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Volunteer Management System (VMS) is the database we 
use for Master Gardener Activities

https://virginia.volunteersystem.org/UniversalLogin.cfm

You will use it to:
1.Keep your profile up to date
2.Log your training hours 
3.Sign up for events
4.Log hours for events
5.Access training documentation
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https://virginia.volunteersystem.org/UniversalLogin.cfm
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Edit Profile
Add Hours
View Hours

Lists of Available 
Calendars

Total of your hours

State Links 

Links specific to 
HMGA

All events can be 
found on this 
calendar

Posted 
Documents

Announcement 
Area 

Events you have 
signed up for
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Keep your profile information up to date. We 
especially use the email address when we are 
sending communications to our members.

Your Profile
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Edit Profile as 
needed

Make sure email 
address is 
accurate
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Indicate your 
areas of interest

Be sure to save 
after you have 
made any 
changes
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Enter your hours on a timely basis. VCE needs 
these volunteer hours for funding purposes. They 
are also used to determine if you have met your 
yearly commitment of volunteer hours and 
training. In addition there are awards for lifetime 
achievement at 250, 500, 1000, 2,000, etc. hours.

You may have multiple entries for an event so that 
they can be assigned to the correct project codes.

Entering Your Hours



VMS Introduction for 2019 8

Select Add New Hours from the main menu.
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Your name will be 
displayed here

Click here to get a 
list of projects

Enter the name of 
the event

Enter the date of 
the eventEnter the number 

of hours for the 
event

Be sure to save before exiting
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For your training you need to enter 
the hours using project CE1 and you 
may also want to enter miles driven 
if you want to use them as a tax 
deduction.
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If you want to keep track of your travel hours you will 
have a second entry for the event. Use project code NEP2 
and enter both the miles and the time of your travel. 
Remember to save before exiting.
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There are multiple calendars for 
events. It is important to sign up so 
that we ensure we have coverage or 
know how many to expect for larger 
events.

Signing Up for Events
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For the next meeting select the “Meetings for 
Association and Board” Calendar
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Click here to select a 
different calendar

Click here to select a 
different month. After 
selecting the month you will 
need to click on “GO”.

Click here to select the 
event you want to sign up 
for.
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Information about the event.
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Click here to if you plan to 
bring a guest.

Click here to volunteer for 
the event.

Your name will be added to 
the list of volunteers.

The event will be added to 
your calendar on the home 
page.
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After the meeting you will need to enter your 
hours using the following project codes.
• VM1 – Master Gardener Meetings – usually 

about .25 hours for the business portion of 
the meeting

• CE2 – Advanced Training – usually about 1 
hour

• NEP3 – if you helped with the setup and take 
down of the event – usually .25 to .50 hours

• NEP2 – if you wish to log you miles and travel 
time
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Calendar Listing for Plant Clinics – for each event
• Some one to pick up materials and take them 

to the plant clinic (this person typically also 
works at the clinic)

• 2 openings for Interns
• 2 openings for MGs
• Someone to return materials to the storage 

location (this person typically also works at the 
clinic)



VMS Introduction for 2019 19

What it will look like on my 
calendar. 

What it will look like on the 
Plant Clinic calendar
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After the Plant Clinic you will need to enter your 
hours using the following project codes.
• ES1 – Master Gardener Plant Clinics (usually 2 

to 4 hours)
• VM2 – MG Administrative Support – for 

transportation of materials and set up and 
take down of booth

• NEP2 – if you wish to log you miles and travel 
time
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• Member Roster – information about our members
• Projects – some more detail about our various projects
• Newsletters/Documents -

• Relevant to your training class
• Policies and Procedures
• HMGA document

• Photo Albums – some pictures from previous events

Reference Documents
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From the Newsletter area select HMGA Documents
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Contact 
information for 
officers, project 
leaders and 
staff 

Tips on how to 
enter hours for 
each event

Handbook for 
HMGA

Bylaws for 
HMGA
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Select the document you wish to see and it will open
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Documentation for 
your class
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Select the document you wish to see and it will open



VMS Introduction for 2019 27

Entering Contacts

• VCE needs to know the number of contacts we have
• Some events will not produce contacts that you need to enter such as 

your training
• For events such as Plant Clinics we do not need to have 4 people entering 

the contacts
• Usually one person logs the contacts during the event
• The contact list is put back into the plant clinic box to make its way 

back to the office or
• Your smart phone can be used to take a picture of the contact list and 

email it to the office
• See your VMS tip sheet if you are unsure as to when to log contacts
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Contact Sheet 

Date _______________    Shift          ____________ 

Event Name __________________________________________________________________________ 

Volunteers__________________________________________________________________________________________________ 

 

Gender Age American 
Indian or 
Alaskan 
Native 

Asian Black or 
African 
American 

Hispanic 
or 
Latino 

Native Hawaiian 
or Pacific 
Islander 

White 

Female 
 
 

≤ 18       

Female 
 
 

19-64       

Female 
 
 

≥ 65       

Male 
 
 

≤ 18       

Male 
 
 

19-64       

Male 
 
 

≥ 65       

 


