools System (CTS) and will have to be managed manually in CTS to remove them from the
list.

5. Deleted- is for a UC MG / MFP volunteer who has transferred to another county, passed away or after
thirteen months of Inactive Resigned status has not returned to the program.

3.6.7 Reinstate a Volunteer

A volunteer has thirteen months to seek reinstatement and return to Active UC Master Gardener / UC Master
Food Preserver Status. See the UCCE Master Gardener Program Administrative Handbook for Program Staff,
Chapter 3 Volunteer Status, Section VIII. Reinstatement. To reinstate a volunteer on VMS:

e Loginto VMS

e Select Roster from left navigation bar M) e
e Select the orange Admin button to ; .
administer the roster o || s a
0 select All Volunteers tab and use the e — s bl s B Lol
search bar to look up the volunteer, or; e iy v i1

0 select Search Volunteers tab and use to look up the volunteer
Ifthe volunteer is found, click the volunteer’s name located in the Name column

e Select the #“pencil icon to Edit volunteer profile
0 select Programs tab &Rostr | Gt st Pt

e Find the program listed in the County ot | B | Pl
column requiring a volunteer’s status ——

update < Argeles Conrty D/13/7018- carren i L v | X e K
0 in the status column select the status o il e e I
using the dropdown

e Select the gold Update Status button to save

Ifthe volunteer is not found, click the blue Create a New Volunteer button and follow the directions in Section
3.6.1 Add a New Volunteer.

3.6.8 Transfer Volunteer
Volunteers seeking to transfer must follow the steps outlined in the UCCE Master Gardener Program
Administrative Handbook for Program Staff, Chapter 3 Volunteer Status, Section X. Transfer of Appointment
from One California County to Another. Do not make a transfer without the permission or approval of the
other county. Once a transfer is approved the volunteer may be transferred in VMS from the originating
county to the new county. To transfer a volunteer to another program:
e Loginto VMS
e Select Roster from left navigation bar A fota i i b
e Select the orange Admin button to e b, | e

administer the roster s

0 find volunteer to be transferred — = -m =
= ifneeded use the search bar N " D
provided to find the volunteer
e Select the #pencil icon to Edit volunteer

profile
0 select Programs tab
e Find the program listed in the County column to be changed
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0 inthe status column select the blue Transfer button
0 select the Transfer To: program using the dropdown
e Select the blue +Save button to save, or;
0 select the white € Cancel button, the white Close button or the x in the top corner of the pop up
window to exit the window without saving
e Update the volunteers status to Deleted to remove them from your program roster, see Section 3.6.6
Change Volunteer Status and/or Achievement

Note: There is no manual transfer or manual entry of hours needed. Do not manual enter hours, this is
considered double counting and is not allowed. The hours earned by the volunteer follow their profile
(Lifetime Hours), as well as stay in the originating county on reports.

3.6.9 Proxy in as Volunteer
From the roster Full Access and Roster administrators can proxy in as another volunteer, which enables the
administrator to take action on behalf of the volunteer. This may be

necessary to assist volunteers, help identify problems and troubleshoot &Roster Manage Roster

reported issues.

° LOg into VMS Active Only All Volunteers b Vokiies

e Select Roster from left navigation bar

1 » records per pa

e Select the orange Admin button to administer the roster : il

e From either Active Only tab or the All Volunteers tab, select the 1 Actions  p¢" &~ Name City
computer screen icon located in the Actions column of the 4270 |1 | Ahisblame, Laurent SenD
volunteer to proxy in as 470 2 Alchison, Pamela North
O once proxied in a pink bar will appear at the top the screen 470 3 AosiJeanete Chico

reminding the user they are in the proxy function

e Click the red End Proxy Session button

located in the pil’lk bar at the top of the You are logged in as Missy Gable, but proxying as Pamela

screen

Note: When proxying in for another volunteer be sure to do so for business purposes only. If action is taken
or changes made notify the volunteer of those actions and changes.

3.6.10 Search Volunteers
Search the roster for a particular volunteer(s):
e Loginto VMS
e Select Roster from left navigation bar
e Select the orange Admin button to
administer the roster
o0 fora basic search use the search bar = g [t s
provided - e - — s
0 for a more detailed search select ‘
Search Volunteers tab. Search options
include:
=  First Name
= LastName
=  Start Date

=  End Date
= Project
=  Email
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=  Status
= Interest- can search for multiple interests at a time
0  enter search criteria and select the blue Q Search button

= the report will display below the search criteria
o for a basic search of the report use the search bar provided
e select the gold Export Data button to create an Excel report
e to clear the search fields select the white Clear button, select Search Volunteers tab to

return to the detailed search

3.6.11 Reset a Volunteer’s Password
In the event that a volunteer is unable to reset their own password following the instructions provided after
following the Forgot Password instructions at log in Full Access and Roster administrators can reset
passwords. To reset a volunteer’s password:
e Loginto VMS
e Select Roster from left navigation bar
e Select the orange Admin button to T
administer the roster

e From either Active Only tab or All Personal nformation P —
Volunteers tab, select the #“pencil icon Wt s
located in the Actions column of the user to

edit profile
e Select the blue #* Edit button to start editing
e Enter a new password into the Change Password box. Passwords must be at least 7 characters in length
with no spaces and contain a number of special character.
e Select the blue v'Save Profile button to save changes

Note: Advise the volunteer of their new temporary password and instruct them to logon and create a new
password that only they know.

Staff profiles cannot be edited in VMS as they are connected to the UC ANR Directory.

3.6.12 Export Roster Data

To export roster data:

e Loginto VMS

e Select Roster from left navigation bar

e Select the orange Admin button to
administer the roster e e - e

e Select the gold Export Data button at the : e
bottom of the screen e e e

e Excel document will be generated with the 105 6 s
following information: e

Last Name Satian o 2

First Name ¥ oo Il -

City

Email

Preferred Phone

Interests

Achievement

VMS Status

O OO0 O0OO0OO0OO0oOOo
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Note: To obtain a roster that includes Emergency Contacts run a Roster Report, see Section 3.7.5 Run Roster

Report

3.6.13 Create Mailing List

This section is for postal mail, if you need

electronic mail see Section 3.4 Admin Messages.

To create a (postal) mailing list:

e Loginto VMS

e Select Roster from left navigation bar

e Select the orange Admin button to
administer the roster

e Select the green E=# Create Mailing List
button

VIMS  UCMaster Gardener Program Q a &

H‘:k VMS 3.1 Test Drive o
B & Roster | Manage Roster X
i
=] =

s
- et poge -

rcpeis.

E u

¥

M 305

e Excel document will be generated with the following information:

First Name
Last Name
Address
City

State

Zip

O O OO0 OO

Note: Directions on how to Mail merge using an Excel spreadsheet can be found online. Mail merge is used to

create multiple documents at once. These documents have identical layout, formatting, text, and graphics.
Only specific sections of each document varies and is personalized. The documents Word can create with mail
merge include bulk labels, letters, envelopes, and emails.

3.7 Reports

** YMS 3.1 Reports has been updated as of May, 20189, if reports is not working or displaying information as you

expect it to submit a bug report. **

In this section you will learn how to run:
3.7.1 Reports

3.7.2 Contacts Report

3.7.3 Expanded Hours Report

3.7.4 Retention (duration) Report

3.7.5 Roster Report

3.7.6 Volunteer Commitment Report
3.7.7 Volunteer Hours Report

3.7.8 Save a Report

3.7.9 Make a Favorite Report

3.7.10 Delete a Saved or Favorite Report
3.7.11 Legacy Category Report

3.7.12 Legacy Contact Reports

3.7.13 Legacy Hour Reports

3.7.14 Legacy Retention Reports
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IMS  UC Master Gardener Program CEZNE &' © [ e

VMS 31 Test Drive & Admin mode

31 Reports

Choose Repont. | Choose Repart = oR m
Ii A
Choese Roport
Cantaces
Fapandad Moues Ragset

[ University of California
% Agriculture and Natural Resources ¥ UCCE Master Gardener Program

3.7.1 Reports

Full Access and Roster administrators can run / view /save / export a variety of set reports in VMS. The
Choose Report allows user to customize reports in a variety of way and save the report for future searches.
The Legacy Reports allows the user to look at complete reports of the roster in a variety of ways without
entering search criteria.

e Contacts Report

e Expanded Hours Report
e Retention (duration)

e Roster Report

e Volunteer Commitment
e Volunteer Hours

e Legacy Category Reports
e Legacy Contact Reports
e Legacy Hour Reports

e Legacy Retention Report

3.7.2 Contacts Report

The information for this report is compiled from the Contact data entered by volunteers in VMS when they
enter hours. The standards on race and ethnicity are modeled after the standard race and ethnicity
classifications in Federal program administrative reporting and statistical data. The choices are as follows:

White- A person having origins in any of the original peoples of Europe, North Africa, or the Middle East.
Black- A person having origins in any of the black racial groups of Africa.

American Indian- A person having origins in any of the original peoples of North America, and who
maintains cultural identification through tribal affiliations or community recognition.

Hispanic- A person of Mexican, Puerto Rican, Cuban, Central or South American or other Spanish culture
or origin, regardless of race.

Asian- A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian
subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the
Philippine Islands, Thailand, and Vietnam.
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Hawaiian Pacific Islander-A person having origins in any of the original peoples of Hawaii, Guam, Samoa,
or other Pacific Islands.
Unknown-observer cannot identify
Gender- Male or Female

Youth- seventeen years of age or younger
Adult- eighteen year of age or older

To run a Contacts report:

Log into VMS

Select Reports from left navigation bar

Using the Choose Report dropdown select Contacts

(0]

(0]

report options include:
=  Program
=  Achievement Level
= Status
= Race / Ethnicity
= Project Name
= Event (Last year)
=  Event Name (all)
=  StartDate
= EndDate
enter desired criteria and select the blue Run Report button

The report is generated with the following information:

O OO0 000000000000 O0O0O0OO0O0OO0OO0OO0OO0OOoOOo

Last Name

First Name

White Male Adult

White Male Youth

White Female Adult

White Female Youth

Black Male Adult

Black Male Youth

Black Female Adult

Black Female Youth

American Indian Male Adult

American Indian Male Youth

American Indian Female Adult
American Indian Female Youth
Hispanic Male Adult

Hispanic Male Youth

Hispanic Female Adult

Hispanic Female Youth

Asian Male Adult

Asian Male Youth

Asian Female Adult

Asian Female Youth

Hawaiian & Pacific Islander Male Adult
Hawaiian & Pacific Islander Male Youth
Hawaiian & Pacific Islander Female Adult
Hawaiian & Pacific Islander Female Youth
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Unknown Male Adult

Unknown Male Youth

Unknown Female Adult

Unknown Female Youth

Total Contacts

] the report will display below the search criteria

o for a basic search of the report use the search bar provided
e select the gold Export Data button to create an Excel

O O 0O 0O

3.7.3 Expanded Hours Report
The Expanded Hours Report displays a list of all hour’s entries per volunteer, and can be customized for time
period, project and more. To run an Expanded Hours report:
e Loginto VMS
e Select Reports from left navigation bar
e Using the Choose Report dropdown select Expanded Hours Report
0 report options include:
=  Program
=  Achievement Level
= Status
= Project
=  Event Keywords
= Location
= Contact Category
=  Start Date

=  End Date
=  Show Volunteers with hours?
e Yes/No

0  enter desired criteria and select the blue Run Report button
o Thereportis generated with the following information:
Last Name
First Name
Program
Achievement Level
Status
Volunteer Hours
Continuting Education Hours
Total Hours
Activity
Event Date
Miles Traveled
Category
County
Location
Address
Address 2
City
State
Zip
Country

O OO0 00000000000 O0OO0OO0OO0OO0OOo
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Comments

White Male Adult

White Male Youth

White Female Adult

White Female Youth

Black Male Adult

Black Male Youth

Black Female Adult

Black Female Youth

American Indian Male Adult

American Indian Male Youth

American Indian Female Adult

American Indian Female Youth

Hispanic Male Adult

Hispanic Male Youth

Hispanic Female Adult

Hispanic Female Youth

Asian Male Adult

Asian Male Youth

Asian Female Adult

Asian Female Youth

Hawaiian & Pacific Islander Male Adult

Hawaiian & Pacific Islander Male Youth

Hawaiian & Pacific Islander Female Adult

Hawaiian & Pacific Islander Female Youth

Unknown Male Adult

Unknown Male Youth

Unknown Female Adult

Unknown Female Youth

= thereport will display below the search criteria
o for a basic search of the report use the search bar provided
o select the gold Export Data button to create an Excel report

3.7.4 Retention (duration) Report
The Retention (duration) report displays the number of years a volunteer has been in the program using the
start / end years recorded in VMS. The report will also show volunteer and continuing education hours. To
run a Retention (duration) report:

Log into VMS

Select Reports from left navigation bar

Using the Choose Report dropdown select Retention (duration)

(o}

(o}

report options include:
=  Program
=  Achievement Level
=  Status
= Retention Years
enter desired criteria and select the blue Run Report button

The report is generated with the following information:

(o}
(o}
(o}

Last Name
First Name
E-mail
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Achievment Level

Status

# of Years

Start Year*

End Year

Volunteer Hours

Continuting Education Hours

= the report will display below the search criteria
o for a basic search of the report use the search bar provided
o select the gold Export Data button to create an Excel

O OO0 O0OO0OO0Oo

*Start year is pulled from the volunteer profile, if left blank this report will display 1900. (See Section 3.6.5

Edit Volunteer Profile)

3.7.5 Roster Report

The Roster Report will use the current county roster and return the information requested. To run a Roster

report:
e Loginto VMS
e Select Reports from left navigation bar
e Using the Choose Report dropdown select Roster
0 report options include:
=  Program

=  Achievement Level Chaose Repert
=  Status
= Age

" Gender _

= Race/Ethnicity
=  Education
= County
= Interests
=  Start Date
= EndDate
= Include Interests in results? (Yes / No)
0  enter desired criteria and select the blue Run Report button
e Thereportis generated with the following information:
Edit (edit volunteers volunteer profile directly from here if needed)
Last Name
First Name
E-mail
Mailing Address
Mailing City
Mailing State
Mailing Zip
Physical Address
Physical City
Physical Zip
Home Phone
Work Phone
Mobile Phone
Phone Preference

O OO0 O0O0OO0OO0OO0OO0OO0OO0OO0OOo0OO0oOOo

Wiew Legacy leparts
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Last updated (profile)

Private (contact information, false = public, true = private)
Achievement Level

Status

Start Date

Volunteer Hours

Continuing Education Hours

Race / Ethnicity

Education

Age

Comments

Emergency Contact(s) / Relationship

= the report will display below the search criteria

O O O0OO0OO0OO0OO0OO0OO0OO0OOoOOo

e for a basic search of the report use the search bar provided
e select the gold Export Data button to create an Excel report

3.7.6 Volunteer Commitment Report

The Volunteer Commitment report says whether or not a volunteer met the reappointment requirements for
a specific time period. Run this report for the reappointment time period (7/1/##- 6/30/##) to see who has
met reappointment requirements and if not what hours they are in need of. To run a Volunteer Commitment
report:

Log into VMS
Select Reports from left navigation bar
Using the Choose Report dropdown select Volunteer Commitment
0 report options include:
=  Program
=  Achievement Level

=  Status
= Start Date
=  End Date

0  enter desired criteria and selects the blue Run Report button
The report is generated with the following information:

Last Name

First Name

Achievement Level

Status

Email

Home Phone

Work Phone

Mobile Phone

Phone Preference

Program

Volunteer Hours

Continuting Education Hours

Achieved Requirements? (meet the reappointment requirements)
= True / False

Disqualification Reason

=  Both / Volunteer Hours / Continuing Educaiton

= the report will display below the search criteria

O O0OO0OO0OO0OO0OO0OO0OO0OO0OO0OOoOOo

@]

o for a basice search of the report us the search bar provided
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o select the gold Export Data button to create and Excel report

3.7.7 Volunteer Hours Report

The Volunteer Hour report display all Volunteer Hours for all time or a time frame you designate. Use this
report throughout the year to check on the status of volunteer hours and continuing education credit. This is
also a good indicator on whether or not volunteers are entering their hours into VMS. To run a Volunteer
Hours report:

Log into VMS
Select Reports from left navigation bar
Using the Choose Report dropdown select Volunteer Hours
0 report options include:
= Program
=  Achievement Status
=  Status
=  Hours Category
= Project
=  Start Date
= EndDate
= Show Vols. with hours?
e Yes/No
The report is generated with the following information:
Last Name
First Name
E-Mail
Home Phone
Work Phone
Mobile
Phone Preference
Volunteer Hours
Continuing Education Hours
Mailing Address
Mailing City
Mailing Zip
= the report will display below the search criteria
o for a basic search of the report use the search bar provided
e select the gold Export Data button to create an Excel

O OO0 O0OO0OO0OO0O0OO0OO0OO0oOOo

3.7.8 Save a Report
Reports has the ability to save a report for future running so as not to have to customize a report that is run
often. To save a report:

Log into VMS

Select Reports from left navigation bar

Using the Choose Report dropdown select report you want to run and save

In the Report Name box type the name you would like the report to have (i.e. Reappointment Year 17/18
All Roster)

0  click the Save Report check box

0  enter desired criteria and select the blue Run Report button

The report is now listed in the Choose your saved report section of the reports page
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To access the report in the future:
e Loginto VMS

© Generate reporls for your program

e Select Reports from left SR [ g
navigation bar '

e Using the Choose Report s ames e
dropdown select report you P —

to run / view

0  using the Choose Saved
Report dropdown select B 5
the saved report @ puniogen

0  select the blue Run Report button
= the report will display below the search criteria

3.7.9 Make a Favorite Report
Reports has the ability to make a report a favorite for future running so as not to have to customize a report
that is run often. The favorite report will appear as its own button (only one favorite will be displayed at a
time). To make a report a favorite:
e Loginto VMS
e Select Reports from left navigation bar
e Using the Choose Report dropdown select report you want to run and save
e In the Report Name box type the name you would like the report to have (i.e. Reappointment Year 17/18
All Roster)
0  click the Save Report and Make Favorite Report check boxes
0  enter desired criteria and select the blue Run Report button
e Thereportis now displayed as a button in Favorite Saved Reports section at the top the Reports page

3.7.10 Delete a Saved or Favorite Report
If a saved or favorite report is no longer needed they can be deleted. To delete a report:
e Loginto VMS
e Select Reports from left navigation bar
e Using the Choose Report dropdown select report you want to delete
0  select the red TDelete Saved Report button
= select OK from the pop up window to confirm deletion
= select Cancel to not delete

Note: Deleting a saved / favorite report is not reversible

3.7.11 Legacy Category Reports
The category report enables you to view hours by project category. To view the Legacy Category Reports:
e Loginto VMS
e Select Reports from left navigation bar
e Select the blue View Legacy Reports button
e Select Category Reports
0 report options include:
=  Start Date
= EndDate

= select the blue Q Submit button to run the report
0 thereport will display below the search criteria
L] for a basice search of the report us the search bar provided
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L] select the blue Create Excel button to create an Excel report

The report is generated with the following information:

O O O0OO0OO0OO0OOo

Category Name (See Section 2.4.1 Project Categories for definitions)
Category Volunteer Hours

Category Continuing Education Hours

Project Name

Project Volunteer Hours

Project Continuing Education Hours

County Name

3.7.12 Legacy Contact Reports

The contact report shows contacts, hours, and projects by demographics. To view the Legacy Contact Reports:
Log into VMS

Select Reports from left navigation bar

Select the blue View Legacy Reports button

Select Contact Reports

(o}

report options include:
=  Start Date
= EndDate

= select the blue Q Submit button to run the report

the report will display below the search criteria

= for a basice search of the report us the search bar provided

= select the blue Create Excel button to create an Excel report

= select the blue Show Hours button to show the hours the contacts are associated with
e select the blue Show Hours button to go back

= select the blue Show Projects button to show the contacts per project category
e select the blue Remove Projects button to go back

= select the blue Show Removed Volunteers button to show the contacts inactive resigned /
removed volunteers
e select the blue Hide Removed Volunteers button to go back

The report is generated with the different information depending on what is selected:

O OO0 O0O0OO0O0O0OO0OO0OO0OO0OO0OO0OO0OO0OO0OOo

Project

First Name

Last Name

Date

White Male Adult

White Male Youth

White Female Adult

White Female Youth

Black Male Adult

Black Male Youth

Black Female Adult

Black Female Youth

American Indian Male Adult
American Indian Male Youth
American Indian Female Adult
American Indian Female Youth
Hispanic Male Adult

Hispanic Male Youth
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Hispanic Female Adult

Hispanic Female Youth

Asian Male Adult

Asian Male Youth

Asian Female Adult

Asian Female Youth

Hawaiian & Pacific Islander Male Adult
Hawaiian & Pacific Islander Male Youth
Hawaiian & Pacific Islander Female Adult
Hawaiian & Pacific Islander Female Youth
Unknown Male Adult

Unknown Male Youth

Unknown Female Adult

Unknown Female Youth

Volunteer Hours

Hours

O O0OO0OO0O0OO0O0DO0OO0OO0OO0OO0OO0OO0OO0OOo

3.7.13 Legacy Hour Reports

The hours report shows the hours per volunteer. To view the Legacy Hour Reports:
e Loginto VMS

e Select Reports from left navigation bar

e Select the blue View Legacy Reports button

e Select Hour Reports

0 report options include:
=  StartDate

=  End Date

= select the blue Q Submit button to run the report
0 thereport will display below the search criteria

= for a basice search of the report us the search bar provided
= select the blue Create Excel button to create an Excel report

e Thereportis generated with the following information:

Last Name

First Name

Phone

City

Continuing Education Hours

Volunteer Hours

Start Date

Status

Achievement

O O O0OO0OO0OO0OO0OOoOOo

3.7.14 Legacy Retention Report

The Legacy Retention Report calculates the duration of an inactive volunteer's service by subtracting the
"Start Year" field from the date the volunteer was made inactive. For active volunteers, the "Start Year" is
subtracted from the current year. If the "Start Year" field was incorrectly completed or a volunteer was
deleted rather than made inactive, the volunteer may not appear in the report. Also, volunteers with under
one year of service will not appear on this report. To view the Legacy Retention Report:
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e Loginto VMS .
e Select Reports from left navigation bar
e Select the blue View Legacy Reports button
o Select Retention Report
0 thereport will display below o
0 for abasic search of the report us the
search bar provided
0  select the blue Show Volunteers button
to show details @ it
o0 select the blue Create Excel button to prm———
create an Excel report
e Thereportis generated with the different information depending on what is selected:
Duration Active
Inactive Volunteers
Active Volunteers
Volunteer Name
Start Year
End Date
Years
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3.8 Manage VMS

In this section you will learn how to:

3.8.1 Manage Access to VMS

3.8.2 Manage Administrators

3.8.3 Manage Home Page News

3.8.4 Manage Volunteer Options

3.8.5 Manage Home Page Links

3.8.6 Manage New Member Email

3.8.7 Manage Program Contact Information
3.8.8 Manage Reappointment

3.8.9 Manage Interests
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3.8.1 Manage Access to VMS

The statewide office designates the Owner of VMS, who then can add volunteers to VMS and designate
Administrative Rights to VMS as required or needed.

Note: The Owner of VMS in each county is typically the Advisor, County Director or Program Coordinator.

3.8.2 Manage Administrators

The designated Owner of VMS has Full Access 'sm — -
and can Manage Administrators through the g, Test

Manage VMS tab. snflnmiag

To Manage Administrators: Dragoon, Leigh

e Loginto VMS
e Select Manage VMS from the left navigation Ripis Tont. bl -

e Select the volunteers name from the Select
from Roster dropdown menu
e Select the blue + Make Administrator
button to add a new person
o Select the level or levels of Admin Access you would like to give the user:
0 Roster
Projects
Calendar
Newsletter / Documents
Volunteer Hours
Photo Albums
0 Full Access (includes all admin functions)
e Select the blue v'Update Administrator button.

O O O o0 o

To edit / remove administrator access:
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e Loginto VMS

e Select Manage VMS from the left navigation
bar

e Select Manage Administrators

o Select the user you would like to edit and
unclick the Admin Access you would like to
remove and select the blue v'Update
Administrator button or: ST

e Select the red TDelete Administrator button
to remove all admin access
= select OK from the pop up window to confirm deletion
= select Cancel to not delete

€2 Manage VMS  Manage Administrators

Full Aceess (includes al admin functsons)

3.8.3 Manage Home Page News
Customize VMS’s home page and add timely program related news, updates, reappointment information, or
upcoming events. To customize Home Page News:

e Loginto VMS S
e Select Manage VMS from the left navigation
bar

e Select Home Page News

e Populate the Front Page News Title and
Front Page News boxes

e Select the blue Post News button

To leave Home Page News blank, delete all
content in the Front Page News Title and Front
Page News box, choose Not Using ANR blogin
the Use ANR Blog box, and select the blue Post News button.

Note: You can put news about your group here, or use the UC ANR blog system, you can have one or the other,
not both.

3.8.4 Manage Volunteer Options
Volunteer Options customizes what is displayed in VMS and available to all volunteers. To manage volunteer
options:

o LOg into VMS mms uc uw mu..ﬂ -
e Select Manage VMS from the left navigation
bar ey .

Disabied

e Select Volunteer Options
e Select the option to Enable or Disable
options that volunteers will have access.
0 enabled options will appear in the
Enabled list;
0 disabled options will appear in the
Disabled list
= the two lists complement each other;
selecting an item will move that item from one side (enabled or disabled) to the other side
= changes are automatically saved
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Note: If suddenly your VMS instance is missing features be sure to check the Volunteer Options settings, this
features is controlled at the county level.

3.8.5 Manage Home Page Links

Mange what links are displayed on the county’s VMS home

page, use this to connect volunteers with online trainings and

resources. To manage links:

Log into VMS

Select Manage VMS from the left navigation bar

Select Home Page Links

Select the green + Add New Link button

Type in the name you want displayed for the link in the
Link Name box

Type the web address in the Link URL box

Select the Publish Location from the drop down box to
determine where the link is displayed on the VMS
homepage: Header, Footer

Select the blue v'Post Link button

To edit / delete a home page link:

Log into VMS
Select Manage VMS from the left navigation bar
Select Home Page Links
Click the name of the link to edit or delete
0 editlink as needed

=  select the blue v'Save Link button, or
0 select the red TDelete Link button

Your Calendar

Event

Master Gardener FAQs

UC MG of Napa County Links Portal [

= select OK from the pop up window to confirm deletion

= select Cancel to not delete

Note: Check that the link works by going to the VMS home page and testing it.

3.8.6 Manage New Member Email
Create a custom message that is prepended to the standard ‘To login to the ANR Portal click on the link...’
message for new members after they are added to the roster. To update/ edit / change the new member

email message:

Log into VMS

Select Manage VMS from the left navigation bar
Select New Member Email

0 designate sender email address

O type customized message in the text box
Select the blue v'Save Email Message button

Anyone added to the roster or resent the Welcome Email will receive that message. There is no requirement

for what should be in the email, customize as needed to welcome the new members to VMS.

93|Page



Example of language automatically included in welcome email:

How to Logon to the

Portal To log into the portal for the first time:

. Go to: https://ucanr.edu/portal

. Click on the 'New user? Forgot your password? Click here' button.

. Enter your e-mail address and click the button.

If your e-mail address is in our system, an e-mail will be sent which contains a link to access the portal.

[ e

. Click on this link to enter the system.
The link will only work one time. If you forget your password again, you will need to re-submit the access request.
Once you are in the system, you can change your password.

If you are NOT in the system, please contact your office manager or MSO.

3.8.7 Manage Program Contact Information
Mange the program’s address, phone and email displayed on the county’s VMS home page in the footer. To

manage program contact information:
e Loginto VMS
e Select Manage VMS from the left navigation
bar
e Select Program Contact Info
0 enter information:
=  Contact Phone
=  Contact Email
= Contact Address
e Select the blue v'Save Information button

To leave Program Contact Info blank and not
display anything:
e Loginto VMS
e Select Manage VMS from the left navigation
bar
e Select Program Contact Info
O delete all content in:
=  Contact Phone
=  Contact Email
=  Contact Address
Select the blue v'Save Information button

3.8.8 Manage Reappointment

IMS  UC Master Gardener Program

VMS 31 Test Drive

4% Manage VMS | Address and Contacts

I« Save information

Gantact Phons

5307501200
Contact Emsil

Emaliestaucsaredy

Contact Address et

Manage VM5

Having Issues?
e Help & FAQs
Report a bug

Emailtest@ucanr.edu

¥
=
J 530-750-1200
L/

2801 Second Street
Davis, CA 956178
Fax: (530)756.1079

Reappointment is turned on by the statewide office (June 1), at this time VMS prompts users to electronically
complete the volunteer agreement and releases required to complete reappointment. Full Access
administrators through the Manage VMS / Manage Reappointments function can:

e Manage / Track volunteer progress
e  v'Submit Paper
e [MReset Terms

e [™Send List to Director

e ™Email Unappointed Volunteers
e Create Excel Report

To access reappointment:
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Log into VMS
Select Manage VMS from the left navigation bar

For full reappointment instructions see Section 4.0 Reappointment.

3.8.9 Manage Interests

The List of Interests is displayed in the profile of volunteers to identify / click what their areas of interest are
when creating / editing their VMS profile. When looking for interested volunteers utilize this list to engage
those who have listed interest in that particular topic.

To add interests to the list:

To delete / edit interests from the list:

TiMS  UC Master Gardener Program

Log into VMS

Select Manage VMS from the left navigation
bar

Select Manage Interests

Select the green +Add New Interest button
Type in the name of the Interest you want to
add in the Interest Name box

Select the green +Add Interest button

Log into VMS

Select Manage VMS from the left navigation
bar

Select Manage Interests

Select the Interest Name to be deleted or edited from the list
Edit Interest Name

0 Select the blue v'Update Interest button to save, or;

0 Select the red TDelete Interest button to delete

To view report of volunteer interests:

Log into VMS
Select Manage VMS from the left navigation bar
Select Manage Interests
Select the report icon from the Report column
0 aRoster Report is generated for that specific interest
= if needed you can add additional interest and customize the report further if needed
0 select the gold Export Data button to create an Excel report
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Section 4 Reappointment
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4.0 Reappointment

In this section you will learn about:

4.1.1 Reappointment

4.1.2 Reappointment Communications

4.1.3 Collect Digital Recertification or Resignation Documents from Volunteers
4.1.4 How to Submit Paper for a Volunteer

4.1.5 Resigning or Inactive Volunteers

4.1.6 Roster Clean-Up, Final Numbers and Insurance Invoicing

4.1.1 Reappointment
1. Annual reappointment is a requirement for all UCCE Master Gardeners / Food Preservers to remain
active in the program including:
e Active - Limited Active
0 First Year Master Gardener
O Master Gardener
0 Gold Badge
0 Platinum

2. The minimum hours required to remain a certified UCCE Master Gardener / Food Preservers are:
e 25 hours - Volunteer

e 12 hours - Continuing education

Note: First year UCCE Master Gardeners / Food Preservers are required to complete a minimum of 50
volunteer hours (no continuing education requirement) before the next certification cycle.
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3. Reappointment consists of volunteers paying any fees associated with their UC Master Gardner / Food
Preservers Program (i.e. program fee, insurance fee) and electronically signing the following documents:
e Annual Agreement
e (ode of Conduct / Responsibilities and Rights
e ProofofInsurance

Additional Master Food Preserver requirements:

o Waiver of Liability, Assumption of Risk, and Indemnity Agreement
e Preparing/Serving Food Release Statement
e Passing score on Reappointment Quiz

Note: Reappointment must be done digitally, only paper copies should be used as an accommodation
under special circumstances.

4. All volunteer questions regarding the appointment process go through the Program
Coordinator, Advisor or County Director.

5. The reappointment year runs on the state fiscal year July 1, 20## through June 30, 20##. Reappointment
officially begins and is turned on in VMS by the statewide office on June 1.
e Reappointment policy as outlined in the UC Master Gardener Handbook states: “In order to retain
active status as a MG volunteer, MG volunteers must apply for reappointment within a specific sixty
(60) day period as follows: Thirty (30) days before the end date of the current program year June
30, through thirty (30) days after the end date of the current program year, July 1.”

6. Coordinators are responsible for:
e Communication with volunteers about completing reappointment
e Assisting volunteers in completing the reappointment process
e “Send List to Director” for appointment
e Verifying all volunteers have been reappointed by the Director
e Resigning and changing the status of volunteers who do not wish to reappoint to “Inactive/Resigned”
e Sending letters to all newly “Inactive/Resigned” volunteers
e Collect fees (if applicable)
e C(Cleaning roster and verifying insurance charges from the Statewide Office

See the UCCE Master Gardener Program Administrative Handbook for Program Staff, Section VI.
Reappointment (Second and Subsequent Years of UCCE MP Service)
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4.1.2 Reappointment Communications

The UC Master Gardener statewide office will provide guidance to the coordinators throughout the
reappointment process as well as post to the
Statewide UC Master Gardener Statewide Blog
and Coordinators Collaborative Tools to share
the reappointment process.

PiMS  UC Master Gardener Program

VMS 31 Test Drive

The UC Master Food Preserver statewide office
will provide guidance to the coordinators
through the reappointment process as well as

o B

post to Coordinators Collaborative Tools to i
share the reappointment process. ot =
s "
e i
Coordinators are responsible for .
communicating directly with their volunteers = [
Mg VWS

about reappointment. The statewide office has
resources available to share with volunteers to assist in walking volunteers through the reappointment
process on VMS.

4.1.3 Collect Digital Reappointment or Resignation Documents from
Volunteers

1. The statewide office will “turn on reappointment” for all counties on June 1. When logging into VMS
volunteers will see the call to action box titled Volunteer Agreement and Releases. Coordinators can
manage reappointment and check on the status of their volunteer’s reappointment process through VMS.
e Loginto VMS
e Select Manage VMS from the left navigation bar
e Select Manage Reappointments

2. By the second week of July every person on the roster should have a green “Renewing” or a black
“Resigning” in the Terms Status column. If they don’t, make contact with volunteers who have not
completed reappointed and ask if they plan on reappointing. If they do not plan to reappoint the
coordinator must change their status to Inactive Resigned in VMS and complete the Annual Agreement for
them by selecting Do Not Wish to be Reappointed from the drop down menu.

Note: If you send the list to the County Director prior to having all volunteers with a Renewing or
Resigning Terms Status, the County Director must complete the following step multiple times.

3. To Send list to directors:
e Loginto VMS

e Select Manage VMS from the left
navigation bar

e Select Manage Reappointments
e Select the green I<ISend List to Director
from top of Manage Reappointment page.
0 Once you instruct VMS to send list to director, provide county director with the following
instructions:
1. Loginto ANR Portal, find MG Reviews / MG Reviews on the right sidebar.
2. Click link- which takes you to a list of volunteers and term statuses.
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3. Select View only 3 of 3 (Master Gardener), View only 5 of 5 (Master Food Preserver) to avoid
appointing someone who has not completed the terms.
4. Select volunteer’s names for reappointment by clicking on check box on the left-hand side.
5. Click submit reappointment information, via button at top of page
e Coordinators must verify all volunteers have been reappointed.
e Verify every volunteer has a green Yes in the Appointed column and bold green Renewed or black
Resigned under term status.
o Email the statewide office when the reappointment process is complete.

Note: If someone was missed, notify the County Director to log-in and appoint that person.

4.1.4 How to Submit Paper for a Volunteer

If a volunteer cannot recertify online the coordinator can submit recertification papers on their behalf. When
a coordinator digitally submits papers for a volunteer, the county must retain hard copies signed by the
volunteer on file. Submitting digital files for a volunteer should happen on a case-by-case basis, and only as a
special accommodation. To submit papers for a volunteer:

e Loginto VMS
e Select Manage VMS from the left navigation bar
e Select Manage Reappointments
0 select the blue v'Submit Paper button in the Action column of the volunteer to submit paper for
0 using the drop down menu select the appropriate agreement
= Completed Hours and Seeking Reappointment
= Not Completed Hours and Seeking Reappointment
= Seeking Limited Active Status
= Do Not Wish to be Reappointed
= Trainee
= First-Year Volunteer
o0 different prompts will appear based on what agreement is chosen, follow the prompts as they
appear
= when all prompts are completed select the blue Volunteer Name Agrees to the Information
Above

Note: When a coordinator digitally submits papers for a volunteer, the county must retain hard copies signed
by the volunteer on file.

4.1.5 Resigning or Inactive Volunteers

Once Reappointment is complete the coordinator will provide written notice to all Inactive / Resigning
volunteers informing them of their new status and the procedure to be reinstated. There is a template form
letter for Inactive / Resigning Volunteers located with the reappointment resources available through the
Coordinator Website.

For instructions on how change the status of a volunteer see Section 3.6.6 Change Volunteer Status and
or/Achievement, to reinstate a volunteer see Section 3.6.7 Reinstate a Volunteer. See the UCCE Master
Gardener Program Administrative Handbook for Program Staff, Section VII. Inactive Status, Section VIII.
Reinstatement

4.1.6 Roster Cleanup, Final Numbers and Insurance Invoicing

The UC Master Gardener / Food Preserve Program will be charged an insurance fee based on the number of
Active Master Gardener / Food Preserver volunteers listed in their roster. The term “Active Master
Gardeners / Food Preserver” includes VMS classifications: “Master Gardener,” “Master Food Preserver,” “First

99|Page


http://ucanr.edu/sites/anrstaff/Administration/Business_Operations/Controller/Administrative_Policies_-_Business_Contracts/Policy_and_administrative_handbooks/Master_Gardener_Program_Administrative_Handbook_/
http://ucanr.edu/sites/anrstaff/Administration/Business_Operations/Controller/Administrative_Policies_-_Business_Contracts/Policy_and_administrative_handbooks/Master_Gardener_Program_Administrative_Handbook_/

”u » o«

Year Master Gardener,” “First Year Master Food Preserver,” “Gold Badge,” “Platinum Badge” and “Limited
Active” as listed on roster as of July 1, 20##. This designation excludes “Trainees,” “Inactive Resigned” and
“Honorary” members.

To ensure accurate billing program coordinators should implement “Roster Cleanup” after reappointment is
completed. See Section3.6.6 Change Volunteer Status and /or Achievement. The statewide office will send
invoices out to each county, confirm that the quantity being billed matches the number of “Active Volunteers”
and confirm the account number to be recharged. If either the number of volunteers or the account number
is wrong respond to the invoice with the correct information.

4.1.7 Annual Reappointment Quiz for Master Food Preservers

In conjunction with reappointment UCCE Master Food Preserver volunteers must also pass the

annual reappointment quiz. The reappointment quiz is created by the statewide office and is managed at the
county level. Volunteers are directed to contact the county coordinator with questions and assistance with
their quiz. Information regarding the annual reappointment quiz along with a study guide will be posted to
the Coordinator Reappointment webpage before Reappointment begins on June 1.

The quiz ranges from 10 to 15 questions and is administered online, paper copies may also be given if needed.
Volunteers are allowed two attempts to pass with a score of 85% or better. If volunteers are unsuccessful in
passing the quiz within two attempts, it is at the discretion of the county Coordinator/Director to allow for a
third attempt.

Appendix 1 - Volunteer Frequently Asked Questions

Q1: How do | access VMS?

Al: See Section 1.2. Accessing VMS for directions on accessing VMS.

Q2: | can’t access VMS? | know | have the right password.

A2: Ifyou are not able to login to VMS or your UCANR portal you may need to clear your cookies and/or
update your internet browser.

Clear your browser’s cookies, this usually resolves the access problem without the need to download a new
browser. Here is info on that: http://www.wikihow.com/Clear-Your-Browser%27s-Cookies.

Internet security is always changing requiring that we use a browser that supports modern standards.
Mozilla, Firefox and Google Chrome work well (as does any browser that supports modern standards).
Browsers can be downloaded for free. Adding Mozilla Firefox or Google Chrome does not require that you
delete your existing browser.

Q3: How do | reset my password?

A3: See Section1.2.4 Accessing VMS when youve lost or forgotten your password for directions on how to
reset your password. If after following the directions you are still unable to access VMS due to a forgotten
password contact your coordinator or another Full Access VMS Administrator to reset your password.

Q4: How do | find an event?
A4: See Section 2.3.2 View all Events for directions on how to see all the events taking place in your county
program.
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Q5: How do | unvolunteer myself for an event?

A5: See Section 2.3.5 Unvolunteer for an Event for directions on unvolunteering for an event.

Q6: How do | enter my hours and/or contacts?
A6: See Section 2.2.1 Add Volunteer and/or Continuing Education Hours with or without Contacts for
directions on how to enter hours and contacts.

Q7: Do | have to report contact when | report my hours or can | do
them separately?

A7: Hours and contacts related to those hours need to be recorded together. You enter hours without
contacts but not contacts without hours. If you have already entered hours and need to enter contacts related
to those hours see Section 2.2.2 Edit Volunteer and/or Continuing Education Hours with or without Contacts.

Q8: How do | edit my hours? How do | delete my hours?
A8: See Section 2.2.2 Edit Volunteer and/or Continuing Education Hours with or without Contacts for
directions on editing hours. See Section 2.2.3 Delete Volunteer and/or Continuing Education Hours with or
without Contacts for directions on deleting hours.

@Hours  Add Hours

Q9: | keep entering hours
© s this a Calendered Event? % n No

and they disappear, why?

Q9: In order to save your hours you must click
the blue v'Save Hours button, if you don’t your
entry is not saved. After clicking the blue S
v'Save Hours button a green bar will appear at Miespien 13
the top of the screes stating “Hours have been ,
\ Do you have lnvcmlmimiurm:::;\r:: Yes n
added!

Comments / Notes.

Q10: Do I list my travel time

separate from my volunteer

hours?

A10: Travel time does not count as volunteer hours unless you are conducting volunteer activities. If you
are unsure of what hours qualify discuss it with your coordinator. The Miles Driven is for your personal
records and not used by in an official capacity.

Voluntaer Hours

Q11: How do | see how many hours | have?
A11: See section 2.2.5 View Volunteer and Continuing Education Hours for directions on how to view your
hours.

Q12: How many hours do | need to reappoint?

A12: See section 2.8.1What is Reappointment? for detailed information on reappointment requirements.
The minimum hours required to remain a certified volunteer are:

e 25 hours - Volunteer

¢ 12 hours - Continuing education
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Note: First years are required to complete a minimum of 50 volunteer hours (no continuing education
requirement) before the next certification cycle.

Q13: How do I verify my reappointment went through?
A13: After you electronically complete each agreement a green bar will appear at the top of the screen
stating:
e “Reappointment request saved”
e “Code of Conduct Agreement saved”
e  “Proof of California’s Driver License

ViewlPrint Agreement

Thank you for considering reappointment into the Master Gardener Program. We value your service and thank you for sharing your valuable
time as a volunteer for the Master Gardener Program. We hope you will consider joining as an agent of UG for another program year.

Complete the following three sections to fulfll the county requirements for participation in the Master Gardener program. If you are not seeking
reappointment, or you are seeking limited/active status, please complete section one only.

and Automotive Liability Insurance Release Name EEDEITIEE
Saved" Annual Volunteer Agreement and Request for Reappointment 3/14/12018
A chart Wlll dlsplay llstlng the completed Code of Conduct/Responsibilities and Rights 3/14/2018
Proof of California Driver's License and Automofive Liability Insurance 3/14/12018

date next to each releases name. Select the
blue words View / Print Agreement to display the next page where you can select the blue words Print
Complete Release.

If you can’t determine if you have completed reappointment contact your county coordinator or someone
whoisa Full Access VMS administrator and asked them to check for you.

Q14: Can everyone see my emergency contact information | listed
in my profile?

A14: No, only State VMS Admin, Full Access VMS administrators and roster administrators in your county can
view emergency contact information.

Q15: | enter my hours and they show up in VMS twice, what is
happening?

A15: You may be using an outdated browser such as Internet Explorer browser. Either change to an updated
browser like Chrome or Firefox or you can continue to use Internet Explorer and delete the duplicate entry.

Appendix 2 - Administrator Frequently Asked Questions

Q1: Who do | contact if | have a problem with VMS?

Al: VMS is a computer program designed, updated and maintained by UCANR Communications Services and
Information Technology and their team of programmers. During the first few months of the VMS 3.1 submit
questions and fix it tickets through this link:

Normally: Report programming errors to UCANR Communications Services and Information Technology
through the IT Help button located on UCCE staff portal accounts. If you are a VMS administrator and are a
volunteer contact your coordinator or office manager and have them submit the issue through the IT Help
button.
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Q2: How does a program coordinator send an email to new trainees
to alert them of their new VMS accounts and/or to create a new
password in VMS?

A2: Once the trainee is added to the roster an automatic email will alert the trainee that they have an account
and that they need to set-up a password. Content can be added to the “New MemberEmail” which will be sent
out to new volunteers only. Program coordinators can send a reset/set-up password link to new and active
volunteers by using the link below to gain access to the portal:

https://ucanr.edu/portal /login/UniversalForgotPass.cfm

How to Logon to the

Portal To log into the portal for the first time:

. Go to: https://ucanr.edu/portal

. Click on the 'New user? Forgot your password? Click here' button.

. Enter your e-mail address and click the button.

. If your e-mail address is in our system, an e-mail will be sent which contains a link to access the portal.

[ T

. Click on this link to enter the system.
The link will only work one time. If you forget your password again, you will need to re-submit the access request.
Once you are in the system, you can change your password.

If you are NOT in the system, please contact your office manager or MSO.

Q3: Is there information to give to new MG trainees on what to
do when they receive the “Accessing Master Gardener System” /
“Accessing Master Food Preserver System” email?

A3: Volunteers receive an email generated from VMS no-reply@ucdavis.edu which provides a link to their
portal account and includes login procedure info. The coordinator should go into "Manage VMS" and then
"Manage email message" first, however, to edit the information. See Section 1.2.2 Accessing VMS for the first
time for directions.

Q4: Is there any training for new users to VMS?

A4: There is a VMS help website — with very basic intro materials, here: vmshelp.ucanr.edu this is meant for
volunteers who are new at logging into VMS, etc. Unfortunately there is no advanced training for VMS admins
at this time. The statewide office will be developing more VMS help and admin resources in the future

Q5: How can I reset a volunteer’s password in VMS?
A5: See Section 3.6.11 Reset a Volunteer’s Password for directions on resetting passwords.

Q6: How can | (coordinator) give a new supervisor access to my
county VMS?

A6: The coordinator can add the new supervisor to the VMS roster and designate them in their profile as “UC
Staff.” If the supervisor will need access for recertification review this has to be done at the statewide level by
adding the person to the recertification reviewers/program admin.
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Q7: Coordinator has a new training class that ends on Feb 20. They
want the new volunteers to sign all the appropriate forms
electronically at this time. Can VMS be set up to “Manage
Reappointments” so the “Sign Your Forms” flag goes only to the new
class and not whole roster?

A7: Yes. Change the status of the volunteers in VMS from Trainee to First-Year Master Gardener /Food
Preserver See Section 3.6.6 Change Volunteer Status and/or Achievement for directions on changing
volunteer status.

Q8: What forms are required to give trainees to sign?

A8: Assuming the trainees are past the application period and are ready to begin classes, many counties print
out the Adult Volunteer Code of Conduct/Rights and Responsibilities form and ask trainees to sign so that
they know the behavior that is expected of them while completing training and as a volunteer.

Some counties also choose to have trainees sign the UCANR Photo Release Agreement, as they want to
document the training with photographs. Other paperwork such as the volunteer agreements, and driving
document are electronically signed at reappointment and/or when they graduate / change status from
Trainee to First-Year Master Gardeners / Food Preservers in VMS.

Q9: Does a volunteer have to have an email address to access VMS?
A9: Yes

Q10: When a volunteers transfers from one county UC MG /MFP
Program to another and they are added to the roster their hours
previously logged do not come over with them on VMS. Do | need
to manually add those hours and activities?

A10: Volunteer and continuing education hours don’t transfer with a volunteer from one county to another -
for federal reporting purposes hours are ‘owned’ by the county in which they were given. To geta MG
transfer volunteer up-to-date in a new county enter their current fiscal year (FY) volunteer and continuing
education hours, their past FY’s volunteer and continuing education hours (as one big lump sum), and then
their total for all time of volunteer and continuing education hours as an entry in the comments section (99
character limit) of their volunteer profile (not assigned to a generic “transfer” project). The volunteer should
be responsible for tracking when they hit their program milestones.

Q11: How can MGs store photos that allows other MGs to be
privately and securely stored and have access those photos for
appropriate use?

A11: Through VMS volunteers can upload and store images. See Section 2.7 Photo Albums for more
information)

UCANR has an internal system for storing images, called the ANR Repository that only staff can upload images
into (ie: program coordinator / advisor) but volunteers can download from.
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Q12: When a volunteer resigns and their status is changed to
Inactive Resigned can they be deleted from the roster?

A12: Yes, although a resigned volunteer has thirteen months to seek reinstatement they can be deleted from
the roster without their volunteer or continuing education hours being lost. See Section 5.4 Reinstate a
Volunteer for direction on how to reinstate a volunteer.

Q13: Can | enter volunteer, continuing education hours under my
staff profile?

A13: No, if you have a staff profile (ANR Directory) and need to record hours you should have a volunteer
account that uses a personal email address. Once employment is severed or you no longer has access to the
staff profile email you will no longer have access or ability to edit the information you recorded in VMS.
Maintain a staff email profile in VMS for business and a personal profile in VMS for your volunteer work.

Q14: What does the email to resigning volunteers say?

A14: Below is a screenshot of what VMS sends to volunteers and the owner of VMS when a volunteer’s status
is changed to Inactive Resigned. The close of the email includes the VMS owner’s name and email address. A
postal letter should be mailed as follow up to let them know how to re-enter the program, template letter is
located on coordinator site and can be customized as needed.

Resignation confirmation - Statewide Office fahoo/Inbox

Melissa Womack <no-reply@ucanr.edu> =1 Mar26at 1:115PM
ANP To: Ihull24@yahoo.com
Ce: mgwomack@ucanr.edu

Dear Lauren L. Snowden,

Thank you for your contributions to the UC Master Gardener Program. This email is to confirm that you have Resigned from the
program, effective 3/26/2019_ If you need any additional information or have any comments or concerns please don't hesitate to
contact me.

Sincerely,

Melissa Womack
mgwomack@ucanr.edu

This email was sent from the Statewide Office Master Gardener Volunteer Management System

Appendix 3 - Administrator Reappointment Quick Tips and
Frequently Asked Questions

Q1: What if my volunteer doesn’t have internet access / wants a
paper copy / or will be on vacation?

A1l: If a volunteer cannot recertify online the coordinator can submit recertification papers on their behalf.
When a coordinator digitally submits papers for a volunteer, the county must retain hard copies signed by the
volunteer on file. Submitting digital files for a volunteer should happen on a case-by-case basis, and only as a
special accommodation. The coordinator is not signing for them - but rather telling VMS there is a hard copy
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version on file for these agreements. Click “Submit Papers” button on the left of volunteer’s name. This takes
you to a page that asks the specifics about the type of agreement you are submitting on their behalf and
whether they agree to the Code of Conduct and Driving Agreement.

Q2: What if my volunteer does not reappoint?

A2: If a volunteer cannot be contacted or upon contact says they no longer wish to continue in the program
their status must be changed to “Resigning” to not be billed an insurance fee. To select a volunteer as resigned
- select “Submit Papers” and “Wish not to be reappointed.”

Note: Although the above action signifies a volunteer as resigning on the reappointment roster, you must also
go to their profile and change status to “Inactive/Resigned” in order to remove their access to VMS, and
ensure they are not counted on your roster for insurance billing. See Section 11.4 Resigning or [nactive
Volunteers and Section 5.5 Change Volunteer Status for more information.

Q3: Can | delete a volunteer From VMS?

A3: Yes! A volunteer can be deleted from a program's roster without losing any of the data associated with the
profile. In the past it was communicated to not delete volunteers in fear of losing data, this issue has been
addressed by IT and is no longer an issue.

Q4: What if my County Director can’t find the MG Reviews link for
approving Reappointment?

A4: If there has been a change in leadership in the past year, the new County Director may need to be added
as areview-level administrator. Please contact the statewide office to have your County Director added as a
review-level admin.

Q5: I need more help with reappointment, where do | get it?
A5: Check out the coordinator website for updates on reappointment, useful forms, recorded trainings and
assistance, mgcoord.ucanr.edu.
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The University of California prohibits discrimination or harassment of any person in any of its programs or activities.
(Complete nondiscrimination policy statement can be found at http://ucanr.org/sites/anrstaff/files/107734.doc)
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Affirmative Action Contact and Title IX Officer, University of California, Agriculture and Natural
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