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1. Welcome

Welcome to the Volunteer Management Information System Army Volunteer Corps
Volunteer User Guide. The Volunteer Management Information System provides
many tools to manage volunteer activities for the Army Volunteer Corps. The
following Volunteer Management Information System tools are available to
volunteers and staff.

Volunteer
Management
Information
System Tools

Description

Public Tools Public tools are available to all users of the site, including non-registered users of
MyArmyOneSource.com website. Public Tools provide users the ability to locate
volunteer opportunities, find an Army Volunteer Corps Coordinator, or register as
a volunteer.

Volunteer tools provide “approved” volunteers the ability to track their hours, have
Volunteer Tools hours approved by their Army Volunteer Corps Organization Point of Contact or
Army Volunteer Corps Coordinator, and manage their Volunteer Service Records.

Volunteer Supervisor tools provide Army Volunteer Corps Coordinator, Army
Volunteer Corps Organization Point of Contact, Army Volunteer Corps Regional
Managers, Organization Program Managers, and Army Volunteer Corps Program
Managers the ability to view and manage volunteer program activities within their
areas of responsibility.

Volunteer
Supervisor Tools

Volunteer Management Information System Tools (table 1.1)

Who Should Use This Manual

The Army Volunteer Corps Volunteer User Guide provides the information needed for
an Army Volunteer Corps Volunteer to get started using the Volunteer Management
Information System.

Roles and Responsibilities

Volunteers are Volunteer Management Information System users who have been
approved for a specific volunteer position by an Organization Point of Contact or
authorized as a volunteer by an Army Volunteer Corps Coordinator. There are two
types of Volunteers: Non-User Volunteers and User Volunteers. The Volunteer roles
and responsibilities are as follows:

1. An Non-User Volunteers is not registered as a volunteer, so the Army Volunteer
Corps staff manages their Volunteer Service Record.

2. A User Volunteers registers as a volunteer, so they track their own hours and
manages their own Volunteer Service Record.
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3. All Volunteers track their own Service History and Annual Summary information.

4. All Volunteers manage their own profile information.
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2. Access the Volunteer Tools

Volunteer Management Information System
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To apply for a volunteer position, navigate to the Army OneSource
https://www.myarmyonesource.com.

Monday, September 21, 2009 | Logi

website at

Oinling Tralning

ARMY OneSource

Al Search Army OneSource.. G

_| Family Programs
and Services School Services and Libraries and BOSS

ANNOUNCEMENTS

ACTIVE ARMY NATIONAL GUARD ARMY RESERVE GIFTS TO ARMY
LEARN MORE + EARN MORE + LEARN MORE +

LEARN MORE +

Become A Volunieer
Cenference Center 95

Child, Youth and  Education, Careers Recreation, Travel Communities and

Connect with Local Resou

Home Mot a Member? Join Now!

[;) ARMYBook
b

Update Profile

AOS Forums

Marketplace

MILITARYONESOURCE.COM
LEARN MORE

Army OneSource Homepage (fig. 2.1)

To login to the Army OneSource site, click the Login link at the top of the screen.
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Tue Dec 29, 2009 | Login Home Mot a Member? Join Now!

Cnline Tralning ﬁ ARMYBook
‘ A R M Y 0 n e So u rce Become A Volunteer < Update Prafile
Search Army OneSource

Family Programs Health Care Soldier and Family  Child, Youth and  Education, Careers Recreation, Travel Communities and Community Support
and Services Housing School Services and Libraries and BOSS Marketplace

Sepyices Locator & AOS Forume

Already a Member? Login Here! Not a Member yet? Register Now!

REGISTER TODAY!
| THE NEW ARMY OneSource

7.‘ Iﬁ Persanalization Soclal Networking
2 |

User Name:

Password:

Forgotten your password?

Army OneSource Login Page (fig. 2.2)

Enter your Username and Password, and click the button.

Welcome Alysea! | Tue Dec 29, 2009 | Logout | & Chat Online with Technical Support Home MyPage

ARMY OneSource e

Betome A Volunteer & Update Profile .

Search Army OneSource... ‘C

Family Programs Health Care Soldier and Family  Child Youthand  Educstion, Careers Recreation, Travel Communitiesand Community Support
and Services Housing School Services and Libraries and BOSS Marketplace
Army Reserve Family

il he

elearning Center

Sarvices Locator & AOS Forums e

Family Readiness Graups

Family Programs nt l n
Financial Literacy Game

Home and Family Life Library
Resources

National Guard Family
Management

Surviving Families

Volunteering Become a Volunteer -
Wounded Warriors VMIS Home ANNDUNCEMENTS
ACS Staff

Quick Links

GoTo

Previous 1 2 3

Sy~

i?:TILHAR\'BNESUURCE.C oM
4] i LEARN MORE +

ACTIVE ARMY gL TIONAL GUARD . ARMY RESERVE PEGIFTS TO ARMY
SELEARN MORE + g LERRN MORE % LEARN MORE + i (LEARN MORE +
_—
B -
Bacome & fan of Army Accessibility Contact Us  Content Regqusst Disclaimer  Newslett Up Secunty and Privacy Translate this pag
OneSource an Facebook

Site Map Support Update Password
Army OneSource Homepage (fig. 2.3)
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To navigate to the Volunteer tools, rollover the Family Programs and Services
tab, rollover Volunteering, and then click on Become a Volunteer.

The Public options screen is displayed.

AVC Wolunteer | Public

Opportunity Lacater | Applications | Veluntzer Profile | Coordinater Locatar

Activity options for potential volunteers.

Please Select an Option

@ Opportunity Locator

Set selection criteria to generate a list of volunteer opportunities in your area and in your area of interest. View opportunity details and submit Volunteer
Applications for those opportunities that appeal to you.

@ Applications

Manage the Volunteer Applications you have submitted for volunteer opportunities.

@® Volunteer Profile
Create or edit your AVC Volunteer profile.

@ Coordinator Locator
Find the nearest AVC Coordinater and Military Community.

Public Volunteer Options Screen (fig. 2.3)
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2. Apply for a Volunteer Position

One of the first tasks of an Army Volunteer Corps Volunteer is to locate and apply for
available volunteer positions.

‘Become a

To locate and apply for positions, click the ¥ Volunteera button at the top of any
Army OneSource screen.

Once you complete all of the options on this screen and your application is accepted,
you will be able to access the Volunteer Tools.

On the Public screen, click the Opportunity Locator link.

AVC Volunteer | Public

Opportunity Locator | Applications | Volunteer Profile | Coordinator Locator
Public

Activity options for potential volunteers.

Please Select an Option

@ Opportunitykocator
Set selection u@a to generate a list of volunteer opportunities in your area and in your area of interest. View opportunity details and submit Volunteer
Applications fol se opportunities that appeal to you.

@ Applications
Manage the Volunteer Applications you have submitted for volunteer opportunities.

@ Volunteer Profile
Create or edit your AVC Volunteer profile.

@ Coordinator Locator
Find the nearest AVC Coordinator and Military Community.

Public Screen (fig. 2.1)

The Opportunity Locator screen is displayed.
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Opportunity Locator

Set selection criteria to generate a list of volunteer opportunities in your area and in your area of interest. View opportunity details and submit Wolunteer Applications
for those opportunities that appeal to you.

Volunteer Opportunity Locator

You may enter one search item in the textboxes provided or 8 comma-separated list of items.

Select By Military Community

Select By Address

city | |
State | |
Country | please Select >
Organization [l ~|

Select By Keyword

Opportunity Locator Screen (fig. 2.2)

Use the Opportunity Locator dropdown menus and textboxes to set up selection
criteria to generate a list of volunteer opportunities in a physical area and/or area of
interest. Pay particular attention to the Community and Organization dropdown
menus.

Click the button to display a list of volunteer opportunities based on the
search criteria.

The Opportunity Search Results screen is displayed.
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Opportunity Search Results

Review all of the volunteer opportunities meeting the criteria you selected. Click on a Position to see details and to submit a Volunteer Application for the one you
choose.

Please note that vou must be logged in to submit an Application; if not logged in, you will be prompted to login first (vou can also register as a site user at that point
if necessary).

Search Criteria: Country = "United States’

Viewing 1-10 of 27125 Opportunities Page 1 of 2713 B Go to page: l:l @
Organization ‘Community

Layette Coordinator 13th ESC Lavette Fort Hood

FRG Leader 168th Medical Battalion USAG Daegu

Treasurer 168th Medical Battalion USAG Daegu

Battalion Newsletter Editor 1-7 Battalion/ 108th BDE Fort Bliss

Battery Key Caller - Charlie 1-7 Battalion/ 108th BDE Fort Bliss

Battery Key Caller - Delta 1-7 Battalion/ 108th BDE Fort Bliss

Battery Key Caller - HHE 1-7 Battalion/ 108th BDE Fort Bliss

Battery Treasurer - Bravo 1-7 Battalion/ 108th BDE Fort Bliss

Battery Treasurer - Charlie 1-7 Battalion/ 108th BDE Fort Bliss

Battery Treasurer - Delta 1-7 Battalion/ 108th BDE Fort Bliss

If vou're not getting any matching opportunities, you can contact the volunteer coordinator for your area directly. Use the "Coordinator Locator” menu option to

go to a search page that will help vou locate the nearest coordinator and military community, and provide contact information.

Opportunity Search Results Screen (fig. 2.3)
The Opportunity Search Results screen displays the position title, organization,
and community for all available volunteer positions.

Use the Page and Go to page tools to navigate through the list of available
positions.

Note: If the search does not locate a volunteer opportunity, contact the local
Army Volunteer Corps Coordinator directly.

Organization ‘Communi
Layette Coordinator 13th ESC Layette Fort Hood
FRG Leader 168th Medical Battalion USAG Daegu
Treasurer 168th Medical Battalion USAG Daegu
Battalion Newsletter Editis 1-7 Battalion/ 108th BDE Fort Bliss
Battery Key Caller - Che@ 1-7 Battalion/ 108th BDE Fort Bliss

Opportunity Search Results Screen (fig. 2.4)

Click on the Position link to view additional details about a volunteer opportunity.

The Volunteer Opportunity Details screen is displayed.
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Volunteer Opportunity Details

View additional details about the selected opportunity.

Community ~ Fort Bliss
Organization  1-7 Battalion/ 108th BDE
Title  Battalion Newsletter Editor
Position Type  Ongoing position
Posted  3/15/2007
Duties  Organize a volunteer newsletter staff (reporters, writers, editors, typists, illustrators, collators,
mailers). Qversee gathering of information from all sources; organizing, writing and editing of
material;
typing or werd processing; final editing and layout. Provide advance copy to Cemmander/Rear
Detachment Commander or designee te review all official Army informatien prier te printing. Submit
camera-ready copy to unit for reproduction; arrange for collating, stapling, labeling and mailing. Sclicit
feedback and moenitor effectiveness of process. Not required to have a moter vehicle to perform
duties. Use of government vehicle is authorized for this position. Use of government vehicle is provided
without detriment to the accomplishment of the unit's mission.
The use of a vehicle is not required to perform these duties and is specifically prohibited.
Credential or License Required  No
Qualifications  Typing, spelling, grammar skills. Ability to write concisely.
Training

Orientation

Time Required  One year commitment.
10 to 12 hours per month.

Evaluation Superviser: FRG Leader.
Evaluation to be performed on a bi-annual basis by the primary supervisor and volunteer manager.

Benefits
Address

Contact Person

AVC Coordinater

The "Apply” button will take you to the Volunteer Application for this position. There you provide contact and background information which will be emailed to
the peaple responsible for staffing this position. Their contact information will also be emailed to you.

Volunteer Opportunity Details Screen (fig. 2.5)

Review the details of the volunteer position. Click the button to apply for the

volunteer position.

The Submit Application screen is displayed.
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Submit Application

Submit a Volunteer Application for a selected position.

Volunteer Application

Privacy Act Advisory Statement

When you submit this page, the information below is emailed to the Army Volunteer Corps Coordinator (AVCC) and Organization Point of Contact (OPOC)
responsible for the position you've selected. He or she will contact you with additional questions or instructions on what to do next.

Fill in missing contact information or update the current information. You may use the Note field for supplemental information en your geals, qualifications, related

p , p , limitations, etc. A

message with contact information will be emailed to you at the address you provide here.

The "Applications” menu optien displays a list of the Volunteer Applications you've submitted. There you can view their status, update and resubmit them, or delete

them once you're accepted for a position.

Position
Position
Organization
Community

Background Check Required

Battalion Newsletter Editor

1-7 Battalion/ 108th BDE

Fort Bliss

No

Name

Cemmunity

Address

HQDA

San Diego, Califernia

Volunteer Profile

= Branch of Service

* Army Cemponent

Family Member

Retired

* Pay Grade

* Email

Home Phone

Work Phone

Have Preference Limits

Hote

* = Required Label underlining = Popup help

Not Applicable v

L 1

If there are any special considerations that may limit your volunteer preference, check the fellowing
checkbox and explain in Note.

O

0 of 1000 charact

Minor

* Name

* Phone

Email

* Address Line 1

Address Line 2

* City

* State

= zip

Country

If you are a minor--under 18 vears of age and not married--check the following checkbex. Minors must
have parental permission to volunteer, and must provide contact information for your parent or
guardian.

O

Parent/Guardian Contact Information

[
L 1
[
]
]
]
[

[United states v

Submit Application Screen (fig. 2.6)

Complete the a

Then, click the Submit | button to submit the application to the local Organization
Point of Contact or Army Volunteer Corps Coordinator, who must accept the
application before the volunteer position will appear on you’re My AOS page.

plication information. Asterisked (*) fields are required.

10
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To see if your application has been accepted, click on the Applications link.

®

Public

Activity options for potential volunteers.

Please Select an Option

AVC Volunteer | Public
Opportunity Locator | Applications | Volunteer Profile | Coordinator Locator

Opportunity Locator

Set selection criteria to generate a list of volunteer opportunities in your area and in your area of interest. View opportunity details and submit Volunteer
Applications for those opportunities that appeal to you.

Applicati : -
Manage the eer Applications you have submitted for volunteer opportunities.

Volunteer Profile
Create or edit your &VC Volunteer profile.

Coordinator Locator
Find the nearest AVC Coordinator and Military Community.

Public Screen (fig. 2.7)

The Applications screen is displayed.

Applications

Manage the Volunteer Applications you have submitted for volunteer opportunities.

Volunteer Applications

Viewing 1 of 1 Applications
Submitted ‘Organization Position Status

12/29/2009 Army Community Service (ACS) Technical Support Submitted Edit

Applications Screen (fig. 2.8)

This screen displays the applications you have submitted and their status. Once the
application has been accepted, the Status of the application will change from
“Submitted” to “Accepted”.

o

Public

Activity options for potential volunteers.

Please Select an Option

AvC Wolunteer | Public
Opportunity Locator | Applications | Volunteer Profile | Coordinator Locator

Opportunity Locator

Set selection criteria to generate a list of volunteer opportunities in your area and in your area of interest. View opportunity details and submit Volunteer
Applications for those opportunities that appeal to you.

Applications

Manage the Volunteer Applications you have submitted for volunteer opportunities.

Volunteer Prafifa-
Create or edit vy W Volunteer profile.

Coordinator Locator
Find the nearest AVC Coordinator and Military Community.

Public Screen (fig. 2.9)

11

www.ArmyOneSource.com © 2010 — Confidential and Proprietary



Volunteer Management Information System
Army Volunteer Corps Volunteer User Guide

Next, click on the Volunteer Profile link to open your profile screen.

The Volunteer Profile screen is displayed.

Volunteer Profile

Create or edit your AVC Volunteer profile.

Volunteer: Aly Sno

@

Privacy Act Advisory Statement

User Profile Information

* = Required Label underlining = Popup help

Name Aly Sno

* Last Four Digits of S5N  [1111 |

Military Community HQDA

Address  San Diego, California 92121

Contact Information

* Home Phone | (858) 272-8565

Waork Phone

Fax Phane

Volunteer Profile Screen (fig. 2.10)

Scroll down and make sure that all of the required fields marked with an asterisk (*)

are completed, and then click on the button.

Click on the Coordinator Locator option.

AVC Volunteer | Public
Opportunity Locator | Applications | Volunteer Profile | Cosrdinator Locator

Public

Activity options for potential velunteers.

Please Select an Option

@ Opportunity Locator
Set selection criteria to generate a list of volunteer opportunities in your area and in your area of interest. View opportunity details and submit Volunteer
Applications for those ocpportunities that appeal to you.

@ Applications
Manage the Volunteer Applications you have submitted for volunteer opportunities.

@® Volunteer Profile
Create or edit your &VC Volunteer profile.

@ cCoordinatoritecator
2
Find the near: C Coordinator and Military Community.

Public Screen (fig. 2.11)
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The Coordinator Locator screen is displayed.

AVC Volunteer | Public

Opportunity Locator | Applications | Veluntesr Profils | Coordinator Locator
Coordinator Locator

Find the nearest AVC Coordinator and Military Community.

e —
®

Each military community has an Army Volunteer Corps Coordinator (AVCC) whao is responsible for volunteer activities in and around their area. This page is
provided for potential volunteers who may not have a military affiliation and don't already know the name of their nearest military community. When a user
registers, they must indicate which military community they will be associated with. Use this page to locate the nearest AVCC and military community.

You may enter one City or State in the textboxes provided or 2 comma-separated list of items.

Select By City |San Diegs By State
Or Country |P\ease Select &I Or Military Community |P|ease Select M
| Clear AllFilters | [ Search |
Wiewing 1 of 1 Volunteer Coordinators
Military Community Phone Address
San Diego MEPS (858) 874-2400 ext 220 4181 B Ruffin Road E
San Diego, California 52123

Wiewing 1 of 1 Veolunteer Coordinators

Coordinator Locator Screen (fig. 2.12)

Enter at least one location selector and click the button. Entering the name
of the state you live in is a good start. If you live near the border to another state,
you might want to include it. For example, you could enter "Virginia, Maryland" in
the By State field to search for coordinators in both.

The search results will display the location and phone number of the nearest Army
Volunteer Corps Coordinator and military community.

You can click on the Email link to contact the Army Volunteer Corps Coordinator.

13
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3. Access the Volunteer Tools

To navigate to the Volunteer Tools, rollover the Family Programs and Services
tab, rollover Volunteering, and then click on Volunteer Tools.

online Training Ei ARMYBooK
A R MY one So u rce Become A Volunteer & Update Profile
Search Army OneSource... G

Family Programs Health Care Soldier and Family  Child, Youth and  Education, Careers Recreation, Travel Communities and

and Services Housing School Services and Libraries and BOSS Markatplace
Army Reserve Family | B
Programs

Conference Center 9 ADS Forums

Family Readiness Groups
Family Programs
Financial Literacy Game

Home and Family Life Library
Resources

National Guard Family
Management

Surviving Families L Y
Volunteering Become a Volunteer
Wounded Warriors VMIS Home ANNODUNCEMENTS

ACS Staff Volunteer Tools Customize your My A

Quick Links

CoTo

Army OneSource Homepage (fig. 3.1)

AVC Volunteer | Publ\cn
Service History | VSR | Annual Summary | Volunteer Profils

The AVC Volunteer screen is displayed.

AVC Volunteer

Activity options for Army Volunteer Corps (AVC) volunteers.

Please Select an Option

Service History

Centralized management and tracking of all your volunteer activities.

VSR

Review your Volunteer Service Record (VSR), a compilation of your volunteer profile and service history. Download as DA FORM 4162, Volunteer Service
Record.

Annual Summary
Volunteer hours by day for a year. Download as DA Form 4713, Volunteer Daily Time Record.

Volunteer Profile
Edit your AVC Volunteer profile.

AVC Volunteer Screen (fig. 3.2)

Note: If you have not completed your Volunteer Profile, you will need to click

on that link first and finish it before you can select any of the other options on
this screen.

14
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Volunteer Tools Description

1 Navigation Bar Use to navigate between Volunteer and Public tools.

2 Service History Use to manage and track a volunteer's activities from a central
location.

3 VSR Use to view the Volunteer Service Record, which includes a
compilation of a Volunteer’s Profile and Service History.

4 Use to view a Volunteer’s hours by day for a year timeframe.

Note: The deadline for an Army Volunteer Corps Volunteer to enter
Annual Summary hours for a service performed during a given month is the 15th of the
following month. After the 15th of the month, the Army Volunteer
Corps Volunteer cannot enter dates for a previous month.

5 | Volunteer Profile Use to manage the Volunteer’s profile.

AVC Volunteer Screen (table 3.3)

Welcome Aly! | Tue Dec 29, 2008 | Logout | & Chat Online With Technical Support Home My A

Online Training B ARMYSoak

.I ) " <
- ARMY OneSource )
— SENEEILDEIN' '-\‘ AOS Forums: 9

Family Programs Health Care Soldier and Family  Child, Youthand Education, Careers Recreation, Travel Communitiesand Community Support
‘Housing School Sarvices and Libraries and BOSS Marketplace

Army OneSource Homepage (fig. 3.4)

You can also access the Volunteer tools through the My AOS Page link at the top
right of the screen to open your My AOS Page.

You will see Recommended Gadgets in the top box of the screen.

Add Content 'E Change Appearance @ Help

Recommended Gadgets

We would like to recommend following gadgets to you:

AVCC Locator Add Now Volunteer Opportunity Locator Add Now Volunteer Service Hours Add Naw

dd the gadget to your page

My AOS Page (fig. 3.5)

Click on the Add Now link to add these gadgets to your My AOS page. One gadget
that should be added is the Volunteer Service Hours gadget.

15
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Gadgets are added to the left side of your page, but you may drag them to sit
anywhere on the page that is convenient for you.

Note: Your position will not appear in the "Volunteer Service Hours” gadget until
your registration is complete.

volunteer Service Hours B\ FRG News =M j volunteer Center

) 1 .
Recent Positions Hours | [ &) New Website helps with [ B ave voluntid,
after deployment issues A

E Cere Instructor 0.00 Service ry

View Service History... 4 VSR

Annual Summary

'Ep WA ramps up job search

AVCC Locator | Menu | for injured vets

Volunteer Profite

AVCC Locator
Find the nearest AVC Coordinator & Military Community &) Sesame Street Coaches
{2onUs anhy). Kids Through Parent's \ MY:

Enter your ZIP code: Deployments, Returns 3 H OF THE NATION™

Advanced Locator

& Army Family Covenant

Nearest AVC Coordinator:
B DoD Announces New

Name Community Distance Relocation Tool for
D v Tester Test Community 0 miles Families wi We recognize...
_..The commitment and increasing sacrfices that our Families are
<" My ArmyBook Updates making every day.

My AOS Page (fig. 3.6)

Click on the AVC Volunteer link in the Volunteer Center box to display the AVC
Volunteer screen.

AVC Volunteer | Public

Service History | ¥SR | Annual Summary | Volunteer Profile
AVC Volunteer

Activity options for Army Volunteer Corps (AVC) volunteers.

Please Select an Option

@ Service History

Centralized management and tracking of all your wvolunteer activities.

@ VSR

Review your Volunteer Service Record (VSR), a8 compilation of your velunteer profile and service history. Download as DA FORM 4162, Velunteer Service
Record.

@ Annual Summary
olunteer hours by day for a year. Download as DA Form 4713, Volunteer Daily Time Record.

@ Volunteer Profile
Edit your AVC Volunteer profile.

AVC Volunteer Screen (fig. 3.7)

16
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4. Service History

Volunteer hours can be entered in three ways: add hours for one day, add hours for
open dates (several weeks at a time), or add hours for a time period (month,
quarter, year). All volunteer hours must be certified and approved by an Army
Volunteer Corps Coordinator or Organization Point of Contact. If hours are submitted
as “period” hours, the Organization Point of Contact or Army Volunteer Corps
Coordinator needs to be notified so that he/she can manually go into the volunteer’s
Volunteer Service Record to change the status of the hours to “certified”.

Note: If hours are submitted as PERIOD hours, the Organization Point of Contact
or Army Volunteer Corps needs to be notified so that he/she can manually go into
the volunteer’s Volunteer Service Record to change the status of the hours to
"CERTIFIED".

To submit your volunteer hours for a position, click on the position title link.

Volunteer Service Hours

=M ] Volunteer Center

. |
'Ep New Website helps with |A: B avc voluntear

after deployment issues

Recent Positions Hours

Core [nstructor ] 0.00

View Service History...

'@ WA ramps up job search

Service History
VSR

Annual Summary

Wolunteer Profile

AVCC Locator | Menu | for injured vets
AVCC Locator T
Find the nearest AYC Coordinator & Military Communit [

AVC Volunteer Screen (fig. 4.1)

You can also click on one of the Service History links.

Volunteer Service Hours

=M ] Volunteer Center

. |
Recent Positions Hours 'Ep New Website helps with |'\: B avc voluntear

after deployment issues
Core [nstructor 0.00 # Service History
View Service History... A i * VSR

: # Annual Summary
'@ WA ramps up job search

AVCC Locator | Menu | for injured vets
AVCC Locator T
Find the nearest AYC Coordinator & Military Communit [

AVC Volunteer Screen (fig. 4.2)

* ‘olunteer Profile

The Service History screen is displayed with a list of your volunteer positions.
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Service History
Centralized management and tracking of all vour volunteer activities.

Volunteer: Aly Sno

DOpen AVC Services

Started Position

Organization

Status

Total Hours

12/30/2009 Core Instructor Army Family Team Building (AFTE) Active 0.00 Houyy
A
1

Total Submitted and Certified Hours (day and period) 0.00 ﬁﬁ

Optional Additional Lists

V] Closed AVC Services [¥] Mon-AVC Services [¥] Awards T’au‘lrg [ Crientations [ Files Save Selections

Service History Screen (fig. 4.3)

Whether you navigate here via the position title link on the AVC Volunteer screen

or through one of the Service History links, click the Hours link to the right of a
position to add hours for that position.

Hours
Manage your volunteer service hours.

Service Hours For Days

Core Instructor, Army Family Team Building (AFTB), HQDA

Show Hours For (&) Day O Period Status .

Date Hours Status Note

We're sorry, there are no records to display.

i
Add For Open Dates | | Add For Day | | Return |
1

Time entry deadline: For administrative reporting reasons, all time entries must be completed no later than the 15th of the fol ing month. After the 15th, time
entries for date= earlier than the current month can only be added by OPOCs and AVCCs.

Hours Screen (fig. 4.4)

Record your volunteer service hours for the month, and then click the
| Add For Open Dates | button.
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www.ArmyOneSource.com © 2010 — Confidential and Proprietary



Volunteer Management Information System
Army Volunteer Corps Volunteer User Guide

The Add Hours page is displayed.

Add Hours

Record your volunteer service hours.

Core Instructor, Army Family Team Building (AFTB), HQDA

12/1/2009 - 12/30/2009

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
12/01 | 12/02 | 12/03 | 12/04 | 12/05 |
12/06 | 12/07 | 12/08 | 12/09 | 12/10 | 12711 | 12712 |
12/13 | 12/14 | 12/15 | 12/16 | 12/17 | 12/18 | 12/19 |
12/20 | 12/21 | 12/22 | 12/23 | 12/24 | 12/25 | 12/26 |
12/27 | 12/28 | 12/29 | 12/30 |

==

Hours certified by the OPOC are shown in green and cannot be edited. For administrative reporting reasons, the deadline for entering hours forl%ice
performed during a given month is the 15th of the following month--after the 15th, hours cannot be entered for dates in the previous month. The data entry
boxes for dates for which hours cannot be added or edited are colored gray.

Add Hours Screen (fig. 4.5)

Enter your hours in the text boxes for the coordinating day, and click on the
button to submit your hours to the local Organization Point of Contact or Army
Volunteer Corps Coordinator for certification and return to the Hours screen.

Hours

Manage your volunteer service hours.

Service Hours For Days
Core Instructor, Army Family Team Building (AFTB), HQDA

Show Hours For (&) Day O Period Status .

Date Hours Status Note

We're sorry, there are no records to display.

Add For Open Dates | | Add For Day | u:l Return |
;

Time entry deadline: For administrative reporting reasons, all time entries must be completed no later than the 15th of the following month. Aﬁ:erwlsth, time
entries for date= earlier than the current month can only be added by OPOCs and AVCCs.

Hours Screen (fig. 4.6)

To record your hours for the day, click on the button.
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The Edit Hours page opens.

Edit Hours

Edit your volunteer service hours.

Core Instructor, Army Family Team Building (AFTB), HQDA
* = Required Label underlining = Fopup help

Status  Submitted

*Date |12/30/2009 Calendar

0 of 200 characters used

Saveand Return [} | Return |
{ i

Edit Hours Screen (fig. 4.7)

Select a date if you are entering hours for another day than the present one. Enter
Save and Return

your hours, any notes, and click on the | button to return to the
Hours page where you will see the hours you entered in the list.

Note: If you or your Organization Point of Contact are having trouble viewing any
hours that were submitted, please check to see if they were added in as Day or
Period hours. If they were added in as Period hours, then the Organization Point
of Contact will need to go into the VSR and certify them manually.

Hours

Manage your volunteer service hours.

Service Hours For Days
Core Instructor, Army Family Team Building (AFTB), HQDA

Show Hours For (& pay () Period Status |AII \_—v_l
Viewing 1-7 of 7 Days

Date ~ Hours Status Note

12/30/2009 B8.00 =
12/28/2009 4.00
12/21/2009 4.00 5
12/16/2009 8.00 5
12/14/2009 4.00

12/7/2009 4.00 -

RN R R R

12/2/2009 8.00 =

Total Hours  40.00

Add ForOpenDates | | AddForpay | |

Time entry deadline: For administrative reporting reasons, all time entries must be completed no later than the 15th of the following month. After the 15th, tiTe
entries for dates earlier than the current menth can only be added by OFOCs and AVCCs.

Hours Screen (fig. 4.8)
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Click on the button to return to the Service History page.

Service History

Centralized management and tracking of all your volunteer activities.

Volunteer: Aly Sno

Open AVC Services

Started Position Organization Status Total Hours
12/30/2009 Core Instructor Army Family Team Building (AFTB) Active 40.00 Hours
Total Submitted and Certified Hours (day and peried) 40.00

Optional Additional Lists

Select: [ Closed AVC Services [INon-AVC Services [ Awards [ Training [JOrientations [JFiles Save Selections ]

—\

Service History Screen (fig. 4.9)

To change the Service History list, select the applicable Optional Additional Lists

. s Selecti
checkboxes, and then click the | Sve selechions | button.

Add a Non-Army Volunteer Corps Service

Service History

Centralized management and tracking of all your velunteer activities.

Volunteer: Aly Sno

@

Open AVC Services

Startad Position Organization Status Total Hours
12/30/2009 Core Instructor Army Family Team Building (AFTE) Active 40,00 Hours
Total Submitted and Certified Hours (day and period) 40.00

Optional Additional Lists

Select: D Closed AVC Services Mon-&VC Services D Awards DTra\ning D Orientations D Files Save Selections

Non-AVC Services

Started Position Organization Status Total Hours

We're zorry, there are no records to display.

Service History Screen (fig. 4.10)

To add a new Non-Army Volunteer Corps Service, select the checkbox under Optional
Additional Lists.
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Scroll down to locate the Non-AVC Services section and then click the

button.

The Add Non-AVC Volunteer Service screen is displayed.

Add Non-AVC Volunteer Service

Add a volunteer service that's not defined in VMIS for your community. To add past AVC services, contact your AVC Coordinator.

Volunteer: Brian Hober

[ saveand AddAncther | [ saveandReturn | [ Retura |

* = Required Label underlining = Popup help

* Position | |

Organization | |

Include |

Service Status | active vjl
* started |
Endad Calendar

Total Hours

Add Non-AVC Volunteer Service Screen (fig. 4.11)

Complete the volunteer service information. Asterisked (*) fields are required.

. Save and Ret
Then, click the 2 men
Save and Add Another

| button to add one award, or click the

| button to save and add another volunteer service.

Once the Non-Army Volunteer Corps volunteer service information has been
submitted, it goes to the Organization Point of Contact or Army Volunteer Corps
Coordinator for certification and approval.

Add an Award or Special Recognition

Awards and Special Recognition

Received Type of Award or Special Recognition

We're sorry, there are no records to display.

Service History Screen (fig. 4.12)

To add new Awards and Special Recognitions, select the checkbox under Optional
Additional Lists.

22

www.ArmyOneSource.com © 2010 — Confidential and Proprietary



Volunteer Management Information System
Army Volunteer Corps Volunteer User Guide

Scroll down to locate the Awards and Special Recognitions section and then click the

button.

The Add Volunteer Award screen is displayed.

Add Volunteer Award

Add a record of a volunteer award or special recognition.

Volunteer: Brian Hober

* = Required Label underlining = Popup help

Presented By

Indicate the provider of this wolunteer experience. Select the AWC organization group or community organization within a group if applicable. Enter the name if
it's not listed. Use only one of these three provider identification options.

Crganization Group ‘ |

Organization \ v|

Other | |

* Award

* Date | calendar. |

Add Volunteer Award Screen (fig. 4.13)

Complete the award information. Asterisked (*) fields are required.

. Save and Ret
Then, click the 2 men
Save and Add Another

| button to add one award, or click the

| button to save and add another award.

Once the award information has been submitted, it goes to the Organization Point of
Contact or Army Volunteer Corps Coordinator for certification and approval.

Add a Training

Training

Completed Type of Training Hours Presented By

We're sorry, there are no records to display.

Service History Screen (fig. 4.14)

To add new Training, select the checkbox under Optional Additional Lists.
Scroll down to locate the Training section and then click the button.
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The Add Training screen is displayed.

Add Training

Add a record of a training class, academic program, or other formal educational experience.

Volunteer: Brian Hober

* = Required Label underlining = Popup help

Presented By

Indicate the provider of this volunteer experience. Select the AVC organization group or community organization within a group if applicable. Enter the name if
it's not listed. Use only one of these three provider identification options.

Organization Group | “
Organization | v‘
Other | |
* Training

Degree/Diploma/Certification Received
or in Pursuit of

Date Started Calendar

Add Training Screen (fig. 4.15)

Complete the training information. Asterisked (*) fields are required.

. Save and Ret
Then, click the 2 e
Save and Add Another

| button to add one training, or click the

| button to save and add another training.

Once the training information has been submitted, it goes to the Organization Point
of Contact or Army Volunteer Corps Coordinator for certification and approval.

Add an Orientation

Orientations

Completed Type of Orientation Presented By

We're sorry, there are no records to display.

Service History Screen (fig. 4.16)

To add new Orientations, select the checkbox under Optional Additional Lists.

Scroll down to locate the Orientations section and then click the button.
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The Add Orientation screen is displayed.

Add Orientation

Add a record of a volunteer orientation you have attended.

Volunteer: Brian Hober

#* = Required Label underlining = Popup help

Presented By

Indicate the provider of this volunteer experience. Select the AVC organization group or community organization within a group if applicable. Enter the name if
it's not listed. Use only one of these three provider identification opticns.

Organization Group ‘ v

Organization ‘ vl

Other | |

Details

* Orientation ‘ |

*pate | | [ calendar

Certified No

| saveandaddanother || saveandReturn | [ Return |

Add Orientation Screen (fig. 4.17)

Complete the orientation information. Asterisked (*) fields are required.

. Save and Ret
Then, click the 2 men
Save and Add Another

| button to add one orientation, or click the

| button to save and add another orientation.

Once the orientation information has been submitted, it goes to the Organization
Point of Contact or Army Volunteer Corps Coordinator for certification and approval.
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5. Manage a Volunteer Service Record

The Volunteer Service Record includes information about a Volunteer’s Profile,
Service History, Positions Held, Awards and Special Recognitions, Training, and
Volunteer Annual Hours Record. This information comprises the Volunteer Service
Record, DA FORM 4162.

To view the Volunteer’'s Volunteer Service Record, click one of the VSR links.

Volunteer Service Hours B FRG News =M jj volunteer Center

) |
Recent Positions Hours | [ &) New Website helps with [ B Avc volunteer

after deployment issues )
E Cere Instructor 0.00 & Service History

- * VSR

Wiew Service History...
& Annual Summary

'@ WA ramps up job search

AVCC Locator | Menu | for injured vets * ‘olunteer Profile

AVCC Locator &

Find the nearest AVC Coordinatar & Military Communit

My AOS Screen (fig. 5.1)

AVC Volunteer | Fublic

Service History | VSR | Annual Summary | Volunteer Profile

AVC Volunteer

Activity options for Army Volunteer Corps (AVC) volunteers.

Please Select an Option

@ Service History
Centralized management and tracking of all vour volunteer activities.

@ VSR

Rev@wr Volunteer Service Record (W3R), a compilation of your volunteer profile and service history. Download as DA FORM 4162, Volunteer Service
Reco

@ Annual Summary
Volunteer hours by day for a year. Download as D& Form 4713, Velunteer Daily Time Record.

@ Vvolunteer Profile
Edit your AVC Volunteer profile.

AVC Volunteer Screen (fig. 5.2)
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The VSR screen is displayed.

VSR

Review your Volunteer Service Record (WSR), a compilation of your volunteer profile and service history. Download as DA FORM 4162, Volunteer Service Record.

| Download DA Form 4162 | | Edit Volunteer Profile | ‘ Edit Service History |

Volunteer Pr

Name of Volunteer  Hober, Brian

Home Address San Diego, California
Email Address
Telephone Numbers:
Home
Worlk

Fax

Sex
Date of Birth  1/1/0001
Sponsor Name
Sponsor Unit Address
Deceased No
Branch of Service Army
Army Component  Active Duty
Family Member
Retired
Fay Grade
Children at Home  (no selection)
Initial Commitment  (no selection)
Education (no selection)
Work Experience

Wolunteer Experience

Special Skills, Interest, Hobbies

Service History

POSITIONS HELD

Start Date Type of Position

We're sorry, there are no records to display.

AWARDS AND SPECIAL RECOGNITION

Date Type of Award /Special Recognition Presented At

We're sorry, there are no records to display.

TRAINING

Date Type of Training Hours Completed

We're sorry, there are no records to display.

VOLUNTEER ANNUAL HOUR RECORD

VSR Screen (fig. 5.3)
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Download the Volunteer Service Record

VSR

Review your Volunteer Service Record (WSR), a compilation of your volunteer profile and service history. Download as DA FORM 4162, Volunteer Service Record.

Download DA Form 4162 | [ Edit Volunteer Profile | | Edit Service History

Volunteer Profile

VSR Screen (fig. 5.4)

To download the Volunteer Service Record to DA Form 4162, click the
Download DA Form 4162

button. Then, click the Save button to download a
Volunteer Service Record copy to the local computer or click the Open button to
view the Volunteer Service Record online.

Edit the Volunteer Profile Information

VSR

Review your Volunteer Service Record (WSR), a compilation of your volunteer profile and service history. Download as DA FORM 4162, Volunteer Service Record.

| Download DA Form 4162 ‘ | Edit Volunteer Profile |

Edit Service History

Volunteer Profile

VSR Screen (fig. 5.5)

To edit Army Volunteer Corps Volunteer Profile information, click the
Edit Voluntear Profile

button to open the Edit Volunteer Profile.

Volunteer Profile

Create or edit your AVC Volunteer profile.

Volunteer: Brian Hober

Privacy Act Advisory Statement

User Profile Information

* = Required Label underlining = Popup help

Name Brian Hober
Military Community HQDA

Address  San Diego, California

Contact Information

* Home Phone

Work Phone

Fax Phone

Volunteer Profile Screen (fig. 5.6) 28
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Then, click the button to apply changes.

Edit the Volunteer Service History
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VSR

Review your Volunteer Service Record (VSR), a compilation of vour volunteer profile and service history. Download as DA FORM 4162, Volunteer Service Record.

Download DA Form 4162 ‘ | Edit Volunteer Profile | ‘ Edit Service Iﬁsl:nrv:—;: S

Volunteer Profile

VSR Screen (fig. 5.7)

To edit Service History, click the se il button to open the
Service History screen.

Service History

Centralized management and tracking of all vour volunteer activities.

Volunteer: Brian Hober

O]

Open AVC Services
Started Position Organization Status Total Hours

Total Submitted and Certified Hours (day and period) 0.00

We're sorry, there are no records to display.

Optional Additional Lists

Select: Closed AVC Services Non-AVC Services Awards Tr’amlng Orientations Files Save Selections

Closed AVC Services

Started Position ‘Organization Status Total Hours

Service History Screen (fig. 5.8)

Modify the applicable Army Volunteer Corps Services, Non-Active Army Volunteer
Corps Services, Non-Army Volunteer Corps Services,
Awards and Special Recognitions, Training, Orientations, and Files checkboxes.

Then, click the Save Selections button to apply changes.
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6. View Volunteer Annual Summary

Use the Volunteer Annual Summary tool to view volunteer hours by day for a
complete year. This information comprises the Volunteer Daily Time Record, DA
Form 4173.

AVC Volunteer | Fublic
Service History | VSR | Annual Summary | Volunteer Profile

AVC Volunteer

Activity options for Army Volunteer Corps (AVC) volunteers.

Please Select an Option

@ Service History

Centralized management and tracking of all vour volunteer activities.

@ VSR

Review your Volunteer Service Record (W3R), a compilation of your volunteer profile and service history. Download as DA FORM 4162, Volunteer Service
Record.

@ Annual Summar;
Volunteer hours by n@\:r a year. Download as DA Form 4713, Wolunteer Daily Time Record.

@ Vvolunteer Profile
Edit your AVC Volunteer profile.

AVC Volunteer Screen (fig. 6.1)

To view the Volunteer’s annual summary, click the Annual Summary link on the
AVC Volunteer screen. The Annual Summary screen is displayed.

Annual Summary

Volunteer hours by day for a year. Download as DA Form 4713, Volunteer Daily Time Record.

Volunteer: Brian Hober

vear
1| 2| 3| 4| 5| 8| 7| 8| $|10|11|12|13|14|15|16(17|18|19|20|21|22|23|24|25|26|27|28|29|30|31 TOTAL
JAN 0
FEB o
MAR o
APR. 0
MAY o
JUN 0
JuL o
AUG o
SEP 0
ocT o
NOV 0
DEC o
TOTAL: O

NOTE: Totals may vary slightly from the sum of the hours displayed, since hours are rounded for display.

Annual Summary Screen (fig. 6.2)

From the Year dropdown menu, select the year to report on. Then, click the
Download as Form 4713

button to download the Annual Summary report.
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7. For Additional Assistance

If you have any additional questions that this guide did not answer, please don't
hesitate to contact us regarding your comments, thoughts, or ideas on how we can

continue to meet your needs.

You can reach us through live chat or email us through the Contact Us link located
at the bottom of the screen.

pdate Password  Disclaimer

Content Reguest  Security and Privacy  Site Map  Accessibility Support  Newsletter Sign Up  Contact Ls

ARMY OneSource

-_ Search Army OneSource. ..

Army OneSource Homepage (fig. 7.1)
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