How to Use VicNet: a Brief Guide for Volunteers
Volgistics Help Topic 1148

This help topic is intended to help volunteers better understand how to use the VicNet
module.

If you prefer a video tutorial format instead of the written help topic, the following videos
explain more about how to use VicNet. Each video shows a different way an organization

may have VicNet setup. Choose the video that matches your organization's VicNet setup the
closest.

How to Use VicNet for Volunteers with Calendar View and
Time Sheet

How to Use VicNet for Volunteers with List View and Time
Sheet

How to Use VicNet for Volunteers with Calendar View

How to Use VicNet for Volunteers with List View

The VicNet module is a tool the organization you volunteer with may use. You access the
VicNet module over the Internet and you can use it to:

¢ View and manage your schedule

¢ Sign-up for vacant schedule openings

e Print your schedule

o Keep your personal information up-to-date

e Post your hours

¢ Receive news and messages from the volunteer office

e Check your service records, and print your own service reports


https://www.volgistics.com/Videos/HT1148A.htm
https://www.volgistics.com/Videos/HT1148B.htm
https://www.volgistics.com/Videos/HT1148C.htm
https://www.volgistics.com/Videos/HT1148D.htm

e Change your VicNet password

¢ Opt-in or out of text messaging and update your message preferences

Each organization sets up VicNet according to what works best for their needs--so you may
not be able to do everything listed above. This will depend on how your organization opted
to use the features.

You can click on a link in the Contents box below to go directly to a section in the help topic.
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Logging into VicNet

In most cases, you get to your organization's VicNet login page through the organization's
website. An organization may choose to send you a URL address that you can use to login,
but most of the time there will be a link to the VicNet login page somewhere on the
organization's website. It may be a simple text link like this:

Volunteer Login

Or, it may be a graphic link like this:
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Your organization should provide you with directions on how to locate the webpage you will
need to use to login. When you click on the link (or go to the URL address your organization
provides you with) you will see a login page similar to this one:

0 . Your Logo
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Enter your email address and your volunteer information center password, and then click the Go button.

Login

Login name:

Password:

Forget your password? Help

Close this window | Privacy policy

Enter the email address your organization has on file for you in the Login name field. If you
do not know this email address, you will need to contact the organization you volunteer with
for more information.

Enter your password in the Password field and then press the Go button.

In most cases, you will receive a link to set your password in an email message from your
organization. You follow the link to create the password you will use to login with.

In other cases, your organization may have set a temporary password for your record and let
you know the temporary password. If your volunteer record was imported from another
software program, your previous password may be the temporary password. When you login
with the temporary password, you will need to enter a permanent password on the Account
tab before you can go to other tabs. Remember the permanent password you select
because you will need to use it the next time you login. You can find more information on the
Account tab in the Account Tab section below.



One other thing that may occur is that your organization asked you to select a password
when you filled out your application form. In this case, you use this password to login with
and you will not need to go to the Account tab to select a permanent password the first time
you login.

If you forget your password, or are not able to locate any password information from your
organization, click the Forget your password? link that appears on the login screen. As long
as the email address you enter matches the address on your volunteer record, this will send
an email with a password link to you. You can follow this link to set a password to login with.
Please note that the password links only remain active for 24 hours. If you click on
the link but it has expired, just click the Forget your password? link again to have a
new link sent.

You can find more information on how to use the Forget your password? link here.

If you have trouble logging-in to VicNet. ..
If you have trouble logging-in to VicNet, the first thing to check is to make sure you are at

the correct location. If you see a field for an account number, you are trying to sign-in at the
wrong location. Only account holders sign-in with the Login link at www.volgistics.com.

). &

As a volunteer, you will need to login at the VicNet portal for the organization you volunteer
with.

Secure Login

If you are unable to find the VicNet portal, or you are using the VicNet portal but still cannot
login, please contact the organization you volunteer with for assistance.

Navigating VicNet

All tabs in VicNet are highly customizable by individual organizations. Therefore, it is difficult
to say exactly what type of content will be displayed on the various tabs, or even if a tab will
be visible to you at all. The following information explains the basic purpose of each tab that
can be displayed and provides visual examples of how the tab might look. Your view in
VicNet may be different depending on how the organization you volunteer with has setup
their VicNet module.

The Home tab
The first tab displayed when you login is the Home tab. The following image is an example
of what a VicNet Home tab might look like:



https://www.volgistics.com/ex/help.dll?ACT=21&TOPIC=1307
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Volunteer information for Andrea Campbell

Home | Mail ' MyProfile

Check your schedule
Post your hours
Check messages

Sign-up

Statistics
Overall
Voluntsers: 165

Cumulative hours of service: 0-00
(35 of yesterdy)

Volunteer Forms

Click the name of the form to print it
from your home computer.
Remember to drop off the completed
form st the Volunteer Services office.
Please stop by Volunteer Services if
you're unable to print the form.

Background Check Release Form

Parking Permit Application Form

= it

Close this window | Privacy policy

My Schedule

News

Welcome to the Volunteer
Information Center. This new online
feature gives you an easy way to
keep-in-touch with the volunteer
program. You can check your
schedule, post your volunteer
service, receive messages, and
much more: anytime, and from any
Internet connected computer.

Watch this space for more volunteer

news!

Your Assignments

Welcome Center Desk
(Assigned) More. .

My Service History | Time Sheet

Volunteer Information Center

Account

VicNet Training Video

If you are new to VichNet, please click
the link below to watch a short
training video

D

VicTouch Training Video

When you arrive for duty, you will
sign-in using VicTouch. If you are
new to VicTouch, please click the Ink
below to watch a short training video.

Coordinator Training Video

If you're a new Coordinator, please
click the link below to watch a short
training video.

From the Home tab, you can access any of the other available tabs, or click on any buttons
or links your organization has chosen to include. Depending on how your organization has
VicNet setup, you may see news from your organization; links to documents that you can
view, print or download; or links to other web sites with resources you may need.

The Mail tab
The Mail tab in VicNet is where you can see messages (called Vic Mail) sent to you from the
person who coordinates volunteers for your organization. New messages appear on top, and



a list of read messages appears on the bottom. To read a message, click on the Subject of
the message.

Here is an example of what a VicNet Mail tab might look like:
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Volunteer information for Andrea Campbell

Volunteer Information Center

Home ' Mail | MyProfile | MySchedule | MyService History | Time Sheet | Account

Instructions

To view 8 message, simply click on the message subject.

New messages

Subject Sent

Bedford Falls 10K 09-04-2014

If you haven't heard, we are proud to be a co-sponsor of this year's Bedford Falls 10K run. This event is an important fund

raiser for our organization, plus it promotes health and wellness.

This years 10K run will be held on Saturday, October 18th at 8:20 am. As a co-sponsor, we will be responsible for staffing
the registration booth from 7:00 am - 8:00 pm on Friday, October 17th, as well as from 7:00 am - 2:00 am on the morning of
the race.

Registration booth staff will be responsible for handing out race day packets and t-shirts to registerad participants. If you're
interested in helping us staff the booth, please call Carol at 555-202-2391.

Thank you,
Carol Luden
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Old Messages

Subject

Sent

New Parking Permit Neadad 09-04-2014
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Close this window | Privacy policy

The My Profile tab

The My Profile tab lets you see and (if your organization permits) update your personal
information. The form sections and fields that appear on the tab are selected by your
organization. They can choose to make certain fields required so you need to enter
information in them in order to save the page. Or they can make certain fields "read-only" so
you can see the information in the field, but you will not be able to change it. Please
remember to click the Save button if you make any changes.

The following is an example of what the VicNet My Profile might look like:
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Volunteer information for Andrea Campbell

_[ml Mail || MyProfile “ My Schedule H My Service History “ Time Sheet M Accountl

Instructions

The following information is currently on file in your volunteer record. To update your records, enter your new information in
the spaces provided. Click any of the "Save” buttons to save your changes or additions.

Contact Information
First name: |Andres ]
Last name: Campbell |
Title:[ Choose ¥ |

Type: Adult
Street 1: 2304 Burke Street |
Street 2: l I
Street 3:| |
City: Jenison |
State: | MI v | Zip:4gats |
Home phone: [781) 328-3084 | ® oK tocall me nere
Work phone: | | &7 oK to call me rere

Photo
Click the Upload link if you would like to upload a photo of yourself.

Upload

Demographics

You may optionally provide the following information. It is used only to help us get a better idea of the demographic make-up
of our volunteers.

Date of birth:|Dec ¥ || 27 ¥ || 1974 ¥ |(year optional)
T-Shirt Size:| 025 V¥ |
Ethnieity:| White/Caucasian ¥ |

Skills & Experience
In which of these areas do you feel you have moderate to excellent skill? Check all that apply.

Skills & Interests: () Cash Register (] Computer - Advanced ¥ Computer - Basic
¥ Computer - Intermediate ¥ Data Entry [ | Disbetes Education
[} Office Work [ | Patient Assistancs [} Patient Companionship

[} Spiritual Counseling [ | Telephone Answering [} Writing/Publishing



Availability

Please indicate the days and times you are ususally available to voluntser.

Sun Mon  Tue Wed Thu Fri Sat
Morning: (] a a a a a a

Afternoon: [ (] a a (] a a

[ S S - e m e m e

The My Schedule tab

Another tab you might see in VicNet is the My Schedule tab. This tab lets you view and print
your schedule, in addition to adding or removing yourself from a schedule if your
organization allows this.

Your My Schedule tab might appear in a monthly view as shown below:
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Volunteer information for Andrea Campbell

Volunteer Information Center

[Homo “Mail ” My Profile ” My Schedule ” My Service History “ Time Sheet “ Account]

Instructions

Your regularly scheduled volunteer shifts appear on the calendar. Click the "Next month" or "Previous Month" buttons to view
a different month. For a printable view of your schedule click the "Printable view" button.

i n

HELP =~ =
WANTED We need volunteers on days that have the 'Help wanted' symbol. Click
any of these days to learn more or to sign-up.

LSO TR All my assignments

Schedule yourself for volunteer duty

NN SN September 2014

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 6
Labor Day 7:00a-11:00a 7:00a-11:00a 4 5
Weicome Center Weicome Center
Desk Desk 7.00a-11:00a 7.00a-11:00a
\Weicome Center \Weicome Center
Desk Desk
7 8 9 10 13
7:00a-11:00a 700a-11:00a 7:00a-11:00a 11 12
Weicome Center \Weicome Center Weicome Center
Desk Desk Desk 7.00a-11:00a 7.00a-11:00a
Weicome Center \Weicome Center
Desk Desk
14 15 16 17 mm = 20



7:00a-11:00a 7:00a-11:003 7:00a-11:00a 18 & 19 &
Vieicomes Center Velcoms Center Vieicomes Center

beek Deek beek 7:00a-11:00a 7:00a-11:00a

Velicoms Center Vieicoms Center
Desk Desk
21 22 23 24 HELF HELF HELF
7:003-11:003 7:003-11:00a 7:003-11:003 25 Uald 26 Walsd 27 WGl
Vieicomes Center Velicoms Center Vieicomes Center
Deck Deck Deck 7:00a-11:00a 7:00a-11:00a
Veicoms Center Vieicoms Center
Desk Desk
28 29 30
7:00a-11:00a 7:00a-11:00a
Vieicomes Center Veicoms Center
Desk Desk
- I' I I tab I‘ ' .
™

Close this window | Privacy policy

If you are scheduled for an assignment, you will see the assignment and times listed on the
dates you are scheduled for. If your organization allows you to self-schedule, there will be a
Help Wanted icon on the dates where help is needed. To serve on a date where help is
needed, click on the date and then click the Schedule me button.

If your organization allows you to remove yourself from the schedule, click on a date you are
scheduled and then click the Remove me button to take yourself off of the schedule.
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Volunteer information for Andrea Campbell

Volunteer Information Center

Home | Mail | MyProfile | MySchedule | MyService History | Time Sheet | Account

Schedule for

Thursday, September 25, 2014

You are scheduled

7:00ato11:00a
Welcome Center Desk neszipror

an't serve on this date? Click the Remove me button to remove yourself from these times .| ~ ¢ | xl I ” . l
Schedule

Welcome Center Desk zezzdpion

7:00 ato 11:00 2 Campbel, Andresa
11:00 a to 3:00 p Mata, Christina
3:00 p to 7:00 p Stover, Heather

Close this window | Privacy policy

If you do not see the Remove me button, your organization either does not allow you to
remove yourself from the schedule, or you are too close to the scheduled date to remove
yourself. Each organization selects how many days prior to your scheduled date you can
remove yourself. In either case, you will need to contact the organization you volunteer with
to remove yourself if the Remove me button does not appear.

Instead of the monthly calendar view, your organization may select to have the My Schedule
tab formatted in a list view. An example of this is shown below:

. Your Logo
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Volunteer information for Andrea Campbell

Home | Mail | MyProfile | MySchedule | MyService History | Time Sheet | Account

Instructions
Your regularly scheduled volunteer shifts appear on the calendar. Click the "Next month" or "Previous Month" buttons to view
a different month. For a printable view of your schedule click the "Printable view” button.



Sign-Up!

Schedule yourself for volunteer duty

Click the "Remove ma"
button to remove

yourself from the
schedule for a selectad
Date Assignment From To assignment and date
a ‘sclg%f:l( ;o ?rehp:er;\:; 4,2014 \éveeslkc?me Center Desk [Info .o p 11:00p
SChedJl%% a“l;’ (S“I'ethersdT:; 4, 2014 ‘geeslkc?'m Center Desk [Info  -00 . 110082
® gy September 5, 2014 (Friday) ‘E’,V:s'ﬁ‘]’"‘e Center Desk(info  7.09 5 11:00p
scheduai e » September 5, 2014 (Friday) ‘g:s'ﬁ;’me CenterDesk[Info  7.00. 11.004
scheduied for ® September 8, 2014 (Monday) [ =icome CenterDeskinfe  7.004 11:004
schedJloe%al;er’ f-'ffsgn:;e)' 220 \El)veeslkc?me Center Desk(info  7.004 11:00a
schedlrl%%al;er’ (Sv?lﬁr:nebs:ra;)o 2014 \éveeslkc?me Center Desk[Info -00 . 11008
@] ‘gl;%&ll( ;0 (STethers‘r?:; 11,2014 \geeslkc?me Center Desk [Info  -.o p 11:00p
schedJloe% a';er’ (“::»I_ehpl}em‘r?:; 11,2014 ‘E‘)veeslkc?m Center Desk [Info  -.00 . 11.004
O a§hecklo september 12, 2014 (Friday) ‘g:s'k";"“e CenterDesk[info  7.005 11:00p
scheduiad foy ® September 12,2014 (Friday) [ =icome CenterDeskin®o  7.004 11:004
schedLTloe%aI;er’ ?n:mr:;a)er 15,2014 \El)veeslkctlxne Center Desk [Info  -.00 . 11.004
schedlrl%%al;er’ ?reupetes;nat;e)r 18,2014 \éveeslkc?me Center Desk[Info -00 . 11008
schedtrloe%alt')‘f’ (S\zﬁr:ne::ra;)? 2014 \geeslkc?me Center Desk [Info  -00 . 110082
a 1?.2%?5 go (S_prehpl}ers‘r?:; 18,2014 \El)veeslkctlxne Center Desk [info - 09 p 11:00p
scheds(l%% a';er’ ?rehpfr;\:; 18,2014 ‘E’)veeslkc?me Center Desk[Info -00 . 11008

Printable view

Click Continue to schedule yourself for the assignments and dates selected above

Shifts you are already scheduled for show up with green text and if you can remove yourself
there will be a Remove me button on the right side of the list. Opportunities to serve are
displayed with red text along with a checkbox. To schedule yourself, check a box next to an
opportunity and then click the Continue button.



The My Service History tab

The My Service History tab shows volunteer service recorded on your volunteer record. If
your organization uses mandatory service programs where you are asked to perform a
certain amount of service in a certain amount of time, you may see a progress chart that
shows your progress in meeting the goal. Here is an example of what the My Service History
tab might look like:
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Volunteer information for Andrea Campbell

Home | Mail | MyProfile | MySchedule | MyService History || Time Sheet | Account

Instructions

Click the "Printable view" button for a printable view of this information.

Jun.-Sept. 2014 Service Challenge Service Goal

Hours

Service goal: 320:00
Recorded so far: 244:00
Service remaining: 76:00

Started: 06-01-2014
Target date: 09-20-2014

Days left: 28
Progress:
|
| 0% | 25% | 50% | 75% 100% |
Totals

Start date: December 26, 2007
Year-to-date hours: 676:00
Life hours: 2,754:25

Service by year

Click on a year to view your records for the year.

Merit
Year Hours hours Absences
2014 676:00 920:30 1
2013 1,012:28 1,012:20 3
2012 1,016:00 1,016:00 0
2010 2:40 2:40 0
2009 22:58 22:56 0
2008 22:20 22:2 0
Life total: 2,754:25 3,007:55 4

Close this window | Privacy policy
Notice that the service information is collapsed by year to start. You can click on a year to

expand the view to show all service entries made for you during the year. Click on a date to
show the service details for a particular entry.

The Time Sheet tab




If your organization wants you to enter service hours, you will see a Time Sheet tab. As with
the other VicNet tabs, this can be setup in several different ways so do not be concerned if
your Time Sheet tab does not match the one shown below:
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Volunteer information for Andrea Campbell

Home || Mail || MyProfile || MySchedule || MyService History || Time Sheet || Account

Instructions
To post your hours, enter your service information in the Time Sheet box and then click the "Continue" button.

Time Sheet

What was the date of your August 2014
service?
S M

25
o

31
(o)

September 2014
S M T

1 2
o O

Whst times did youserve?| 8 ¥ |:{00 ¥ |/am ¥ |unti|2@ Vv |:/00 ¥ ||am V|

Which assignment did you
serve in?

Your recent service entries:
Date Assignment Hours

| Choose one v

Welcome Center Desk .
02-20-2014 [Main Hospital\Info Desk] a0

Welcome Center Desk .
08-28-2014 [Main Hospital\Info Desk] a0

Welcome Center Desk .
NS [Msin Hospitalinfo Desk]  +°C

Welcome Center Desk .
02-26-2014 [Main Hospital\Info Desk] a0

Welcome Center Desk .
08-25-2014 [Main Hospital\Info Desk] a0

For your complete service history select the "My Service History" tab.




To post hours, you will need to choose a date for the service and either the number of hours,
or your start and stop times on the date you served. Your organization may also have you
select the assignment and other service measure (such as mileage or travel times) for the
service entry. Click the Continue button and confirm your entry when you are done posting
your service.

The Account tab

The Account tab is where you will go to set a permanent password, change your permanent
password, opt-in or out of text messaging, and change your message preferences. If you
sign-in with a temporary password, you will be directed to the Account tab before you can
access the other tabs.

If you do not have a password, or have forgotten it, you can have a link sent to you so you
can create a password. You can learn more about how this works link here.

If the organization you volunteer with has enabled text messaging, you will also see a
section on the Account tab for text messaging. You can use this section to opt-in to text
messaging, opt-out of text messaging, or change the types of messages you receive by text.
You can find information on how to do these things here.

An example of how the Account tab may look is shown below:

_ Your Logo
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Volunteer information for Andrea Campbell

Home ' Mail | MyProfile | MySchedule | MyService History | Time Sheet | Account

Change your password
You can change the password you use to access your volunteer information. Enter your current password, enter your
new password twice, and then click the Save button

Your new password must:

Be batween § and 30 characters long

Contsin both letters and numbers.

Contain a combination of both uppercase and lower case letters.

Contain at least one character that is not a letter or number, such as #5& or 7.

. s s

m
a3
m

ter your current password here:

m
= |
Ld

r your new password here:

1Ll
)
m

Enter your new password again:

L
0d
(=]


https://www.volgistics.com/ex/help.dll?ACT=21&TOPIC=1307
https://www.volgistics.com/ex/help.dll?ACT=21&TOPIC=1291

Message Preferences (Email / Text Messaging)
Use this section to opt-in and opt-out of text messaging (also known as "SMS”). You can change preferences
for how you would like o receive messages, whether as emails, text messages, or none.

1. Please Enter Your Mobile Device Number:

\Volgistics Volunteer Alerts sends reminders, alerts, and custom messages from
System Operators and Coordinators using text messaging (SMS). Please tell us where we can send
messages:

Enter 8 mobile phone number Your country

United States v
This is a required field.
Supported Carriers: AT&T, Sprint, Nexte!, Boost, Verizon Wireless, U.S. Cellular®,
T-Mobile®, Cellular One Dobson, Cincinnati Bell, Alltel, Virgin Mobile USA, Cellular South,
Unicel, Centennial and Ntelos.

2. How do you prefer to receive these types of messages?

Automated Messages

Text
Email Message None
Schedule reminders
Checklist reminders
Custom Messages
Email
Email Wotitatian None

Electronic newsletters
Recruitment appeals
Information Request

If you have any questions about how to use VicNet, you should contact the volunteer
office at your organization.

The following videos explain more about how to use VicNet. Each video shows a different

way an organization may have VicNet setup. Choose the video that matches your
organization's VicNet setup the closest.

How to Use VicNet for Volunteers with Calendar View and
Time Sheet

How to Use VicNet for Volunteers with List View and Time
Sheet

€0 1TULOrlc How to Use VicNet for Volunteers with Calendar View


https://www.volgistics.com/Videos/HT1148A.htm
https://www.volgistics.com/Videos/HT1148B.htm
https://www.volgistics.com/Videos/HT1148C.htm

How to Use VicNet for Volunteers with List View

Related Help
Help Topic 1147 - How to Sign-In and Sign-Out at VicTouch: A Guide for Volunteers

Help Topic 1215 - How to Use VicNet Mobile: a Brief Guide for Volunteers

Help Topic 1230 - How to Use VicNet: a Brief Guide for Coordinators

Help Topic 1291 - How Volunteers & Coordinators Opt-in & Opt-out of Text Messaging

Help Topic 1307 - Forget your password? (Volunteers and Coordinators)



https://www.volgistics.com/ex/help.dll?ACT=21&TOPIC=1147
https://www.volgistics.com/ex/help.dll?ACT=21&TOPIC=1215
https://www.volgistics.com/ex/help.dll?ACT=21&TOPIC=1230
https://www.volgistics.com/ex/help.dll?ACT=21&TOPIC=1291
https://www.volgistics.com/ex/help.dll?ACT=21&TOPIC=1307
https://www.volgistics.com/Videos/HT1148D.htm

