VSys One Volunteer Sign In System

Instructions for Volunteer Users

Log in:
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To Log in to the kiosk, enter your ID number and click [Log in]. If your system is configured for it,
you may also swipe a magnetic stripe card or use a barcode reader. If you do not see a way to enter
your ID, click the [Log In] button at the top.

If any news items or images are showing, clicking on one of them will bring up the log in screen, too.
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Instructions for Volunteer Users

Surveys:
Sometimes when you first log in you may be presented with a survey. To answer, select the blue

button which corresponds with your answer. Press the green [Next Question] button to continue. To
skip the survey, click the red [Skip survey] button at the top. The survey will show again the next
time you sign in.

rFreferences x Skip survey

Please tell us a little about your volunteering preferences so that we can
better focus our efforts.

Next

Once you have reached the last question, click the [Done] button and the survey will end.

rFreferences x Skip survey

Please tell us a little about your volunteering preferences so that we can
better focus our efforts.

Why do you volunteer?

Skills development Personal growth

Challenge! Contact with clients

Boredom Have you met my spouse?!

' Previous

x/ Done

Question

A confirmation box will appear with your name and the name of the survey you have just completed.
Click the [OK] button to continue.

Melissa Bergin

Preferences
Thank you!
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Instructions for Volunteer Users

New messages:

If you have any new messages these will pop up when signing in. Click the red [Done] button when
you have seen it and you will continue on. If you would like to send a reply click the blue [Send a

reply] button.
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Melissa,

Thanks!

-Jessica

.j Send a reply

Would you please stop at the Volunteer Office before you go home this afternoon?

If you choose to send a message back by clicking on [Send a reply], a message window will open.
Click the letters on the screen to “type” in your message, or use a keyboard if one is provided.

g Response

Subject:
Note

Message:
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Jess,
I'll be done at 4 and T'll stop in then.
-Melissa
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If you walk away from the screen or don't interact with it and the countdown on the [Cancel] button
reaches zero, the kiosk will log you out without sending your message.
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Instructions for Volunteer Users
Checking in for a shift:
If the time is close to a scheduled shift or there are jobs you can check in for, you will be given the

option to check in for the job, check in for a different job or to Continue to your profile. Your
current job will show in green, listing the start time. Other jobs you might sign in for are in blue.

Coffee Cove (02:00 PM)

Clerical

General Job
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Instructions for Volunteer Users

Your Profile:
Once you have logged in, you will see a screen with your information.

MIElS5d bergin m

‘ &) Check in (q ‘ (=) Send us a message @‘ ‘ i Print a report Q

@ WMelissa,
@ MY Would you stop by the office before you leave today to confirm your schedule for the
Spring Semester?

messages New Parking

Q>
Note(01/04/2012)
My schedule

Thanks!

@©

y past
hours

@@

Who's here

B [

By clicking on the screen, you can:

Check In.

Send us a message in the volunteer office.

Print a report

View your messages.

View your schedule.

View your past hours (of when you have volunteered).
See who’s here and volunteering.

OOO®OOO

At any time, clicking the red [Exit] button will close your profile.

(Some of these buttons and options may not be available depending on your schedule and how the
system is configured.)
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Instructions for Volunteer Users

Checking In:
Clicking on the [Check in] button will bring up a listing of the jobs available for check-in.

MIClisod DErgini

‘ &) Check in ‘ ‘ (=) Send us a message ‘ ‘ i< Print a report

@ M elissa,
My Would you stop by the office before you leave today to confirm your schedule for the

. Spring Semester?
messages New Parking

Thanks!

Note(01,/04/2012)
My schedule

©
My past
hours
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Who's here
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A green button indicates a job you are currently scheduled for while blue buttons are other jobs you
are eligible to do. Click on the blue or green job buttons and you will be asked to Check in for that

job.

CIELK 1

Coffee Cove (02:00 PM)

Clerical

General Job
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Instructions for Volunteer Users

Viewing Messages:
Clicking My messages brings up a list of your messages. The subject or date shows first and then
the message.
Melissa bergin
‘ &) Check out

= New Parking Melissa,
Please stop by the Volunteer Cffice to pick up your new parking tag.
My

Thanks!
messages WS ZIZIE)]

My schedule

‘ &3 Send us a message ‘ ‘ i Print a report ‘

©

My past
hours

9

Who's here

[) Send a reply] U Previous(

Clicking on a subject or date will bring up the message on the screen. Or use the [Next] and
[Previous] buttons at the bottom of the screen to move through the messages.
Click the [Send a reply] button to respond to a message you have received.

Melissa bergin

& Check in =) Send us a message [ Print a report
=) [T == )
My Subject:
mMessages  Note(dl/04/2012) Note
Message:
New Parking |
My schedule
Note(01/04/2012)
@
My past
hours
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Instructions for Volunteer Users

My Schedule:
Clicking on My schedule brings up a calendar of any jobs you have scheduled. Use the green
arrows to move the calendar to another month.

IMlelissd bergin

‘ &) Check out ‘ ‘ () Send us a message ‘ ‘ i2 Print a report
@ @ January 2012 o
M Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Y 1 2 3 5 6 7
messages Bam-Moon Bam-Moon
Coffee Cove Coffee Cove
My schedule 8 9 10 11 12 13 14
Bam-Noan Bam-Noan
_ Coffee Cove Coffee Cove
©
My [P 15 16 17 18 19 20 21
hours
Bam-Noon Bam-Noon
@ Coffee Cove Coffee Cove
Who's here 22 23 24| 25 26 27 28
B8am-Noon B8am-Noon
Coffee Cove Coffee Cove

29 30 31

8am-Noon
Coffee Cove

My History:
Clicking My past hours will show you a list of the jobs and times you have worked.

Melissa bergin

‘ &) Check out ‘ ‘ =) Send us a message ‘ ‘ i Print a report ‘
= Last hours: 01/04/2012, last year: 32:00, lifetime: 32:00
My Date * | Job Start ' Duration ' Location

messages = 12/20/2011 Library Assistant 08:00 AM 4:00 General.Main Wing
12/13/2011 Library Assistant 08:00 AM 4:00 General.Main Wing

@ 12/06/2011 Library Assistant 08:00 AM 4:00 General.Main Wing
11/29/2011 Library Assistant  08:00 AM 4:00 General.Main Wing
11/22/2011 Library Assistant 08:00 AM 4:00 General.Main Wing
@_ 11/15/2011 Library Assistant  08:00 AM 4:00 General.Main Wing
11/08/2011 Library Assistant 08:00 AM 4:00 General.Main Wing
11/01/2011 Library Assistant 08:00 AM 4:00 General.Main Wing

My schedule

My past
hours

9

Who's here
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Instructions for Volunteer Users

Checking Out :
After your shift you need to check out. Use your ID code to Log in again.

(=) Send us a message
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You will be asked it you want to check out from your assignment.
Melissa Bergin

Checking out for Coffee Cove
(check-in was at 8:52am)

Check out

Continue to my profile Cancel check-in

It will then confirm that you have been checked out.
Melissa Bergin

Thank you

You are now checked out from Coffee Cove.
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