Volunteer Hours

Maricopa County Parks and Recreation Department

Instructions for recording volunteer service hours in Volgistics



Overview

» The following presentation is intended to train Maricopa County Parks and
Recreation Volunteers to record service hours electronically.

» The Volgistics Volunteer Logistics program is used to record and maintain
volunteer service hours, contact information, availability, and more.

» Volunteers will be issued a log in name, password, and instructions to record
and update hours from Volunteer Coordinator.



Getting Started

» The Volunteer Coordinator will send you a “welcome email” that will include a link to the page, login
(individual email address), and temporary password.

» Once you have opened the link, enter email address in Login Name box, and temporary password. Select
GO.

» Enter temporary password again and then a new one you will remember.

Maricopa County .
Parks and Recreation Departaent Volunteer Information Center

Maricopa County

J : Volunteer information for Josh Groban
Parks and Recreation Department Logln
I Home "Mail " My Profile " My Schedule " My Service History " Time Sheet " Account I
Enter your email address and your volunteer information center password, and then click the Go button. Change your passward
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.
Login name: | | Vour new password must:
Password ] | * Be different from your current password.

* Be between 6 and 30 characters long.
= Contain both letters and numbers.

Forget your password? Help
Enter your current password here:
Need a password? | | (Required)

Enter your new password here:

‘ *(Required)

e Enter your new password again:
m | \“(Required)




Update contact information

» Select MY PROFILE tab and make sure contact information is correct. Select SAVE.

Maricopa County .
Parks and Recreation Department Volunteer Information Center

Volunteer information for Josh Groban

I Home " Mail " My Profile " My Schedule " My Service History " Time Sheet " ﬂccnuntl

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: |Jcsh |

Last name: |Gruban |
Title:

Street 1: |1234 Sesame St. |

Street 2: | |

Street 3: | |

City: [Phoenix |

State: [AR____ v] Zip:[85015 |

Home phone: l:l [ ok to call me here
Work phone: l:l [ ok to ca me neve




Recording Volunteer Hours

» Select TIME SHEET tab, select the date you worked, and enter the hours
served. Select CONTINUE.

Marico I a County
Parks and u.-f!?.....n u.-pmm..nf.' Volunteer Information Center

wvolunteer information for Josh Groban

| Home |[mail || My Profile || My Schedule || My Service History || Time Sheet || Account |

Instructions
To post your hours, enter your service information in the Time sheet box and then click the *Continue® burton.

Time Sheet

What was the date of your July 2017
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Your recent service entries:

rone

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




Recording Volunteer Hours

» Select the TIME SHEET tab, choose the date you worked, and enter the hours served.

Select CONTINUE.

» Next, confirm your entry by selecting YES to save or NO if you need to make changes.

Maricopa County
Parks and Recreation [Deparment

volunteer information for Josh Groban

pasta Volunteer Information Center

[ Home |[Mail |[ My Profile || My Schedule || My Service History || Time Sheet || Account

Instructions
To post your hours, enter your service information in the Time Sheet box and then click the “Continue® burton.

Time Sheet

WWhat was the date of your July 2017
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Your recent service entries:

Mone

For your complete servics history select the "ny Service History™ @b,

Maricopa County ]
Parks and Recreation Deparment Volunteer Information Center

volunteer information for Josh Groban

I Home || Mail || My Profile || My Schedule || My Service History || Time Sheet |I Account

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

Time Sheet

Please confirm your entry:

“ou served on:  Thursday, August 10, 2017
Assignment:  Trail Maintenance [MMaricops Trail\Trail mMaintenance]

Hours: 3.00
Is this correct?

Yes click ves to save this enury

“ Click Mo if you want to make a change

Your recent service entries:

MNone

For your complete service history s=lect the "Ry Service History" tab.




» You will then see this message:

Maricopa County i
Pk mad Bacxeating Dicpartms Volunteer Information Center

Volunteer information for Josh Groban

Thank you!

\We appreciate your service. Login again soon to check your messages and see what's new.

» All volunteer service hours need to be entered on a weekly basis, and
completed NO LATER THAN the 3" day of the following month.




Questions

» If you have any questions regarding entering volunteer hours, please contact
the Volunteer Coordinator at richardk@mail.Maricopa.gov or 928-501-9212.



mailto:richardk@mail.Maricopa.gov

