
Recording 
Volunteer & CE Hours

presented by Ralph Thompson, UCCE Master Gardener
UCCE Master Gardener Program of Riverside County

Hours on VMS Home Page . . .
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Hours Page . . .
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Previously Recorded Hours

Add New Hours

Adding Hours . . .
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What Project??

VMS Calendar Event??



Associated with what Project?
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Enter 
Filtering Text

Is it a Calendared Event?
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A calendared event is an event that is listed on the VMS calendar



Selecting a Calendared Event . . .
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Click the 
chosen event

Enter filtering 
text or date

You have 
recorded hours 

for this event

Enter the Details . . .
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to ¼ hour in decimal 

to ¼ hour in decimal 

only if claiming reimbursement

optional

It’s unusual, but you can 
record both Volunteer 
and CE hours on the 

same record.

What about this!?!?!



Entering Direct Contacts . . .
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•Only enter contact numbers if you are the 
designated recorder

•Enter DIRECT contacts, no indirect contacts

•Enter TOTAL people count in the first box; 
ignore gender, age, race, ethnicity

•Only use the top left box, ignore all other 
boxes

VMS Demo



Closing Thoughts
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Always record hours in a timely manner - our numbers are 
rolled up into statewide reporting

You may use Calendared or Uncalendared – there is no 
statistical difference

Only enter direct contact numbers if you are the 
designated recorder

Questions?

Next Month’s Topic
Entering Hours
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