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1. Introduction

The Department of Veterans Affairs (VA) Voluntary Service (VAVS) operates one of the largest
volunteer programs in the Federal Government, supplementing staff and resources in all areas of
patient care and support. VAVS’ mission is to provide a structured volunteer program under the
management of VA compensated employees in cooperation with community resources to serve
Veterans and their families with dignity and compassion.

The Voluntary Service System (VSS) is an Enterprise web application that allows staff to track
volunteers, assignments, schedules, hours, and the affiliated organizations. The VSS
Enhancement project tracks donations and provides information on volunteer data for a variety
of purposes. As mandatory requirements for on-boarding volunteers (including security)
increase, significant improvements are needed to meet these demands.

The term “user” throughout this document refers to Voluntary Service staff members, not actual
volunteers.

© This User Guide was drafted in a test environment and therefore the data is not active.

1.1 Purpose

The purpose of this VSS Enhancements User Guide is to provide summaries and step-by-step
instructions for all VVSS user screens. The intent of this document is to familiarize users with the
functionality released with VSS*5*3.

The VSS User Guide is a reference manual used in conjunction with the online help in the VSS
application. The User Guide provides an overview similar to the online help with the steps and
procedures in a print form.

In addition, VAVS staff uses VSS to track the thousands of volunteers used for the national
rehabilitation events. The VSS User Guide may be accessed on-line through the Vista
Documentation Library (VDL) at the following address:
http://www.va.gov/vdl/application.asp?appid=135

e This guide only includes what is completed through the most current Software build in
Production. Future functionality is captured and provided at a later date.
1.1.1 Document Orientation

The VSS User Guide and Artifact Repository for VSS can be accessed through the following
link: http://www.va.gov/vdl/application.asp?appid=135
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1.1.2 Organization of the Manual

Future updates to this document include sections corresponding to the different organizations
that use the VSS application; Central Office (CO), the Enterprise Management Center (EMC),
and the Voluntary Service Timekeeping stations.

The full VSS Menu includes the following areas of functionality:

1.

S T

Volunteer Records - for viewing and editing volunteer master records.

Time Posting - for recording hours of regular and occasional volunteers.

Awards - for issuing awards to volunteers.

Donations - for tracking donations to a Veterans Health Administration (VHA) facility.
Reports - for generating reports on various aspects of a facility’s activities and personnel.

Maintenance - for tailoring the VVSS application to a site's needs (e.g., entering local
services, organizations, and programs).

Reference — for accessing important links, policies, procedures and other
publications directly from VSS Web.

User Administration - for viewing and assigning security roles to system users.

Figure 1 - VSS Home Page and Menu Descriptions
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1.1.3 Assumptions
This Guide includes the following assumptions:

VSS*5*3 incorporates Standard Data Services lookup tables so that all current sites such
as the Veterans Integrated Service Networks, Veterans Affairs Medical Centers, and
Community Based Outpatient Clinics (CBOCs) are available for users and updated
periodically.

Military time is the standard for user interface (Ul) input. The user may have the ability
to set preferences which customizes the output display.

All times entered and displayed are in the user’s local time zone, which is
synchronized when the user logs into the application.

The VA standard inactive period of 15 minutes applies to this system. The user is
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automatically logged out unless they choose to remain active. The VSS application (and
its interfaces) is running on the most current platform supported by OI&T.

e The Structured Query Language (SQL) Extensible Mark-up Language 3.0 functionality is
replaced. According to Enterprise Operations (EO), when users are moved off the SQL
Server 2008 to SQL Server 2012, the functionality is not supported.

1.2 Disclaimers

1.2.1 Software Disclaimer

A This software was developed at the Department of Veterans Affairs (VA) by employees of the
Federal Government in the course of their official duties.

Pursuant to title 17 Section 105 of the United States Code this software is not subject to
copyright protection and is in the public domain.

VA assumes no responsibility whatsoever for its use by other parties, and makes no guarantees,
expressed or implied, about its quality, reliability, or any other characteristic. We would
appreciate acknowledgement if the software is used.

This software can be redistributed and/or modified freely provided that any derivative works
bear some notice that they are derived from it, and any modified versions bear some notice that
they have been modified.

1.2.2 Documentation Disclaimer

A The appearance of external hyperlink references in this manual does not constitute
endorsement by the Department of Veterans Affairs (VA) of this website or the information,
products, or services contained therein.

The VA does not exercise any editorial control over the information you may find at these
locations. Such links are provided and are consistent with the stated purpose of the VA.
1.3 References and Resources

e VHA Forms and Publication Search page
http://vaww.va.gov/vapubs/search action.cfm?dType=2

e Handbook 1620.01 Voluntary Service Procedures
http://vaww.va.gov/vhapublications/ViewPublication.asp?pub_1D=2165

e Handbook 1620.02 Volunteer Transportation Network
http://www.va.gov/vhapublications/ViewPublication.asp?pub 1D=3042

e VA Handbook 6500 — Information Security Program
http://vaww.va.gov/vapubs/viewPublication.asp?Pub 1D=793&FType=2

° Handbook 4721 VHA General Post Fund Procedures
http://vaww.va.gov/vhapublications/ViewPublication.asp?pub 1D=1571
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1.4 National Service Desk and Organizational Contacts

Table 1 - Service Desk and Organizational Contacts Table

Name Role Organization | Contact Info
OI&T National Service Desk Tier 1 Support Ol&T 1-855-673-4357
Financial Systems Team Tier 2 Support OI&T 1-855-673-4357
Health Product Support Tier 2 Support VHA 1-855-673-4357
Vista Patch Maintenance Tier 3 Application Support | OI&T 1-855-673-4357

1.5 Documentation Conventions

The VSS Development Team adheres to the documentation requirements as required by VIP
in compliance with VA and Product Development documentation standards.

Table 2 - Documentation Icon Tables

Symbol

Description

Active

Active or Inactive — Displays the status of a function. Clicking on
this icon displays a message, indicating whether a user could
proceed to inactivate the function.

A

CAUTION or DISCLAIMER - Used to inform the reader to take
special notice of critical information.

Default Station Icon - Clicking on this icon displays a dialog box

o that allows you to specify which station's data is the default station
data when you start or restart the application.

) Delete — Delete icon is used to delate information in an existing

i record.

# Edit - Edit icon is used to view or change information in an existing

record

Email — Clicking on this icon enables the user to send an email.

PR

HELP Icon - Clicking on this icon displays the Help page explaining
how to use the screen you are on.

i NOTE or Reference - Used to inform the reader of general
information and reference material.
: I Print Icon — Click to print a copy of the report.
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Symbol

Description

W

Refresh Report Icon - Used to refresh the report.

2 Mext Last

Next Page Buttons — Click the buttons to view a specific page, or
Navigates to a specific page. Enter the page number into the text
field and press Enter.

2. System Summary

VSS is an Enterprise web application that tracks volunteers, their assignments, schedules,
hours, and their affiliated organizations. The new VSS enhancements track donations and
provide information regarding volunteer data for a variety of purposes. For additional VSS
information, refer to the Table below.

Table 3 - VSS System Information

VSS System Information

System Name:

Voluntary Service System v5*1

System Type:

Enterprise Web Application

Hosting Type

Enterprise Operations Managed

Information Security Officer:

Robert Caldwell, Robert.Caldwell@va.qgov

2.1 System Configuration

New system features proposed for the VSS Enhancements project are categorized as functional or

non-functional.

Functional requirements represent new features or functions requested by the business. Non-
functional requirements represent documentation, disaster recovery, 508 compliance, security, and
system performance requirements.
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3. Getting Started

Over 80,000 volunteers contribute more than 11 million hours of service to Veterans annually.
Currently, VSS does not support the ability to categorize this volume of volunteers. Due to
increased demands for on-boarding security checks, health screenings, and training, VSS
enhancements reduce administrative overhead by automating tracking, and notifying VAVS
Program Managers when mandatory requirements have been met.

3.1 Screen Elements

VSS uses a graphical User Interface. Screen access is limited by the system role assigned (user,
manager, or administrator) and by the type of site you belong to: the CO, EMC, Game station, or
Timekeeping station. Common screen elements include the following:

Data Grids used throughout this document include:

Filter Functionality: Allows you to enter a value or partial value, such as a Name or Abbreviation,
to filter through or the ability to display values in ascending and descending order.

Search Button: Searches for the criteria entered in the text fields (i.e., Name or Abbreviation in
the example below) and displays a list of results that match the criteria.

Figure 2 - Describing How to Use the Search Options

Name: |b %

Abbreviation: |

Search

., ¥
Showing 1 to 10 of 180 enules search —I

[1all) v (all) B

Facility e Name - Type % nbbreviation 3
ZNAT'L SOC COL DAMES XVII INACTIVE - Elizabeth
Ramscy

Cheyenne VAMROC (442) Branch

Mational VOLUNTEER BUREAU Organization VOLB
Cheyenne VAMROC (442) VETS FORFIGN WARS - VFW & ALY OF NER Branch
Cheyenne VAMROC (442) VETS FOREIGN WARS - NEBRASKA Branch
Cheyenne VAMROC (442) VETS FOREIGN WARS - DUBOIS Branch

d

The Search text field enables you to search for any value in the results, narrowing down a match
quicker on the Search box. This search is executed against all information currently being
displayed in the list.
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Figure 3 - Searching for Options

T 6 i b n
Name:
Search

Showing 1 to € of & entries (filtered from 180 total entries) Search foreignl 5
R b= @i ]

Facility < Name b Type ¢ Abbreviation ¢
Cheyenne VAMROC (442) VETS FOREIGN WARS - VFW & AUX OF NEB Branch
Cheyenne VAMROC (442) VETS FOREIGN WARS - NEBRASKA Branch
Cheyenne VAMROC (442) VETS FOREIGN WARS - DUBOIS Branch
Cheyenne VAMROC (442) VETS FOREIGN WARS - Dept. of Nebraska VFW Branch
Cheyenne VAMROC (442) VETS FOREIGN WARS - Dept. of Nebraska Branch
Cheyenne VAMROC (442) VETS FOREIGN WARS - Dept of Nebraska Branch

Show |10 V| entries

Field: Used for entering text or numbers.

Dropdown or Pulldown List: Some options are available in a dropdown list. When you click on
the option, the list expands and then select the option you want. If the list is long, click on the up or
down arrows on the bar to scroll through the list.

Figure 4 - Dropdown Menu

Identifying Code:[ | DateofBirth:[ [l Washington DC (688)
Emai: | |

Search  Waco-Central Texas HCS (674A4)

Last Name: l:l First Name: l:| Scope: ® within Facility O National

Walla Walla VA Medical Center (687)
Washington DC (688)

West Haven - Connecticut HCS (683)
West Palm Beach VAMC (548)

Cancel
West Roxbury-VA Boston HCS (523A4)

Wheelchair Games-AK (101WC)

Radio Button: Radio buttons are options, one of which can be selected.

3.2 Performing Tasks

Most of the work performed in VSS is done with buttons and links. The function of a button is
indicated in its name. Links are actions that navigate you to screens. For example, a click on this
button to add a new donation.

Figure 5 — Add Donation Button

Add Donation

3.2.1 Button/Link Definitions

Activate - The Activate link is used in specific screens and initiates an action. This volunteer has
at least one active assignment at any facility.
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Add - The Add link is used to add a new item to a list or to the database.

Advance Page - The Advance Page is an option to direct users to a specific page(s) (i.e., First,
Next, and Last).

Assign/Assignment - Used for posting or assigning.

Cancel - The Cancel link exits the screen and returns you to the previous screen without saving the
information.

Clear - The Clear button is used to erase entries or reset fields on a screen. It is not used to remove
data from the database.

Close - The Close link closes a screen or popup window.
Delete - The Delete link is used to remove a record from the database.

Display - After specifying what to include in a report, the Display button enables you to see the
report on the screen.

Edit - The Edit button is used to view or change information in an existing record.
Excel, PDF, and Print - The options are for creating documents or printing.

@ When using Internet Explorer to print, the user must manually set the print option to landscape
for reports or data grids to include all content. Export options for Word/PDF to landscape can be
controlled by the system.

Exit - The Exit button takes you to the opening of the VSS screen where the station dropdown list
is located. In multiple screen tasks, the Exit button takes you back to the previous screen or the
first screen in the process.

Inactive - Inactive status does not have any active assignments at any facility. A volunteer that
stops volunteering at one location should not be prevented from volunteering at another facility.
The volunteer should have all their assignments set to inactive. The volunteer should NOT be
terminated.

Log in - The user role(s) depends on how a user can log in to VSS. An administrator must grant
access for one or more VSS user access roles and applies to one or more facilities per user.

New - The New link is used when creating a new record in the database such as a new program,
service code, volunteer, etc.

Next - When there are multiple screens for performing a particular task, the Next button navigates a
user to the next screen in the sequence.
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OK — The OK status is action confirmation.

Select - Select represents a pending action, choice, or decision.

Submit —The Submit button sends modified or new information to the database, or navigates the

user to another screen.

Terminate - A volunteer termination would happen in rare instances and should be reserved for
situations when it is known the volunteer will not return or should not return. For example, the
volunteer has passed away or has been deemed unfit for service for health or minor behavior issues.
To terminate a volunteer, select the Terminate button. A termination date is required. Termination
date cannot be prior to the current date or on a date that the volunteer has time logged. For
example, if a volunteer is to be terminated today but has accrued volunteer hours, the termination

date must be the following date.

Terminated With Cause - If a volunteer is to be terminated with cause, meaning there is a more

serious reason to terminate their engagement, for example, abusing a patient, stealing, etc., select

the Terminate with Cause checkbox. Only a person with site or national administrator rights can
clear a termination with cause. In both instances, a comment is recommended.

3.2.2 Screen Messages

The next table reflects some of the VSS Screen messages that the user sees throughout the

system.

Table 4 - Screen Messages Table

Screen

Message

VSS Invalid Login Page
Message

““Sorry, the login credentials are invalid.”

Account Lock Message

““Sorry, your account is locked. Please contact your VSS
Administrator or wait 15 minutes for your account to unlock.”

Inactivity Message

“You will be logged off in 13 seconds. Do you want to
continue?”

Confirmation Message

“Yes, keep working,”

No Results Found

““Sorry, no volunteers were found that matched the specified
criteria.”

Organization exists as a Donor

“Organization is linked to another donor. Please select a
different organization or search for the donor record
established for this organization.”

Logout

Changes that are not saved will be lost! Do you want to logout?

Search for Volunteer

“Please enter at least one piece of search criteria”

Edit Volunteer

““A volunteer was created successfully.”

Create Volunteer

“Please fix the errors below.”

Donor is linked to a volunteer

“Volunteer is linked to another donor. Please select a different
volunteer or search for the donor record established for this
volunteer.”

Add New Volunteer

“Please search for an existing volunteer before adding a new
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one.”

Organization Detail “The organization was created successfully.”

Remove National Official “Record Deleted"

Error Message/Attention “Attention, Please correct the following errors.”

Add New Donation “Please search for an existing donor before adding a new one.”

Search for Donor ““Sorry, no donors were found that matched the specified
criteria.”

Create Donor ““Are you sure you want to remove the volunteer link from this
donor?”

Edit Donor “The donor was created successfully.”

Create Donor “Your search exceeded the maximum results. Please enter
additional search criteria.”

Reports “Please enter a value for parameter, Organization, Sort By,
Type or Email Option.”

Organization Donor Type “Organization is linked to another donor. Please select a
different organization or search for the donor record
established for this organization.”

Daily Meal Tickets “Sorry, no meal ticket found that matched the specified
criteria.”

3.3 Logging On

Users can access VSS using a web browser via single sign-on capabilities. Single Sign-On Internal
(SSOi) is an authentication service provided by Identity Access Management (IAM) and
designated for operations-based applications such as VSS. This service provides an extra layer of
security when accessing the application, while reducing time associated with multiple logon/logoff
activities. A PIV card is required, unless an exception to use VA User Credentials is allowed.

e Upon successful login, the user is directed to the Select/Change Facility Screen or to the
VSS Web Home Page. If a user is assigned to multiple facilities and has not yet selected a
default facility, the user must select the appropriate facility before proceeding.

e Refer to Select/Change Facility section for additional information. If a user is only
assigned to one facility, the VSS Web Home Page displays for that facility. Once a user
has selected the default facility, the VSS Web Home Page displays it. The system then
uses this facility in all subsequent functions.

3.3.1 SSOi with PIV

1. Ensure your PIV card is inserted in the card reader.
2. Using the web browser, access VSS through URL.: https://vaww.vss.med.va.gov/
3. The VA Single Sign-On Screen displays. Click Sign In with VA PIV Card.
e |f the VA Single Sign-On Screen is not displaying using Internet Explorer, ensure
SSL 2.0 and SSL 3.0 are both unselected in the browser security settings. In your
browser's top right corner, click the Tools icon and select Internet Options. Click the
Advance tab and ensure the options are unselected.
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Figure 6 - Single Sign-On with PIV Card

LS. Department
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4. The system will verify and read the PIV card. If found, the Windows Security box
displays with the list of certificates associated with the PIV card.

5. Select the certificate and click OK to display the ActivClient Login window.

Figure 7 - Selecting a PIV Certificate

Windows Security

Select a Certificate

[l

|

By

GK . Cancel |

e If more than one certificate displays, select Click here to view certificate

properties link to display the Certificate Details box. Select the Certificate Path

tab and scroll to ensure the certificate ends internal PIV Authentication.
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Figure 8 - Certificate Details
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6. Enter your Personal Identification Number (PIN) and click OK.
e If the incorrect PIN is entered, an error message displays and the user has six
more attempts before being locked out and will need to be unlocked by calling
the VA National Service Desk at 1-855-673-4357.

Figure 9 - Entering PIV Pin in ActivClient Box

ActivClient Login 7| ==

Actividentity
ActivClient

Please enter your PIM,

PIN

oK | Cancel |

7. Once the system verifies the PIV card and PIN match, the Select/Change Facility
Screen displays or the VSS Home Page.

e If the user is only authorized to a single facility, the system defaults to the authorized
facility. The user does not have to select it upon login. The System recognizes this
access and uses the selected facility in all subsequent functions

e If the user is authorized to access multiple facilities:

o If the user has previously selected a default facility, the user does not have to
select a facility upon login. The system defaults to the specified default facility
and uses this facility in all subsequent functions. To change the facility, click
the Facility Name Link in the header bar to display the Select/Change Facility

page
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3.3.2 Using VA Network ID and Password

In some cases, a user may sign-in with their VA Network Username and Password. This is only
to be utilized when a PIV exemption is required. User must call VA Help Desk and request this
exemption for this option to be utilized
8. On the VA Single Sign-On Screen, click the View Other Sign-On Options link to
display the VA Single Sign-On box.

Figure 10 — Signing In Using VA Network ID and Password

ns Affairs

VA Single Sign-Cn | Contact Ls

VA SINGLE SIGN-ON

Sign in to continue :
Sign In

with VA PV Card

Wiga D Sign-in Opfinns

9. Click Sign in with VA Network ID.

Figure 11 — Signing In with VA Network ID

WA Single Sign-Cn

Windows Authentication

Sign In with
VA Network 1D
"Digsabled for most users
W

10. The VA Single Sign-On box displays text fields to enter your VA Network 1D and
Password. Click Sign-In.

“ LRI
.’t! Sign In with
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Figure 12 - Enter VA Network ID and Password

=

VA Single Sign-On

Temporary Access with VA Network ID

Enter your VA Active Directory (AD) user ID (i.e. vhaiswsmithj) and password:

User ID | |

Password | |

11. The system will verify the user and be redirected to the Select/Change Facility Screen

or the VSS Home Page.

3.3.3 Windows Authentication

12. On the VA Single Sign-On Screen, click the View Other Sign-On Options link to

display the VA Single Sign-On box.

Figure 13 - Signing In with Windows Authentication

VA Single Sign-Cn Contact Ls

VA SINGLE SIGN-ON

Sign in to continue

Sign In

with VA FIYV Card

Wiea Car Sign-in Oplinns

13. Click Sign in with Windows Authentication.
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Figure 14 — Selecting the Signing In with Windows Authentication Option

WA Single Sign-Cn

f' n in w
| "l'"}r winduﬂgn:ltha::.katiun ]

Slgn In with
VA Network 1D
*Digabled for most users

Back |

14. The system will verify the user and be redirected to the Select/Change Facility Screen
or the VSS Home Page.

3.3.4 Select/Change Facility

If a user is authorized to work at multiple facilities and the user has not yet selected a default
facility, the Select/Change Facility Screen displays after login. This screen displays a list of
authorized facilities and can be accessed at any time by authorized users. If the user does not have a
default facility on file, the system recalls the last facility visited and highlights that facility the next
time the user logs in.

© V/SS utilizes user access roles to control access to application functionality (facility).

1. From the Select/Change Facility Screen, select the appropriate facility from the list to
access VSS Web (Example: Cheyenne VAMC (#442) in the screenshot below is

selected).
2. Click on the up or down arrows on the scroll bar to scroll through the list. To filter through
the list, enter the three digit facility code or any part of the facility name in the Select

Facility text box.
3. For an easier selection, the last facility accessed is highlighted in the Select Facility

list.
4. Click Submit.

Additional information that displays on the screen includes:

e Last Facility Visited:
o0 Name: In this example, Cheyenne VA Medical
o Parent: Veterans Integrated Service Networks (VISN)

0 VISN: 19VA VHA is divided into 21 geographical regions or areas called VISNs. In
this example VISN 19 represents the VA Rocky Mountain Network.
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Figure 15 - Select/Change Facility Screen

~ Voluntary

Service

¥ SelectiChange Facility

Last Visited Facility:
Name: CHEYENNE VA MEDICAL

Parent: VISN 19
Vign: VISN 19

Select Facility: = |

(Enter some taxt to filter the hist befow)

CHEYENNE VA MEDICAL (#442,
|CHICAGD OIG (#713) A
|CHICAGO DIG (#718)
|CHILLICOTHE VA MEDICAL CENTER (#538)
|CINCINNATI VAMC (2539}
|CINCINMATT VAMC FORT THOMAS (#53944)
|CLEMENT ] ZABLOCKI [#605)
CLEVELAND PRRTP (#541P4)
|CLEVELAND VAMC (#541) hd
|COATESVILLE WA MEDICAL CENTER [£542)

Submit

+ WARNING: AN VSS actions are audited and reported by this application. A i
= . jenci ! i out V55 he VA Servi { §-4357.|  CARE i
f you sre experiencing problemns or have  avestion about VS, please contact the VA Service Desk at (339) 596-4357. | gatnt EXCELLENC

3.4 EXit System

The user must click the Log Out link located above the VSS Menu Bar. A confirmation message
is displayed, click OK to confirm.

Figure 16 - Confirmation Message to Exit VSS

A Changes that are not saved will be lost! Do you want to logout?

OK | Cancel

—d

Once confirmed, the user is logged out of VVSS and returns to the Login page. User may exit their
web browser once logged off. If not confirmed, the system returns to screen displayed, when

logout was requested.

3.5 Automatic Timeout

The user is automatically logged out of the system after 60 minutes of inactivity. A warning
message displays, counting down from 30 seconds until a user is logged off the application. A user
may click the Yes. Keep Working button, to stop the countdown and continue working. If the
system automatically logs off, any work in progress is not retained. User will have to login again
using SSOi with their PIV card and PIN or other options.
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Figure 17 - Session About to Expire Message

|| & You will be logged off in 13 seconds.

Do you want to continue your session?

Yes, Keep Working No, Logoff

..........................................

3.6 VSS Web Home Page

The VSS Web Home Page displays once the user is successfully logged in. From the home page,
the user can access VSS functionality using the menu options, based upon the access role assigned.

@ The example displayed in the next Figure is a Test Environment Banner and will not be
seen in Production.

e The Facility Name and Facility Number that the current user is working in are
displayed in the header.

e The User Name is displayed in the top right corner of the application header.
e The Log Out link is available to exit VSS.

e The Footer section is the area at the bottom of VSS application screen. The section contains an
audit message, contact information for questions or problems, application version, and
copyright date.

3.6.1 Announcements

Any important program announcements will display in the Announcements box.

3.6.2 Notifications

Users can view and manage notifications on volunteer and system activities, such when an
e-donation from Pay.gov is received, from the VSS Homepage. In the Notifications List, messages
display by severity and include a brief description and the user who issued the activity. Volunteer
notifications allow the user to directly navigate to the Volunteer Profile and view activity or clear
the notification from the list in the Actions column.

e Only e-donations, LEIE Matches, and Kiosk change are available on the Notifications List on
the VSS Home Page. All other notifications are located on the Requirement Notifications
Screen.

e Some notifications (i.e., LEIE Notifications) can be cleared manually on the VSS Home Page.
These notifications have a default timeout to keep the list update-to-date, avoiding a long

backlog.

¢ In some instances, notifications calculated by the system will no longer be listed when
resolved through VSS.
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e Click the Requirement Notifications link to view additional notifications on the
Requirement Notifications Screen.
0 Note: The Requirement Notification Screen can also be accessed under the
Volunteers Menu by clicking on the menu option.

The following displays in the Notification List:

e Each notification in the Severity column displays a status of High, Medium or Low and a
color coded icon.
o High=Red
0 Medium = Yellow
0 Low = Not color coded.

e Name - Brief description of the notification. The bullet point below displays an additional
explanation.
e Details — Includes which Volunteer initiated the activity. Click the name link to view the
Volunteer Profile.
e Originating Facility
e Created Date
e Removal Date
e Actions — Click the arrow button to view the activity (i.e., View Volunteer or View
E-Donations Received displays in the dropdown) or clear the notification.
e Filters are available for all columns.
e Edit volunteer requirements, view data changes, or clear notifications.
e Excel, PDF, and Print enables a user to export and print notifications.
Figure 18 — Requirement Notifications Screen
Notifications:
search:[ ]
[@n v [cal) v] [€D) v
Severity Name Details Originating Facility c’[‘;;tt:d Re[’)';‘t’;’a' Actions
® High Excluded Individual Found (Self Service) volunteer: LINCOIN,  yya5pington DC (688) 01/24/2017 v N
. rNeE:"tii;TI..al Admin Notification: The volunteer "Lincoln, Abraham"updated their profile and an LEIE match was found. This volunteer was terminated and needs
B High Excluded Individual found e A e 01/11/2017 <
. Njis::gcae\l Admin Notification: The volunteer "Adams, John"  (identifying code BXR482) matches an LEIE excluded individual but was saved as a false
Medipl).lm New E-Donation posted 01/02/2017 =
+ A new e-donation was received from pay.gov
Medium New E-Donation posted 12/31/2016 ~ 2

3.6.3 VSS Menu Bar

The VSS Menu Bar at the top of the screen allows access to functions that a user can perform,
according to role assigned to the user. Example 1 in the Figure refers to the VSS Menu Bar.

Breadcrumb Link - As a user navigates back and forth through the application, the names of
screens display at the top left of the screen. A user can click the Breadcrumb link and go to that
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location. Example 2 in the Figure refers to the Breadcrumb link.

Help - Clicking the Help icon @ on each screen displays the online help page that is specific to
that screen. A user can access the online help for step-by-step procedures on how to utilize the
functionality of VSS. Example 3 in the Figure 3 refers to the Help icon.

Figure 19 - VSS Menu Screen

ST e ent. Do NOT use or enter real Patient Data. Fadility: CENTRAL OFFICE (#101)  Usel

Home Volunteer~ Reports~ Maintenance~ Change Facility Help- Reference~ Manage User Access

Voluntary Service System

’ Announcements:

V5S will begin its initial operating capability in 2016.
'%/olumja ry
Service

DEPARTMENT OF VETERANS AFFAIRS

= WARNING: All VSS actions are audited and reported by this application. VA Deinoe
= If you are experiencing problems or have a question about VSS, please contact the VA Service Desk at (888) 596-4357. @i (= = Ree B

All dates & times are in Central Time.
App Version: 5.1.0_270:280 | Background Processes Running

3.7 Permission Levels

VSS application utilized by the Voluntary Service Office staff utilizes an access role granted to

the user for each facility to control access to application functionality. Each user access role has a
set of predefined permissions associated with it and the user must be assigned a user access role
before using the VSS application.

The next Figure represents the Permission Hierarchy for VSS. The National Administrator is the
highest level and is responsible for nationwide VVSS administration. This includes granting all
levels of user access and maintaining all national lists and reports.

For more information on the access roles, refer to the CRUD Matrix in section 13 within this
document.
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Figure 20 - Permission Hierarchy

Mational Administrator

National User

National Specialist

‘ Site Administrator \

p— Site Specialist l
] ,
| |

Site User ] Volunteer

3.8 User Access Levels

VSS is designed for primary and secondary users to easily track volunteers, assignments,

schedules, hours, and their affiliated organizations as described in the next table.

Table 5 - User Access Levels Table

Type of User Description Responsibilities
» \olunteer
. . Management,
Primary Users Voluntary Service Staff Timel?eeping and
Donation Tracking.
October 2017
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e Voluntary supervised
programs; tracks
Voluntary Services at
all VHA facilities.

e Creates basic
information for new
VHA sites or edits
information for existing
sites. The station
information resides in
the institution file.

e VSS National
Administrator shall
have the ability to
update/edit National
Advisory Committee
(NAC) information.

Primary Users National Administrator

o Take mandatory
training, transport
patients, work with
Veterans at the
National Games, and
other volunteer duties,
including entering
their time and printing
meal tickets, when
applicable.

Secondary Users Volunteers (contractor or
employee)

4. VVolunteers

Users with the following roles are permitted to use the VSS Volunteers Menu option.
e National Administrator (Only if logged into a local facility)
e National Specialist (Only if logged into a local facility with Read Only access)
e Site Administrator
e Site Specialist
e Site User (Read Only access)

From the VSS Menu Bar, select Volunteers. The following dropdown options are listed:
Add New Volunteer

Existing Volunteer Records

Post Regular Time

Post Occasional Time

Daily Meal Tickets

Awards

Requirement Notifications
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©® Names used throughout this document in the screenshots are examples only and are
not valid names.

Figure 21 - Volunteers Menu Options

~ s . —_
’)/I-"ot'untar'y Service g Erookly

Reference-

Volunteers= Donations- Expenditures- Reports- Maintenance- Manage User Access

Add New Volunteer

Existing Volunteer Records .
Daily Meal Tickets

Volunteer Demographics

Post Regular Time

Post Occasional Time
i : Volunteer Last Name: l:l First Name:
Daily Meal Tickets
Occasional Volunteer Last Name: |:| First Name:

Awards

Requirement Notifications

Excel = PDF | Print  Showing 1 to 1 of 1 entries

4.1 Add New Volunteer

With the appropriate permissions assigned, you can add a new volunteer to the VSS application.
But first, you must perform a search to verify if the user exists in the database.

The high-level process for creating a new volunteer is:
e From the Volunteers Menu, select Add New Volunteer to display the Add New
Volunteer Screen.

Figure 22 - New Volunteer Menu Option

"Vl-"oluntar'y Service (%= T3 Brooldyn VA NY Harbor HCS (63044) @

Manage User Access

Home Volunteers~ Donations~ Expenditures~ Reports~ Maintenance- Reference~

Add New Volunteer
STETAVITICIEEY /cd New Volunteer | 8

Daily Meal Tickets
Volunteer Demographics

[ Home

L Post Regular Time

Post Occasional Time
; 3 Volunteer Last Name: I:l First Name: l:l Search
Daily Meal Tickets
Occasional Volunteer Last Name: l:l First Name: l:l Add

Awards

Requirement Notifications

e Search for existing volunteers thoroughly to ensure a duplicated VVolunteer Profile is
not created.
©® Note: The system will always perform a duplicated volunteer search based on the
“Lastname + DOB” and “Firstname + DOB” matching criteria when creating or
modifying a VVolunteer Profile.
e If avolunteer is not found, the Add New Volunteer button is available to create the new
volunteer profile.
e Use the Edit Volunteer Screen to Add Assignments and Organizations. A volunteer

October 2017 VSS 5*3
22 User Guide



cannot log in or get meals without at least one active Assignment and one active
Organization.

4.1.1 Search for an Existing Volunteer
Searchable Fields for Add New Volunteer

Last Name - Enter the Last Name.
First Name - Enter the Frist Name.
Scope - Search within a Facility or Nationally.
o0 When adding a new volunteer, the National option is auto selected, locked, and cannot
be changed.
0 When searching for an existing volunteer to edit, the Within Facility and National
options are available to use.
Identifying Code (IC) - The user’s sign-in code and is based on when the volunteer was
added. The IC is alphanumeric. In the example below, L represents letter. N represents
number.
o0 Existing users ICs remain (i.e., LNNNN).
o0 For users that previously had duplicate ICs, the user with the oldest entry will keep the
original IC. The other users will have an extra number at the end of their original IC
(i.e., LNNNNN).
o0 New user ICs are randomly assigned a six digit code that is three letters and three
numbers (i.e., LLLNNN).
Date of Birth (DOB) - Calendar displayed:
o If the user clicks on the calendar, the current month displays with the current year.
You can change the information by entering a two digit month, two digit days,
and four digit years.
0 Another option is to use the forward and backward arrows to select the month and
date, and enter the four digit year.
0 When using accessibility tools, the user can directly type in the date.
Email - Optional; Search existing volunteers by matching the email address.
Include Inactive Volunteers - This option is selected and locked. When adding a new
volunteer a user must view all “Inactive Volunteer” matches in the Search to help avoid
duplicating an existing volunteer.
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Figure 23 - Adding a New Volunteer

Please search for an existing volunteer before adding a new one:

Last Name: l:l First Name: l:l Scope: within Facility % National
Identifying Code: l:l

Date of Birth: l:lj

Email:|

| +| Include Inactive Volunteers

Search

Cancel

©® Conduct a thorough Search to prevent the creation of duplicate volunteers.

4. Enter at least one piece of search criteria. If the user clicks Search without making a

selection, a pop-up message displays, “Please enter at least one piece of search

criteria”. After viewing the message, close the screen.

Figure 24 - Please Enter at Least One Piece of Search Criteria Box

a

Flease enter at least one piece of search criteria.

Close

5. If no information displays from the name search a message displays, ““Sorry, no volunteers
were found that matched the specified criteria.”” The user then has the option to click the
Add New Volunteer button.
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Figure 25 - Add New Volunteer Box with Search Criteria Defined

Add New Volunteer n
Last Name: [adc | First Name: [ | Scope: [ Within Fadlity ® National
Identifying Code:| ‘ Date of Birth: ‘ |::§]
Email:| ‘ ¥ Indude Inactive Volunteers
Search Add New Volunteer

Sorry, no volunteers were found that matched the specified criteria.

Cancel

4.1.1.1 Duplicate Volunteer

4. In some instances, duplicate volunteers may be found. The system performs a
duplicated volunteer search based on the “Lastname + DOB” and “Firstname + DOB”
matching criteria when creating or modifying a VVolunteer Profile.

Figure 26 - Duplicate Volunteers Found

Search for Volunteer B

Please ensure the new volunteer does not already exist in the matches below:
Showing 1 to 3 of 3 entries Search: l:l
Filters: [tal) ~| (@l ~ ETE

Mame = Primary Facility % Date of Birth & Gender = Status = Contact Info =
Jsj%‘ 2 main streat sQA2@va.gov [
é@ Brooklyn VA NY Harbor HCS (630A4) 10/10/1980 Female Active Brooklyn, NY
FXNB21 88000
J'garcia, Test- 1 main street testvolunteerl@va.gov =]
vol-1 Bedford (test) (518) 10/10/1980 Female Active Bedford, MA
Code: TDIS577 98000
Jl_jatLiai S 100 main-1 street
lester-1 5aa 5
oS543 edford (test) (518) 10/10/1980 Female Active Bedford, MA
BOY172 98000
Show entries
Cancel

4.1.2 Create Volunteer

Within the Create Volunteer Screen are multiple sections representing different functional
aspects of the volunteer. The sections shown may vary depending on your screen’s zoom range,
and may show more than one column.
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Volunteer Name

e Last Name (required)
e First Name (required)
e Middle Name
e Suffix
Figure 27 - Volunteer Name Section
Last Name: * | | First Name: * | |
Middle Name: | | Suffix: | |

Master Record

— Master Record

Nickname

Gender (required)

Date of Birth (required)
Preferred Language
Code

VA employee checkbox
Remarks box

Figure 28 - Master Record Section

Nickname: | |

Date of Birth: * I:I_tl Age:
Preferred Language: English %

Gender: * |-- Select -- """'l

Coda:
[ 1= wa Employee

[General volunteer remarks]

Contact Information

The Contact Information is the volunteer’s demographic data updated by the user.

Address Line 1 (required)
Address Line 2

City (required)

State (required)

ZIP Code (required)
Email

Phone

Alternate Phone 1 and 2
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Figure 29 - Contact Information Section

— Contact Information
Address Line 1: * | | Email: | | =9
Address Line 2: | | Phane: | |
City: * | | Alt Phone 1: | |
State: * [-- Salect -- | alt Phana 2: | |
|

Emergency Contact
The Emergency Contact is the volunteer’s family contact information used in case of an
emergency.

Name
Relationship
Phone
Alternate Phone

Figure 30 - Emergency Contact Section

Emergency Contact

Mame: | | Phone: | |

Relationship: | | Al Phone: | |

Facility Management
¢ Meals Eligible dropdown - Establishes the number of meals allowed (required if meals=0).
e Open box for remarks

Figure 31 - Facility Management Section

Facility Management

Meals Eligible:

[Meal remarks]

The next Figure is an example of the all the sections on the Create VVolunteer Screen.
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Figure 32 - Create Volunteer Screen

Create Yoluntesr

Mastor Record

* WARNING: all VES act ar g reported by 0 i
If you are experiendng problems or have a question about V55, please contact the VA Service Desk at (888) 506-4357.)  FRER

1. Once all volunteer information is defined, click Submit. The Edit Volunteer Screen displays
and is considered the Volunteer Profile.

4.2 Edit Volunteer

The Volunteer Profile displays the following information specific to the volunteer:
e Name - The Volunteer Name. Click “~ to edit the name.

e Entry Date — This is a Read Only field calculated by the system.

The system date is used when a new volunteer was created. Migrated data has
static entry dates that were previously entered potentially before VSS existed.

e Years Volunteering — This is a Read Only field calculated by the system as every
fiscal year the volunteer has logged time at least once, in addition to every year
prior to FY2002.

e Primary Facility — If the volunteer has Assignments at more than one facility,
then all the facilities with active assignments are available in the dropdown. If a
volunteer has no assignments, the default value is the facility the user is currently
working in.

e Primary Organization — If the volunteer has more than one organization then all
the active organizations display. If a volunteer has no organization assigned, the
system displays this message, “Please add at least one organization.” A Primary
Organization is established in the Organization section of the Volunteer Profile.

e The Print button displays at the top of the profile and prints all details on the
Volunteer Profile in order for staff members to have a printable reference sheet.

Within the Edit Volunteer Screen are multiple sections representing different functional
aspects of the volunteer. The sections shown may vary depending on your screen zoom range,
and may show more than one column. In this example, two columns appear at 75% screen
zoom range. Enter all required fields on the Edit VVolunteer Screen.” On this screena message
displays, “The volunteer was created successfully.”
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Figure 33 - Edit Volunteer Screen

(7] Edit Volunteer
The volunteer was created success
& k IC (341)
rame: Washington, George (&
Assignmen 113 Assign Organizations
{all ~ fall} v {all} ~ fail] w Filters fal] ™
Kame - Faility Status - Action et - —d il s
AMVETS Naticnal = Active
ABMMS - ACQUIST SECT - Cleveland-Louis Stokes VAMC ¥ At A
Genaral {541}
ehon
Date Stals t Phan
o -
le b
4 Al
5 VA Empl
his velunteer has not been terminate
Hours & Awards
Frior t Avar w
- Last Award Dt
Last Date Volunteered:
Parking Stickers Add
Facllity Sticker Licensa Action
. . \ District Of Columbia %
Claws ~Lowl; AAMC (541) 122 ¥ 1 o
Cleveland-Louls Stokes VAMC (541 112233 [AlS8HRZ] (|
Uniforms
ty Number met
L t AME (541) LiL a

4.2.1 Assignments

This is a list of a volunteer’s assignments across all facilities. Only active volunteer assignments
are displayed in the section by default. An empty list is indicated by the phrase, "No entries yet."

Name (Filterable)

Facility (Filterable)

Physical Location (Filterable)
Status (Filterable)

Assign button

Figure 34 - Assignments Section

Assignments Assign
(all) v (all) ¥ (all) v
Name Facility Physical Location Status ¢ Action

No entries yet.

4.2.2 Select Assighments

1. Click Assign from the Assignments section of the Edit Volunteer Screen. The Select
Assignment box displays with all the active service-role combinations configured for the
currently selected facility.
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2. Click the Facility dropdown to add an Assignment from another facility to the volunteer.
3. Enter the Service Name in the Search field to narrow down the list.
4. Once the service is found, click the Service Name Link to complete the assignment.

Figure 35 - Selecting an Assignment

Facility: = | Dallas-North Texas HCS (549) -
Showing 1 to 10 of 168 entries Search: | |
[l D v [l v|
Service Name Service Role Physical Location
A&MMS - ACQUIST SECT General Main Facility
A&MMS - MAT MGMT General Main Facility
A&MMS - SPD General Main Facility
ABMMS - WAREHOUSE General Main Facility
ACQUIST & MAT MGMT SVC General Main Facility
Ambassador Program General Main Facility
Ambassador Program General Main Facility
AMBULATORY - General Main Facility
ANESTHESIOLOGY General Main Facility
AUD & SPEECH PATH SVC General Main Facility
- -
Show |10 entries B dendaie --- 17 Next Last
Cancel

The new Assignment automatically displays in the Assignments section.

Users may delete an Assignment only if the volunteer has not logged time; otherwise it is set
to inactive. Setting the filter to “Inactive’ or *“All”” displays any existing inactive
Organizations that the volunteer has currently.

oo

Figure 36 - Assignments Section

Assignments

Assign
[(all) MRIED v [(all) v [(al) v]
- Physical .
Name Facility i Status Action
OUTPATIENT SERVICE - General Cleveland-Louis Stokes VAMC Main Facility Active

(541)

1. Filters default to ““All’” until a selection is made.
e Service Name
e Service Role
e Physical Location
e Status

2. Assignments can be reactivated by clicking the icon as long as the associated parent
assignment at the facility is still active.
3. Assignments shown as ““Active” are assignments volunteers can have new time
posted against.
4. Assignments shown as ““Inactive” cannot be assigned new time and is not shown on
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time posting pages (Kiosk, Regular and Occasional).

4.2.3 View Requirements
Users with the Create Volunteer or Edit Volunteer access may define the fields in this section.

Name - The Organization Name displays above all requirements. Click the Requirement
Name Link to view the requirement details.
Application Type - Options are: All Volunteers, All Volunteers at (Facility Name), or
Specific Roles.
Date - Indicates the Start Date, Completion Date, and Expiration Date when a requirement
IS due or expired.
Status — New and Met are the two required values for every requirement. If a requirement
was Met but past the Expiration Date, the status Expired displays.

« The Red Icon indicates the volunteer does not meet the requirement.

e The Yellow Icon indicates the requirement is within the expiration period.

« Once the requirement is completed and the status is changed to Met, the icon no longer

displays.

Figure 37 - Requirements Section

Requirements

Name Application Type Date Status
A&MMS - ACQUIST SECT - General
= Communications Training Specific Roles Expiration Date New "]
+ Reguirement Training Specific Roles g;fzgfztgar Met

4.2.3.1 View Volunteer Requirement Details

Click on the Requirement Name Link to view the Volunteer Requirement Details Screen.
Click on the Calendar icon to adjust the date.

Select the Status dropdown to update the requirement.

Add any comments and click Submit.
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Figure 38 - Volunteer Requirement Details Screen

J

Facility: National

Name: Communications Training

Type: Standard
TMS Course ID: (none)

Prevent Kiosk Time Posting
if not "Met": No

Comments:

Date Type:  Expiration Date

N CTII03/31/201 e

Status: New v

This requirement applies to the following roles

- A&MMS - ACQUIST SECT - General

Submit Cancel

4.2.4 Master Record

Includes detailed information about the user defined when creating the new user profile.

Nickname
Gender (required)

Date of Birth (required)

Preferred Language
Code

VA employee checkbox

Remarks box

Figure 39 - Master Record Section

Master Record

Nickname:

Date of Birth: = [07/20/1955 1 age: 61 Code:  W6626

Preferred Language:

[1s va Employee

gaSkaglarRldswWk

Gender: *

4.2.5 Contact Information

The Contact Information is the volunteer’s demographic data updated by the user.

Address Line 1 (required)

Address Line 2
City (required)
State (required)

ZIP Code (required)
Email

Phone

Alternate Phone 1
Alternate Phone 2
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Figure 40 - Contact Information Section

Contact Information
Address Line 1: = |123 B s Xl Email: |laaa-@email.com |
Address Line 2: | | Phone: [111-222-2313 |
City: * |Cleveland | Alt Phone 1: | |
State: * |Ohio ~| Alt Phone 2: | |

|

4.2.6 Organizations

This is a list of a volunteer’s Organizations across all facilities. Only active volunteer
assignments are displayed in the section by default.

e Name

e Facility

e Status (Filterable)

e Action

e Assign button

Figure 41 - Organizations Section
Organizations Assign
Filters:
Name Facility Status Action

Mo entries yet.

4.2.7 Assign an Organization

1. Click Assign. The Search for Organization box displays.
2. Enter the Organization Name.
3. Click Search or Cancel.

Figure 42 - Assigning Organization with the Search Organization Box

Search

Cancel
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4. After clicking Search, the results display in the Search for Organization box.

Figure 43 - Organizations Listed in the Search for Organization Box

e —
Search
Showing 1 to 10 of 235 entries SEFIEIE l:l
[(all) v] (all) -
Facility Name Type Abbreviation
National Air Compassion for Veterans Organization ACV
National Allied Veterans of the World, Inc Qrganization AVW
National AMER VETS. COMMITTEE QOrganization AMVC
National AMVETS Qrganization AMVT
National AMVETS AUXILIARY QOrganization AMVX
National BLINDED VETS. ASSOC. Qrganization BLVA
National CAT. WAR VET AUX QOrganization CWWVX
National CATHOLIC WAR VETERANS Organization CWVE
National DAUGH. UNIOM VET CIVIL WAR Organization DOUV
National DISABLED AMER VETERANS QOrganization DAVE
v -
Show |10 entries 2 3 4 5 24 Next Last

Cancel

o

The Facility and Type filter defaults to All until a selection is made.

6. Once the organization is found, select the Name Link to assign the organization to the

volunteer.

The organization information automatically populates on the VVolunteer’s Profile Screen.

8. The filter can also be set to Inactive or All if the volunteer has been identified with those
types.

9. Users may delete an Organization only if the volunteer has not logged time. Otherwise it

is set to inactive. Setting the filter to Inactive or All displays any existing inactive

organizations that the volunteer has currently.

~

4.2.8 Emergency Contact
The Emergency Contact is the volunteer’s family contact information used in case of emergency.

Name — includes First, Middle, Last Name and Name Suffix.
Relationship

Phone

Alternate Phone

Figure 44 - Emergency Contact Screen

Emergency Contact

MName: |Geurge Washington | Phone: |111-222-3333 |
Relationship: |SDN | Alt Phone: | |
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34 User Guide



4.2.9 Facility Management

Administrative functions such as establishing the number of meals allowed and terminating a user.

e Meal Eligible - Indicates the number of meals allowed and additional remarks.
e LEIE Exclusion Date -
e LEIE False Positive -
e Terminate button — Click to expand the Termination fields.
0 Terminate Date — Select the Calendar icon or enter the date to determine the
termination date and enter a Termination remark (required).
o Terminate with Cause — Select the checkbox and enter a Termination remark
(required).
0 Clear the Termination date if Terminate with Cause checkbox is selected.
The volunteer must be reactivated by a Facility Administrator or National
Administrator role. Facility users and Specialists cannot reactivate
Volunteers ““Terminated with Cause.”

Figure 45 - Facility Management Section

Facility Management

Meals Eligible:

[Meal remarks]

Termination Date: FH ] Terminated with Cause

[Termination remarks]

4.2.10 Hours & Awards

e Prior Year Hours — All logged time prior to current Fiscal Year (FY).

e Current Year Hours — All logged time in the current FY. The user can click the
hyperlink to view if the volunteer has active time entries on the Time Entry Screen.

e Total Hours — Total hours the volunteer is credited. Includes adjusted hours.

e Adjusted Hours - Net of adjusted hours for this volunteer. Field is hidden if value is
zero.

e Last Award — The dropdown lists all eligible awards and hours the volunteer can receive.
e Last Award Date — Date of the last award hour the volunteer received.
e Last Date Volunteered — The date the user volunteered last.
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Figure 46 - Hours & Awards

Prior Year |lours: 0.0 Last Award: ||:*1ar.e‘] W
Current Year Hours: 5.0 .
=tem TBal Telee 2 Lavst B [t =i
Taoral Hours: 5.0

Last Date Veluntesrad: 05/05/2016

42.11 Add an Award

Volunteers can be awarded based on the numbers of volunteer hours they achieved. Awards are
given to adults and youth.
1. Select an award from the Last Award dropdown. If an award is not listed, navigate to the
Maintenance Menu and select Manage Award Codes to add a new one.
2. Click the Calendar icon and select the date or enter the date in the Last Award Date
field.

Figure 47 - Hours & Awards Section with the Last Award and Date Defined.

Hours & Awards

Prior Year Hours: 0.0 Last Award: |VA 2,500 HOUR bl
Current Year Hours: 3.0 Last Award Date: |03/30/2017 |4

Total Hours: 5.0

Adjusted Hours: 2.0
Last Date Voluntesred: 03/17/2017

4.2.12 Parking Stickers

The volunteers may have stickers in multiple facilities, but the user can only manage the stickers
for the currently logged in facility.
e Facility — Facility name and number.
Sticker — The associated parking sticker number assigned to the volunteer.
License — License plate number of the volunteer’s vehicle.
Action - Edit or Delete icon.
Add Button — Enables the user to add a parking sticker.

Figure 48 - Parking Stickers Section

Parking Stickers Add

Facility Sticker : License Action

Mo entnies yet.

4.2.13 Add Parking Sticker

1. Select Add to display the Parking Sticker Details box.

2. Define the following:
e Select the facility from the dropdown list (required).
e Sticker Number (required)
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e Select the State
e License Plate number
e Click Submit or Cancel.

Figure 49 - Parking Sticker Details

Parking Sticker Information
Facility: * Cheyenne VAMROC (442) v

Sticker Number: * | |

License Plate: | |

State: |Please select . v/

Submit Cancel

3. The Parking Sticker information automatically populates on the Volunteers Profile
Screen.

4.2.14 Uniforms
The user only manages Uniforms that are associated to their assigned facilities.

wm=—=
= Add

Facility - Facility name and number

Size — Indicates the size of the uniform. Sizes range from S to XXX Large.
Number — The number of uniforms assigned to the volunteer.

Action — Edit or Delete icon.

Add button — Enables user to add a uniform.

Figure 50 - Uniforms Section

A

Number ¥ Action s

A
v

Facility - Size
Mo entries yet.

4.2.15 Add Uniform

1. Select Add to display the Uniform Details Screen.
2. Define the following:

Select the facility from the dropdown list (required).

Select the size of the uniform. Options are: Small, Medium, Large, X Large, XX Large,
and XXX Large.

Select number of uniforms needed.
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e Click Submit or Cancel.
Figure 51 - Uniform Details Screen

—— ]

Uniform Information
Facility: * (Cheyenne VAMROC (442) vi

Size: |Please select..  w|

Number:

Submit Cancel

3. The Uniform information automatically populates on the VVolunteer Profile Screen.

4.3 Existing Volunteer Records

Existing Volunteer Profiles are available from the VSS Menu dropdown menu that enables a
user to modify or view detailed information.

1. From the Volunteers Menu, select Existing Volunteer Records to display the Search for
Volunteer Screen.

Figure 52 - Search for Volunteer Screen Menu Option

"V‘L-"ol untary Service Fadility:

Home  Volunteers- Donations- Expenditures- Reports- Maintenance- Reference- Manage User Access

Add New Volunteer

Existing Volunteer Records

WVolunteer Demographics

Demographics [ Edit Volunteer

Edit Volunteer

Post Regular Time Entry Date:

Name: KH_Committe_Listing, Volunteer 2 &

Post Occasional Time Years Volunteering:

Daily Meal Tickets Primary Facility: * [Brooklyn VA NY Harbor HCS (630A4) V|
Awards Primary Organization: =~ |WOMEN VETERANS OF AMERICA V|

Pri

Requirement Notifications

Assignments

[(all) v [(all) v [l MEETEE

2. The user can perform a search for Existing VVolunteer Records in the VVSS database, view the
Search results, and select the volunteer from the results to view or edit VVolunteer Profile

Screen.
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Searchable Fields

Name - Enter Last Name, First Name, Middle Name or Suffix

Scope - Defaults to Within Facility. A user can select the dropdown list to view and
select stations and enter keywords to find a facility using the Filter option. The
National option is available to select.

Identifying Code (1C)

DOB

Email Address: Optional

Include Inactive Volunteers

Click Search

One piece of search criteria must be entered for the search.

Figure 53 - Searching for an Existing Volunteer

Last Name: FistNeme:[ | Scope: ® within Facility O National
Identifying Code: l:l Date of Birth: l:l_;] Brooklyn VA NY Harbor HCS (630A4,
emlt| | [ |
Search Brockton Campus-VA Boston HUS (523A5) i
~
Bronx (526}
Sorry, no volunteers were found that m
Brooklyn VA NY Harbor HCS (630A4
Broward VA Outpatient Clinic (546BZ)
Buffalo VA Western NY HCS (528)
Butler (529}
LV
co(1o1)

Cancel

2. The search results displays on the screen, including options to filter and search through
the results.
3. Click the Volunteer Name Link to display the Volunteer’s Profile Screen.

Figure 54 - Existing Volunteers Available from Search Results

Last Name: |Washington| x| First Name: I:l Scope: O within Facility ®) national
Identifying Code: |:| Date of Birth: |:|_:]
Email: | | [0 include Inactive Volunteers
Search
Showing 1 to 1 of 1 entries Search: I:'
Filters: [tat) v
Name Primary Facility Date of Birth Gender Status Contact Info
Washington, 1600 Pennsylvania Ave
George Cleveland-Louis Stokes VAMC (541) 02/22/1980 Male Active Washingten DC, DC
Code: CNN941 20500
Show entries
Cancel
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4. If the Search returns no results, a display message displays, ““Sorry, no volunteers were
found that matched the specific criteria’ on the screen.

4.4 Volunteer Demographics

The Volunteer Demographic Screen provides users with a collective list of volunteers
demographic and profile information. The list is customizable, allowing a user to define which
information they want to see for an active or inactive volunteer, which facility, and add any
restrictions. Customizations are based on roles, as National roles can choose which facility,
nationally or assigned, to view in the list. Users with facility only roles are limited to the current
logged in facility. Facility users do not have access to view the menu option.

In the Volunteer Demographic Screen, National roles can choose either the logged in facility or all
volunteers nationally. Users with Facility Only roles are limited to the current logged in facility.
Facility users will not see the option to toggle nationally/facility only.

This report combines the current VVSS reports: New Volunteers, Sign-In Code List, Telephone List,
Terminated VVolunteers, and Alphabetical VVolunteers, as well as provide additional columns and
reporting formats in an adhoc manner.

1. From the Volunteer Menu, select Volunteer Demographics to display the Volunteer
Demographics Screen.

Figure 55 - Volunteer Demographics Menu Option

'VI-'quntary Service | &1 0Ly H Brooklyn WA NY Harb

Home  Volunteers- Donations~ Expenditures~ Reports- Maintenance~

Reference~ Manage User Access

Add New Volunteer - Demoaraphics [ Edit Volunteer

Existing Volunteer Records

Volunteer Demographics

Post Regular Time

Edit Volunteer

. .. Entry Date: &/
name: KH_Committe_Listing, Volunteer 2 [#

Post Occasional Time Years Volunteering: 0

Daily Meal Tickets Primary Facility: = |Brook\\,rn VA NY Harbor HCS (63044) V|
Awards Primary Organization: = |WOMEN VETERANS OF AMERICA V|

Print

Requirement Notifications

Acci <

2. The Volunteer Demographics List is customizable and displays the following columns by
default.

eName — The Last Name, First Name, Middle Name or Suffix. Click the name link to view
the Edit Volunteer Profile.
eDate of Birth
e Age
eGender
eldentifying Code
eEntry Date - Filterable by Month and/or Year.
eFull Address — Includes the Street Address, City, State, and ZIP Code.
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e[Full Contact — Includes the Email and Phone Numbers.
e Active Assignments — Lists which facilities the user has access to.
el ast Volunteer Date
3. To customize and add more columns in the list, click the Customize link.
e Current Status - Select which set of volunteers to view by the following statuses:
o Active
o Inactive
0 Terminated
0 Terminated With Cause
e National Roles Only. Volunteers from the current logged in facility will display, or
select the Nationally radio button to include all facilities.
e The Add/Remove Columns includes all the options that can display in the VVolunteer
Demographics List. Several options are available to select.
e Show Custom Restrictions — Expand this link to customize dates. The options are:
0 Last Volunteered Date — Select whether all, those who have volunteered, or
those who haven’t volunteered dates display.
0 Status Date — Select whether status dates from this fiscal year, the last two
fiscal years, before, after, or between displays.
o0 Entry Date — Select whether entry dates when volunteers started from this
fiscal year, the last two fiscal years, before, after, or between displays.
e Click the Search button to include customized changes.
2. The Presets dropdown are common report formats to view volunteer demographics. Options
are:

Alphabetically

Potentially Inactive Volunteers

Separated from Service

New Volunteers

Custom

Excel, PDF, and Print enables a user to export and print the report.

4. Print Labels — To print a mailing label for a volunteer, select a check box next to the
volunteer’s name and click Print Labels.

5. Email Volunteers — To email a volunteer, select a check box next to the volunteer’s name and
click Email Volunteers.

6. Search text field available.

7. Click the name link to view a volunteer’s profile on the Edit VVolunteer Screen.

w
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Figure 56 - Volunteer Demographics Screen

[ Home [» List Requirement Notifications [* Volunteer Demographics

Q Volunteer Demographics
= Close Customizations Presets: ‘A\Dhabeti(a\ List ~
Parameters
Current Status: Add/Remove Columns:

[ Active W] Mame ¥ Full Address Full Contact [ status [J current Year Hours

[J1nactive W Date of Birth [ street [1 phone [] status Date [ prier Hours

[ Terminated ™ Age [ city [ alt Phone O Primary Facility O Adjusted Hours

[ Terminated With Cause O Age Group [ state [ Alt Phone 2 M Active Assignments [J Total Hours

W Gender O Zip O email O Supervisors [J Total Donations
® at Brooklyn VA NY Harbor HCS (630A4) W Identifying Code O Parking Stickers O Emergency Contact M Last Volunteered Date [ Hours Last Award
Q Nationally i el Entry Date [ uniforms O Primary Organization [ Date Last Award
O Active Organizations O vYears Volunteering
[= Hide Custom Restrictions Search
Last Volunteered Date:  Show [(all) v
Status Date:  Show [(all) hd
Entry Date: Show | (all) ~
show entries search: ]
Excel PDF Print Print Labels Email Volunteers | Showing 1 to 5 of 21 entries 2 3 4 5 Next Last
[Gai) S E) vl vy [mam ]
All / N Identifying Entry N N Last Vol
e Name Date of Birth Age Gender il Dot Full Address Full Contact Active Assignments Date
éfgoﬁfﬂeﬁgw + VOLUNTARY SERVICE -
O Bats SA, Sano 01/18/1987 30 Female ODI572 05/25/2017 oo Ll ADVISORY MTG -
J 11223 General

4.5 Post Regular Time

The primary use of the Time Entry Screen is for facility staff to enter and manage volunteer
time manually. This includes reviewing time entry and editing previously posted volunteer time.
The screen displays in two sections, Enter Time and Time Report.

1. From the Volunteer Menu, select Post Regular Time to display the Time Entry Screen.

Figure 57 - Post Regular Time Menu Option

"V‘[-"ofuntary Service

Reference~

Home  Volunteers~ Donations~ Expenditures~ Reports~ Maintenance-~ Manage User Access

Add New Volunteer

Existing Volunteer Records

Volunteer Demographics
Volunteer Demographics

Post Regular Time

Post Occasional Time
Daily Meal Tickets

Customize Presets: |Alphabetical List N

Show

Excel Email Volunteers  showing 1 to 5 of 22 entries
Awards
. - v [(all) v ¥YYY
All/ Requirement Notifications. Identifying Entry
None . of Birth Age Gender Code Date Full Address F

123 Apple Ln

The high-level process for Posting Regular Time is:

o View a volunteer time post for a given day (default to current).
o Post logged time for a volunteer.
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. Post adjusted hours for a volunteer.
o Search in current FY specific postings to edit or delete.

The Enter Time section contains two radio button options- By Date and By Volunteer:

Enter Time - By Date Option

e Volunteer — Start entering the volunteer’s name (i.e., Last Name, First Name, Middle
Name or Suffix) and a dropdown list displays with potential matches. Select the
volunteer’s name.

e Hours (Decimal value that rounds to nearest .25 with a max value of 24.0)
e Assignment (Active assignments)
e Organization (Active organizations)
e Action - Delete icon
o + to add rows
e Press Alt + “1” anywhere to go directly to the Post All button.
e Post All button
Figure 58 - Time Entry Screen
9. Time Entry
Enter Time
® By Date: O By Volunteer:
12/29/2016 [
Volunteer Hours Assignment Organization Action
[Youth, Female | 100 [pcSiciubiindiandlion ESE:SAILSBE,’?\L(?EECERKEEIIS b 4

Vision @Main Facility

ORG

General - Blind and Low KRIST'S NAT ORG - KRISI'S

|1.DO LOCAL BRANCH FOR NAT

|‘r‘outh, Female . . s
Vision @Main Facility ORG

*Push Alt-1 to exit keyboard entry fields

Time Entry — By Volunteer Option

e Date — Click the Calendar icon or enter the date.
Hours (Decimal value that rounds to nearest .25 with a max value of 24.0)
Assignment (Active assignments)
Organization (Active assignments)
Action - Delete icon
+ to add time entry rows
Press Alt + “1” to go directly to the Post All button.
Post All button
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Figure 59 — Time Entry — By Volunteer Screen

B Time Entry
Enter Time
O By Date: ® By Volunteer:
@ ]
Date Hours Assignment Organization Action
12/27/2016  [H[1.00 | b 4
H| | X
H | x
4| | X
| | X
FA| | X
H | X ®
Post All [»
*Push Alt-1 to exit keyboard entry fields

The second section is Time Report. This displays time entries determined from the Enter Time
By Date or By Volunteer radio buttons.

By Date - Time Report

Search field

Excel, PDF, and Print enables a user to export and print a time report.
Volunteer

Hours

Service Role (Filterable)

Location (Filterable)

Organization (Filterable)

Action — Edit or Delete icon.

The section refreshes when a New Volunteer is selected, or when time is posted through the
Post Time link

Figure 60 - By Date - Time Report

ime Report for 05/17/2016
Excel PDF  Print  Showing 1 to 7 of 7 entries Search: I:l
Show entries
Filters: [caly v [tamy ~|[(ally v
Volunteer Hours Service Role Location Organization Action
Balktjijc, ) : - =
Hwxfrza Sq 9 REC THERAPY SERVICE - General Main Facility AMERICAN LEGION @‘ M
Bfrifc, Tagid Po 3 REC THERAPY SERVICE - General Main Facility AMERICAN LEGION AUX. E ﬁ
Baktjijc, 5 CANTEEN SERVICE - General AprilTest1 AMERICAN LEGION Elm|
Twxfrzg Sg 10,
Ahgwt, ’ ) - =
Nfhxpalxud Rp 8 CBOC - Fort Collins - General Main Facility AMERICAN LEGION AUX. 5 m
Carf, Prpxep VOLUNTARY SERVICE - VOLUNTARY : - =
Ns 4 SERVICE - General Main Facility VETS FOREIGN WARS E} |
Babuiy, VOL TRANSPORT NETWORK - . . =
Ymedox g General Main Facility DISABLED AMER VETERANS = il
Acgbsyvizqg, VOLUNTARY SERVICE - VOLUNTARY : - =
Sthhd 12 SERVICE - General Main Facility AMERICAN LEGION = 'ﬁ
*
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By Volunteer - Time Report

e Time Report for (Volunteer’s Name Link) — Click the name link to view the volunteer’s
profile.

Search field

Excel, PDF, and Print - enables a user to export and print a time report.
Date

Hours

Service Role (Filterable)

Location (Filterable)

Organization (Filterable)

Action — Edit or Delete icon.

Figure 61 - By Volunteer - Time Report

Time Report for Smith, John Paul

Excel PDF  Print  Showing 1 to 2 of 2 entries Search:
Show entries

@n v [(all) v| [(al) v

Date Hours Service Role Location Organization Action
03/15/2017 1 ABMMS - ACQUIST SECT - General Main Facility CATHOLIC WAR. VETERANS |ﬁ ﬁ
03/14/2017 1 A&MMS - ACQUIST SECT - General Main Facility CATHOLIC WAR. VETERANS |ﬁ ﬁ
View/Edit Adjusted Hours

4.5.1 View or Edit Adjusted Hours

The View/Edit Adjusted Hours section displays the adjusted hour’s lifetime history for a volunteer,
with the most recent first and enables the hours to modify. The option is only available when viewing
By Volunteer.

1. Click or expand the View/Edit Adjusted Hours link to display the Adjusted Hours section for
the volunteer. The following displays:

e Date

e Hours

e Comments

e Created By

e Add Entry button
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Figure 62 - View/Edit Adjusted Hours Section

B Close Adjusted Hours

Filters:
Date

Adjusted Hours for Smith, John Paul

Hours

Comments
No entries yet.

Created By

Add Entry

2. To adjust the hours for a volunteer, click the Add Entry button to display the Add Time
Adjustment box.

e Date — Click the Calendar icon or enter the date to adjust the hours. Must be with in the

current Fiscal Year and grace period.
e Hours — Enter the hours. Positive and negative hours are accepted.
e Comments — Justification for adding the adjustment.
e Click Submit.

Figure 63 - Add Time Adjustment Box

Comments: *

Date: * [03/17/2017 ]
Hours: *

Adjusted Hours|

Cancel

3. The adjusted hours are posted. Click on the Close Adjusted Hours link to minimize the

section.

Figure 64 - Adjusted Hours Posted Screen

=l Close Adjusted Hours

Adjusted Hours for Smith, John Paul

..............................

4.6 Post Occasional Time
The Post Occasional Time Screen is for facility staff to enter and manage Volunteer time

manually. This includes reviewing who has logged time for the current day, and additional time

interactions.
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03/17/2017 2 Adjusted Hours Hula, Catherine
Add Entry
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Users with the following access roles are permitted to use the VSS Volunteers Menu option.
¢ National Administrator
e Site Administrator
e Site Specialist

1. From the Volunteers Menu, select Post Occasional Time to display the Occasional Time
Entry Screen.

Figure 65 — Post Occasional Time Menu Option

U.S. Department of Veterans Affairs

Veterans Health Administration

Facility:

Brookll

Reference~

Home  Volunteers- Donations~ Expenditures- Reports~ Maintenance~ Manage User Access

Add New Volunteer

Existing Volunteer Records

Volunteer Demographics Voluntary Service System Announcements:

Post Regular Time WSS will begin its initial operating capability in 2016.

Post Occasional Time
Daily Meal Tickets Post Occasional Time

Awards

Non-Requirement Notifications

Requirement Notifications

2. This screen provides the user the ability to:
e Post Occasional Hours,
¢ View the most recent Occasional Hours’ time postings.
e Edit existing Occasional Hours’ time postings.

The initial view of the Occasional Hours Screen is a two part display. The first section contains
the fields for submitting a new Occasional Hours posting, and the second section contains a data
of all current FY Occasional Hours postings by most recent date, as well as Edit and Delete icons.

©® VA fiscal year begins October 1 of the prior calendar year, such that FY2016 extends
from 10/1/2015 to 9/30/2016.

Enter Time

e Date — Select the Calendar icon or enter the date to adjust the hours. VValues must be within the
current fiscal year. The system may auto resolve the year portion to make time entry quicker
(There is only one valid year for any given month-day combination within a FY).

e Number in Group — Enter the number of volunteers for a posting.

e Total Group Hours — Enter the total number of hours the group of volunteers worked.
Decimal point value but must be rounded to nearest .25 of an hour.

e Organization — Start entering the organization’s name and a dropdown list displays with
potentials matches. Only active organizations and branches are available.

e Assignment — Start entering the assignment and a dropdown list displays with potentials
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matches. Only active services for the facility are available.

Comments — This field is used to describe the time entry with 40 characters.
Action - User can add or delete rows.

Press Alt + “1” anywhere to go directly to the Post All button.

Post All button

@ The system does not allow duplicate entries with the same Day, Assignment, and Organization.

Figure 66 - Enter Time Section

Enter Time

Date: [05/11/2016 i Post All

Number Total
in Group Organization Assignment Comments Action
Group Hours

| | | I | | @

|

Occasional Time Report

e Search field

Excel, PDF, and Print enables a user to export and print a time report.
Date (Filterable)

Number In Group

Total Group Hours
Organization (Filterable)
Service (Filterable)

Role (Filterable)

Location (Filterable)
Comments

Action Items: Edit or Delete

Figure 67 - Occasional Time Entry Screen

Occasional Time Report

Excel PDF Print  Showing 1 to 2 of 2 entries Search: I:I
Show entries

[ [ v|[am v[@n v v

Total
Group Organization Service Role Location Comments Action

Hours

Number

Bats in Group

03/15/2017 1 1 LOCAL WOMEN'S CLUBS Women's Health Program General Main Facility £} ﬁ'
03/15/2017 1 1 CATHOLIC WAR VETERANS ABMMS General Main Facility |ﬁ ﬁ'

4.6.1 Edit Occasional Time Entry

2. Locate the Time Entry and click the Edit icon in the same row to display the Edit Occasional
Time Entry box. A user can modify the information and click Submit.
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Figure 68 - Edit Occasional Time Entry Box

Mumber in Group: *

Total Group Hours: * [1.00
Organization: * |LOCAL WOMEN'S CLUBS |

Assignment: * |\u'.‘nmer1's Health Program - General @Main Facility |

Comments: | |

Submit Cancel

4.7 Daily Meal Tickets

The Daily Meal Ticket List displays information for each volunteer who has requested a meal or
who has had a meal manually added by VAVS Staff. If the site allows multiple meals, each meal
requested is listed.

Users with the following access roles are permitted to use the VSS Volunteers Menu Bar option.
e National Administrator
e Site Administrator
e Site Specialist

1. From the Volunteers Menu, select Daily Meal Tickets to display the Daily Meal Tickets
Screen.

Figure 69 — Daily Meal Ticket Menu Option

"VI-"qunta:-y Service

Home  Volunteers- Donations- Expenditures- Reports- Maintenance- Reference- Manage User Access

Add New Volunteer

Existing Volunteer Records i
Occasional Time Entry
WVolunteer Demographics

Post Regular Time Enter Time
Post Occasional Time Date: E]
Daily Meal Tickets

Awards

Number Total
in Group Organization Assignment

*Push Alt-1 to exit keyboard entry fields

s Hours
Daily Meal Tickets

Requirement Notifications

Occasional Time Report

2. If the facility has indicated one or more meals are allowed, the Daily Meal Tickets List for
the current date displays the volunteers who have requested a meal TODAY from the PC
Kiosk, or have been manually added to this Daily Meal Tickets List by authorized staff.

Data Fields and Performing Tasks of the Daily Meal Ticket
e Volunteer Last and First Name (i.e., Last Name, First Name, Middle Name or Suffix).
e Occasional Volunteer Name - Name of the Occasional Volunteer added through the
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Add button
e Search button

3. If no entries are made for that day. “Sorry, no meal tickets were found that matched the
specified criteria.”” message displays.

Figure 70 - Daily Meal Tickets Screen with No Meal Tickets Found

Home Volunteers~ Donations- Expenditures- Reports- Maintenance- Reference- Manage User Access

[* Home [» Daily Meal Tickets
9 Daily Meal Tickets

Meal Tickets for: 4/14/2017

Volunteer Last Name: l:l First Name: l:l Search
Occasional Volunteer Last Name: l:l First Name: l:l Add

Sorry, no meal ticket were found that matched the specified criteria.

4. If the volunteer is not listed, you can search or add a meal ticket to the volunteer.

4.7.1 Add a Meal Ticket

5. On the Daily Meal Tickets Screen, enter the Volunteer or Occasional Volunteer Last or
First Name and click Search to display the Search for the Volunteer box.
6. If the volunteer is found, click the volunteer name link. If not, reenter the search criteria.

Figure 71 - Searching for a VVolunteer to Add Meal Ticket

Last Name: First Name: [ | Scope: (® within Facility O National
Identifying Code:[ | DateofBirth:[ | Dallas-North Texas HCS (549)

Email: | |
[ 1nclude Inactive Volunteers
Search
showing 1 1o 1 of 1 entries Search. l:l
Filters: [iall v] [falh ] [ ~]
Name Primary Fadcility Date of Birth Gender Status Contact Info
Smith, John 123 B Stree
Paul Dallas-North Texas HCS (549) 01/01/1988 Male Active Lincoln, NE
Code: MOH361 68516
Show entries

Cancel

7. The volunteer now has a meal ticket and the information is displayed on the Daily Meal
Tickets List.
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Data Fields and Performing Tasks

Print Selected button enables a user to print meal tickets.

Excel, PDF, and Print enables a user to export and print the meal ticket list.

Select All/None - Select the checkbox next to the volunteer’s name or click Select All
to select all volunteers’ names. This enables a user to print meal tickets for all
volunteers and select individuals or print or create a spreadsheet of the Meal Ticket List.
Click None to uncheck.

Volunteer Name (i.e., Last Name, First Name, Middle Name or Suffix).

Occasional VVolunteer Name - Name of the Occasional VVolunteer added through the
Add button.

Meal Ticket ID - Unique ID for the meal ticket.

Printed - Date and Time the meal ticket was originally requested for print (Filterable).
Reprinted:

e Yes, the meal ticket was re-requested for print.

¢ No, the meal ticket was not requested for reprint (Filterable).

Action — Click the Delete icon to remove the meal ticket selection.

Figure 72 - Daily Meal Ticket Screen

Home

(2]

Excel

O

[» Home [» Daily Meal Tickets

Meal Tickets for: 4/14/2017

Print Selected

S
All / None

Volunteers~ Donations- Expenditures- Reports- Maintenance- Reference- Manage User Access

Daily Meal Tickets

Volunteer Last Name: l:l First Name: I:l Search
Occasional Volunteer Last Name: l:l First Name: I:l Add

| PDF Print | Showing 1 to 1 of 1 entries Search: I:l

Sleck Volunteer Name Occasional Volunteer Meal Ticket ID Printed Reprinted Action

Smith, John Paul 794684 No i

4.7.2 Print Meal Ticket
The printing of the daily Meal Ticket is available from Voluntary Service and can be used as

payment
1.

2.

for each volunteer’s meal.

Click the volunteer name checkbox in the Meal Ticket List. Or, click the Select All link
to select all volunteers in the list.
Click the Print Selected button to display the Format Select Box.
The options enable a user to print a meal ticket from a normal printer or format a meal
ticket to a kiosk printer. Click on a print icon to display the Print box.

e Normal Printer - Sends the meal ticket to a normal printer.

e Receipt Printer - Used for printing from a Kiosk.
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Figure 73 - Format Select Box to Print Meal Tickets

Which printer are you using?

Mormal Printer Receipt Printer

Cancel

4. The meal ticket and the Print box displays. Click Print.

e Each Meal Ticket is for the current date only.

e Each Meal Ticket displays the following information:

VAVS Logo

Volunteer Meal Ticket

Facility Name

Volunteer Name

Valid Only On This Date: [Today’s Date] in mm/dd/yyyy format

Maximum Value of Meal Ticket

Signature of VVolunteer

VA Form 10-3558

For use by Voluntary Service Only

Meal Ticket ID

REPRINTED displays if a ticket has been printed more than once.

e Each Meal Ticket is for one meal. If the volunteer is eligible for more than one
meal ticket, print separately.

OO0OO0O0O0O0O0O0O0O0OO0OO
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Figure 74 - Meal Ticket Example

Ikt pem v g wes mied. rimt hitrn -
P E A Y FFd |
VNS Fon LT i

‘.'\. ! ¢ |‘l ¢ ‘I \'\ .'\'. LY "\. 5
“ ! ) L (I

W ¢ A LY !

VOLUKTEER
KERL TICEEI

Valld Jnly On Ihie Detae: 77332016

Selima-Horch Texas HCE (G4E)

Voluntesrs, Sally

Mawimum Value: H7.00

Signarture Of Volunrteer
|
I
B
VA FORM 10-3555

- =

o]

For use by Voluncary
Spryice OMLY
T

Tickse ID: 747823F

4.8 Awards

The Awards Lists Screen displays a list of volunteers who have served enough hours to be eligible
for an award and enables users to manage and view processed awards. The Primary Facility

associated with the volunteer is responsible for managing awards.

1. From the Volunteers Menu, select Awards to display the Awards List Screen.
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Figure 75 - Awards Menu Option

'Y',l-'ot'untary Service

Home  Volunteers- Donations- Expenditures- Reports- Maintenance- Reference- Manage User Access

Add New Volunteer

Existing Volunteer Records

Occasional Time Entry
Volunteer Demographics

Post Regular Time Enter Time

Post Occasional Time Date: |07/26/2017 Ee|

Number Total
in Group Organization Assignment
Group Hours

*Push Alt-1 to exit keyboard entry fieldy

Daily Meal Tickets

Requirem{fi¥R)ications

Occasional Time Report

Cyvrol DOE Drint oo o 00— e ae

2. The user can perform a search for a volunteer eligible or received an award, view the search
results, and select the volunteer from the results to view or edit VVolunteer Profile Screen.

Searchable Fields

e Disposition
o Eligible — VVolunteer available to receive award (Default).
0 Processed — VVolunteer processed for award.

e Type
0 Adult — Adult award (Default)
0 Youth - Youth award.

e Status
0 Active — Default.
O Separated - Inactive or Terminated or Terminated with Cause

3. Click the Search button to display results. The Awards List displays the following
information for each volunteer:
e Excel, PDF, and Print - Enables a user to export and print awards report.
Search — Enables a user to search for specific information in the Awards List.
Give Award — Select the checkbox to grant the award to the volunteer.
Award Name - Name of Award Code the volunteer is eligible for (Filterable).
Group Type - Award type of the award the volunteer is eligible for (Filterable).
Volunteer Name — Last Name, First Name, Middle Name and Suffix. Click the
name link to navigate to the Volunteer Profile Screen.
Status — Volunteer’s status (Filterable).
Last Award Date - Date volunteer received last award.
Last Award Hours - Award hours associated with last award.
Service Years - Volunteer’s years of service.
Average Hours/Month — The number of total hours of volunteer service
divided by number of months of service.
Date Last Volunteered — Date the volunteer last posted time.
e Labels All/None — Select the checkbox to print a mailing label for the volunteer.
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Award Date — Select the Calendar icon or enter the date for the volunteer to
receive the award. The award date cannot be in the future.

Post Awards — Click the button to process the award.
Cancel — Click the button to cancel the award.
Print Labels — Click to print address labels for selected volunteer.

Figure 76 - Awards List Screen

Awards List
Disposition: * O Processed
Mlvouth
[ separated

® Eligible
[ adult
M Active

Type:
Status:
Search Cancel

Excel PDF

Print | Showing 1 to 1 of 1 entries
[(al) V] [(am) ]

Last
Award
Date

Last
Award
Hours

Total
Hours

Svc
Yrs

Give Award LI

Hours/Mo

Date Last
Volunteered

Volunteer Labels
Award Name Nar All / None

O

Type Status

] ADULT 10 HOURS A Aaa, Aaa Active 0 1 16 1 11/03/2016

= [12/06/2016 [

Award Date:

Post Awards Cancel Print Labels

When the Post Awards button is selected, a warning message displays, “WARNING: This

process will code the awards for the selected volunteers. The process may take some time

to post the awards and is an irreversible process. Do you want to continue?”.

Click OK to process the award. The Last Award Date for the volunteer on the Awards

Lists Screen will display the date the award is processed.

e Once an award is processed, a user cannot recall the award. However, a user can

post again to process volunteers previously excluded from an award or navigate to
Volunteer Profile Screen and update each volunteer’s award manually.

4.9 Requirement Notifications

The Requirement Notifications Screen displays unmet and expired requirements related to the
facility, other than the high priority notifications listed on the VSS Homepage. A user can quickly

clear or adjust requirements and navigate directly a volunteer’s
the application to view a specific screen or function.

1. From the Volunteers Menu, select Requirement Noti
Requirement Notifications Screen.
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Figure 77 - Requirement Notifications Menu Option

U.S. Department of Veterans Affairs

Veterans Health Administration

[§-1=103"A Dallas-Morth Texas HCS

Home  Volunteers~ Donations~ Expenditures~ Reports~ Maintenance~ Reference~ Manage User Access

Add New Volunteer

Existing Volunteer Records
Volunteer Demographics Voluntary Service System Announcements:

Please check with local IT concerning Kiosk upgrades. For general
questions, refer to the user guide, the blue question mark icon on each
Post Occasional Time page, or the SharePoint discussion board.

Post Regular Time

Daily Meal Tickets

Non-Requirement Notifications

Awards

Requirement Motifications

Excel  PDF  Print  ghowing 1 to 20 of 55 entries

2. The following displays Requirement Notifications Screen:
e Severity - Displays a status of High, Medium or Low and a color coded icon.
o0 High=Red
0 Medium = Yellow
0 Low = Not color coded.
e Name - Brief description of the notification. The bullet point below displays an
additional explanation.
e Details — Includes which Volunteer initiated the activity. Click the name link to
view the Volunteer Profile.
Originating Facility
Created Date
Removal Date
Actions — Click the arrow button to view the activity (i.e., View Volunteer,
Volunteer Requirement or View E-Donations Received displays in the
dropdown) or clear the notification.
e Filters are available for all columns.
e Edit volunteer requirements, view data changes, or clear notifications.
e Excel, PDF, and Print enables a user to export and print notifications.
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Figure 78 - Requirement Notifications Screen

)'/l-"ofumai'y Service allas-North Texas HCS (549) @) User Name:

Maintenance~ Reference~ Manage User Access

Home Volunteers~ Donations~ Expenditures- Reports~

[> Home [» List Reguirement Notifications

2]

Requirement Notifications

Excel PDF Print | Showing 1 to 11 of 11 entries

ETEINED v [@n >
- . P - Created Removal "
Severity Name Details Originating Facility Date Date Actions
Medium  Reguirement Expired Smith, John Paul Dallas-North Texas HCS (549) 03/23/2017 -
» The requirement "Requirement Training" expired on 3/23/2017 and is past due
Medium  Reguirement Expired Smith, John Paul Dallas-North Texas HCS (549) 03/31/2017 =4

= The requirement "Communications Training” expired on 3/31/2017 and is past due

Show entries

3. To clear a notification, click the Actions dropdown and click Clear Notifications.
4. A Confirmation box displays, click OK to clear the notification.

Figure 79 - The Confirmation Box Displays to Clear Notification.

A Are you sure you wish to clear this notification?

i OK | cCancel

______________

5. To view an e-donation, click the Actions dropdown and click View E-Donations
Received. The user is directed to the E-Donation List.

Figure 80 - Click on View E-Donations Received to view the E-Donation List

E-Donation List

E-Donations Received

Excel PDF  Print  Showing 1 to 20 of 54 entries
r

1
Epay
[Efs Address Phone Email Date Amt [LEEeT] Additional Information Tracking Action
Name (GPF) D
Abe 227-276-5018 i
i i /08 . E-Donation Made on 12/08/16 Add New t
Lincoln |1600 Pennsylvania Ave taBeppdB@sPKaX.com 12/08/2016|$150.00|4001 /08/ 25VEGVTP  [Add I Donation

6. When a requirement is unmet or expired, click the Actions dropdown and click Edit
Volunteer Requirement to display the Volunteer Requirement Details box.

7. Modify the Due Date by entering the date or clicking on the Calendar icon to select a
new date. Change the status to New or Met, add any comments, and click Submit.
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Figure 81 - Click on Edit Volunteer Requirement to display the VVolunteer Requirements Detail box.

Facility: National Date Type:  Completion Date
Name: KRISI Date: j

Type: Standard Status:

TMS Course ID: (none)

Prevent Kiosk Time Posting
if not "Met”: no - A&MMSn - ACQUIST SECT - General

This requirement applies to the following roles:

Comments:

Submit Cancel

8. Also, for a requirement that is unmet or expired, click the Actions dropdown and click
View Volunteer to display the Edit VVolunteer Screen.

Figure 82 - Click View Volunteer to display the Edit Volunteer Screen.

le [ List Requirement Notifications [> Edit Volunteer

Edit Volunteer

Entry Date: 3/8/2017

Years Volunteering: 1

nName: Smith, John Paul &

Primary Facility: = |Da|las-Nnr‘th Texas HCS (549) V|
Print
Primary Organization: * [CATHOLIC WAR VETERANS V|
Assignments Assign
[ED) v e MERIED] v @ v
— Physical -

Name Facility Toction Status Action
e Dallas-North Texas HCS (549)  Main Facility Active
General
MYHEALTHEVET - General Dallas-MNorth Texas HCS (548)  Main Fadility Active
CANTEEN SERVICE - General ?;’:g::}”mh UEESHEE Main Facility Inactive

5. Donations

This menu is only available to local facilities. Central Office users will not see this menu. Only
users with Create Donation permission may add, edit, or update donors and donations within a
local facility. Users with Read Donation permission only have the ability to view donors or
donations.

The following roles have Create Donation permission and are permitted to use the Donations
Menu list:

e National Administrator (Only available if logged into a local facility)
e Site Administrator
e Site Specialist
e Site User
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The following roles have Read Donation permission and can access the Donations menu with
Read Only access to donor and donation information.

e National Specialist and National User (Read Only access within a local facility)

1. Select Donations from the VSS Volunteer Menu Bar. The following dropdown options
are listed:

e Add New Donation

e Add Anonymous Donation
e Existing Donor Records

e Existing Donation Records
e E-Donations Received

e Print Thank You Letters

Figure 83 - Donations Menu Options

"VI-’oiuntaﬂ; Service [ZYe W) Brooklyn WA NY Harbor HCS (63

Home Volunteers~

Donations~ Expenditures- Reports- Maintenance~ Reference~ Manage User Access

£ Add New Donation

Add Anonymous Donation i
) Create Donation
Existing Donor Records
Existing Donation Records onor

E-Donations Received ponor Type: Anonymous

Print Thank You Letters

Facility: Brooklyn VA NY Harbor HCS {630A4)

Donation Date: * (07/19/2017 _:]

Donation ID: (new)

Donation Type: * [-- Select

General Post Fund

Donation Amount $

* |--Select-- W *
; ] I 1

5.1 Add New Donation

1. From the Donations Menu, select Add New Donation to display the Search for Donor
Screen.

2. The high-level process for Add New Donation is the following:
e Search existing Donor Records thoroughly in the VSS database to ensure a duplicate
Donor (Individual, Individual (Volunteer), or Organization), record is not created.
e Add New Donor Record (Individual or Organization) on the Create Donor Screen.
e Edit donations or donor records on the Edit Donor Screen.

5.1.1 Search for Existing Donor - Individual

1. If searching for Donor Type as an Individual on the Search for Donor Screen, the
user can populate any or all of the following fields to search for an Existing Donor

Record.
e Last and First Name - Last Name or First Name.
e State
e Donated at - Current working Facility or Any Facility (Default)
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2. |If the Donor is found from the search, select the Donor Name Link from the results
list to display the Edit Donor Screen to edit the Donor and add a donation.

Figure 84 - Search for Existing Donor - Individual

Last Name: [Donor| | First Name: |CT | city: Deonor Type: ® Individual O Organization
Email: State: ~v Donated at: () pallas-North Texas HCS (549) @ Any Facility
Phone: Zip:
Search Add New Donor
showing 1 to 2 of 2 entries gearch l:l
Filters: [tally ~ | [(ally v
Eorne Last Last Last
Name Volunteer? Contact Info Last Donation Facility Donation Donation Donation
h T Date Type Amount
donor, 123 4444 Cleveland-Louis Stokes VAMC e
T No cT (541) 01/17/2017 Activity $40.00
asdf Cleveland-Louis Stokes VAMC
donor, ct No cT (sq ne-houls Stokes 01/17/2017  Ttem $50.00
44111 (541)
Show entries
Cancel

3. If no Donors are found from the search the, “Sorry, no donors were found that
matched the specified criteria.” displays and the Add New Donor button is
available to create a new donor profile.

4. Click Add New Donor to display the Create Donor Screen.

5.1.2 Create Donor- Individual
Define the following fields on the Create Donor Screen:

Donor Type
Individual — The radio button is automatically selected. To change the donor type,

Donor.
Link Volunteer Button — Links a VVolunteer to a Donor.
Donor
e Last Name (required)
e Prefix
e Suffix
e First Name (required)
e Middle Name/Initial
Mailing Address
e Street Address 1
e Street Address 2
e City
e State
e ZIP Code
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e Email Address
e Phone Number

Figure 85 - Create a Donor Screen

[%= 11 Brooklyn WA NY Harbor HCS (53044) @ User Name: VHACISSVSS, VHACISSVSSTESTL

Vl-"ol untary Service

Home Volunteers~ Donations~ Manage User Access

Expenditures~ Reports~ Maintenance~ Reference~

[> Home [» Create Donation

Create Donor

Donor Type: ™ ® Individual O Organization

Link Volunteer

Donor
Last Name: * Suffix: l:l
Prefix: l:l First Name: * l:l Middle Name/Initial: l:l
Mailing Address
Street Address 1: ‘ | Email: ‘
Street Address 2: ‘ | Phone: ‘
City: ‘ |
State: | ~|
Zip Code: l:|
Submit Cancel

5.1.3 Link Volunteer

If the individual donor is a volunteer, click Link VVolunteer to display the Search

1.
for Volunteer Screen. This allows the user to search for existing volunteers.

Figure 86 - Searching for a VVolunteer to Link to a Donation

LastMame:| | Firsthame:| | Scope: @ within Facility O national
Identifying Code:[ |  DateofBirth:[ [ co(ion)

Email:: | |
[J Include Inactive Volunteers

Search

Sorry, no velunteers were found that matched the specified criteria.

Cancel
2. If the volunteer exists as a donor and missed in the initial Search, an error message
displays, “Volunteer is linked to another donor. Please select a different volunteer
or search for the donor record established for this volunteer.”
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Figure 87 - Volunteer is Linked to Another Donor Error Message

9|

A Volunteer is linked to another donor. Please select a different voluntear or
search for the donor record established for this volunteer.

Close

3.

If the volunteer is found, the user can select it and establish it as a donor record. Once
the volunteer is located, the system automatically populates the volunteer’s information
in the Edit Donor Screen.

Figure 88 - Edit Donor Screen to Link a Donor Record

Edit Donor
Donor Type: Individual
Donor is Volunteer
MName: KH_Committe_Listing, Volunteer 2 Address: 1213 St
. Brooklyn, NY
Email: 000122
Phone:
uUnlink Volunteer Edit Volunteer Merge Donor Make Anonymous
Cancel
Donations
Add Donation
Excel = PDF  Print  showing 0 to 0 of O entries Search: l:l
[an v]  [al) v] [@al) v| (all) v
Date Facility Type Amount ACK Date Description Affiliation Action
No entries yet.
Show |10 V| entries

4. Once a donor is linked to a volunteer, the user can:

e Link Volunteer - Allows the user to search for existing volunteers. Once a donor is
linked to a volunteer, the other options can be performed.

e Unlink Volunteer — The Unlink Volunteer button removes the link between the
Volunteer Profile to the Donor Profile. When the Unlink VVolunteer is entered the user
receives a message, “Are you sure you want to remove the volunteer link from this
donor?”.

0 Click OK and the volunteer and donor are no longer linked. The user can enter
or update the donor information or link to another volunteer.
o0 If Cancel is selected, the volunteer remains linked to the donor.
e Edit Volunteer — Provides the ability to modify volunteer information on the Edit
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Volunteer Screen.

e Merge Donor - Provides the ability to merge two existing donors into one from
the Edit Donor Screen.

e Make Anonymous - Provides the ability to merge two existing donors as
“anonymous” into one from the Edit Donor Screen.

e Add Donation - This button is available for users to add a donation.

5.1.4 Create Donor — Organization

1. If searching for Donor Type as an Organization on the Search for Donor Screen, the
user can enter the Organization Name and then click Search. The system searches
using the criteria to verify if the Organization has been established as a Donor.

Figure 89 - Searching for a Donor Type as an Organization

Please search for an existing donor before adding a new one:

Organization Name: | ] Donor Type: OIndividual ~® Organization

Search

Cancel

2. If no donors are found from the search, the ““Sorry, no donors were found that
matched the specified criteria.”” displays and the Add New Donor button is
available to create a new donor.

3. The Search for Organization Screen will display with the Organization Name
pre-populated in the Name Field to allow the user to Search for the organization to link to
the donor record. The user can then execute the Search for any organization/local branch
matching the criteria entered.
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Figure 90 - Searching for an Organization before Creating a New Donor

Nama“

Abbreviation:

Search

Cancel

2. If the Organization is not found, the “Sorry, no organizations were found that
matched the specified criteria.”” displays and the Create Organization button is
available to create a Local Organization. Once the Local Organization is created it
is established as a donor and the Edit Donor Screen is displayed with message of

“The donor was created successfully.”

Edit Donor
The donor was created successfully.
Donor Type: Organization
Donor is Organization
Facility: Cleveland-Louis Stokes VAMC (541) Address: Mot on File
Name: ABC
Type: Organization
Contact Name:
Contact Title:
Contact Phone:
Contact Email:
Edit Organization Merge Donor Make Anonymous
Cancel
Donations
Add Donation

Excel =~ PDF  Print | Showing O to 0 of O entries Search: l:l
[GDh ] [@h ] [ ~]

Date Facility Type Amount ACK Date Description Action

Mo entries yet.
Show entries

3. If the Organization exists as a donor and was missed in the initial search, an error
message displays, “Organization is linked to another donor. Please select a

different organization or search for the donor record established for this

organization.”
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Figure 91 - Organization is Linked to Another Donor Error Message

CirganiFation iz linked tn anather donor. Pleass sslect A different arganization
or scarch for the donor record cstablished for this organization.

-
(=

Clnsa

| '

4. If the Organization is found in the Search of Donor Screen, the user can select the
Organization and establish it as a Donor Record.

Figure 92 - Searching for an Organization to Link to a Donor Record

Organization Name: |Knights of Columbt x Donor Type: O Individual ~® Organization

Search
Showing 1 to 10 of 50 entries Search: I:l
Filters:  [{all) v [{all) | [@n V]
Contact Last Last Last
Name Facility N Contact Info Last Donation Facility Donation Donation Donation
Name
Date Type Amount
KNIGHTS -
Augusta VA Medical Center 09/25/2015 Activity $180.00

OF
COLUMBUS )]

Cancel

v

5. Once selected, the Edit Donor Screen displays with the updated organization information.
6. Once the Organization is chosen as a donor the user can establish the following on the Edit

Donor Screen:

e Edit Organization - This selection provides the ability to modify the organization

information on the Organization Detail Screen.

©® Only Local Organizations and Local Branches within your working facility can be updated.

e Merge Donor - Provides the ability to merge two existing donors into one
from the Edit Donor Screen.
e Make Anonymous

e Add Donation — This button is available for users to add a donation from the Edit

Donor Screen.
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Figure 93 - Donor Established on the Edit Donor Screen

Edit Donor

The donor was created successfully.
Donor Type: Organization

Donor is Organization
Facility: Cleveland-Louis Stokes VAMC (541) Address: Not on File
Name: Example
Type: Organization
Contact Name:
Contact Title:
Contact Phone:
Contact Email:

Edit Organization Merge Donor Make Anonymous
Cancel
Donations
Add Donation

Excel = PDF  Print | Showing 0 to O of O entries Search: l:l
[@Ey ] &) v] [call) v| (all) v

Date Facility Type Amount ACK Date Description Action
Mo entries yet.
Show entries

5.1.5 Add Donation

1. After adding or selecting an existing Donor record, click the Add Donation button on the

Edit Donor Screen to display the Create Donation Screen.
2. The Donor section displays in a Read Only format regardless of Donor Type.

Figure 94 - Add a Donation from the Create Donation Screen

Create Donation

Domor is Volunleer

. Cleveland, OH
Wame: Volunteer, Conar 44111

Ernall: VOLDOMNORZEMAIL.COM [>4]
Phone: 444-355-6666
Acknowledgement Cverride[#

Donor Type: Individoal Addrase: 1000 Yol Dnnor Avenie

The user has the ability to override the address information for the Acknowledgement by clicking
on the Edit icon next to Acknowledgement Override. This override is only applicable to the
selected Donation and does not update the Donor Profile address. The user has the option to show

or hide the Acknowledge Address.

©® Note: Acknowledge Address override is only available for Volunteer Donor is VVolunteer or

Donor is an Organization.
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Figure 95 - Overriding the Address information for the ACK

Create Donation

Danor is Volunteer
SDoenor Tvpe: Individual Address; 7O Wl [DRAGE Avan e
{leveland, OH
Femmas: Vidlunboor, Donee 1]
Ervnail: WOLROMNORCEMATL COM u
Fhone: 444-555-2868

Hide Ackmowledgement AddrassiS)

#ck Address 1: |ack address 1 Ack Addrass £ |a:k gidrass 4
Ack City: |ack oty ark Stake: Iﬁ
Ak Jip: 11111
|- il

3. The Donation section contains the following:

e Facility - Current working facility is displayed in Read Only format.

e Donation ID - Auto-generated by the system

e Donation Date — Click the Calendar icon or enter the date. Must be within current
fiscal year (required).

e Donation Type — Select the donation type from the dropdown (required). Options
are: Activity, Cash, Check, Credit Card, E-Donation, and Item.

0 Check Number displays when Check is selected (required).

0 Check Date displays when Check is selected (required).

o Card Type displays when Credit Card is selected. Options are: American
Express, Master Card, Visa, and Discover (required).

o Confirmation Number displays when Credit Card is selected.

o E-Pay Training Number displays when E-Donation is selected (required).

e General Post Fund — Select the account number defined for the working facility to
apply the donation against. Defaults to none if Donation Type is Activity or Item.

e Donation Amount (Required)

e Field Service Receipt - Receipt number from Fiscal Service once a donation has
been submitted and recorded. Only displays when Donation Type is Cash, Check,
or Credit Card.

e ACK Date - Automatically populated when donation document is printed, can
manually be entered.

e Reference - Used for categorizing donations, such as division ID or sub-accounts.
Dropdown list of References defined are for the working facility.

e Letter Salutation - The greeting used in the Thank You Letter (required). Defaults
to Individual Donor name or Contact Name if the donor is an organization.

e Designation - Purpose or intended recipient of the donation.

e Affiliation - Organization to receive credit for the donation. Only available for
Individual Donors.

e Add Affiliation - Searches for Organizations. If found, click on the Organization
Name Link to add to the Donation section. Only available for Individual - Donor =

October 2017 VSS 5*3
67 User Guide



Individual.

e Delete Affiliation - Removes the Affiliation.

e Donation Description - This description is used when formulating the receipt and
Acknowledgement. Note: Used in an Acknowledgement Letter.

e Additional Information - Area to add information related to the donation.

Figure 96 - Donations Screen

Donation
Facility:  Cheyenne VAMROC (442) Donation ID:  (new)
Donation Date: ™ |08/29/2016 __';! Donatlon Type: ™ |-- Select - W
General Post Fund Donation Amount %
= [__Select-- | = |
--Select-- v I
--Select-- V| |
Acknowledgement Date: | l__J] Reference: hd
Letter Salutation: = IBVTWw n nCxtestQjl | Designation: | |
Aftiliation:  Not Applicable Add Affiliation Delete Affiliation
Donation Description (used in acknowledgement)
Additional Infermation
il

4. The fields in the In Memory Of section are available for all monetary donation types,
except for Activity or Item. Define the following:

e In Memory Of - The field recognizes who the donation was made in honor of.
e Family Contact - Family member of the individual in whose memory the donation
was made.
o0 This field is not required however, can only be entered if In Memory Of is
populated. If not, user receives error message, “In Memory Of is required
when Family Contact is entered.”

e Name - Last Name, First Name and Middle Name.
o Street
o City
e State (dropdown list)
e Zip - ZIP code.
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Figure 97 - In Memory Of Section

1n Memory Of
In Mzmory Cf: |
ramilly Contact

Mame: |

strest: |

City: | | State: | | Zip:

5. Define the name(s) to display in the Carbon Copy (CC) section.

Figure 98 - CC Fields Section

CC Fields

6. The Post and Print button allows the user to save the information on the screen and
displays the Post and Print dialogue.
e The user can choose to print the donation receipt, memo, or Thank You Letter in
PDF or Word format.
e |f the Donation ACK date has not been previously populated, the date of the Thank
You Letter requested is printed and displayed.
7. The Post button saves the information to the database. The user’s ID, time, and date of
update is recorded.
@ This information is retained in the database for auditing purposes, and is not displayed.
e The user receives a confirmation message of the saved Donation information.
o If edits fail, error message(s) display indicating the corrections and the action
requested from the user. The data is not saved until all edits are passed.
8. If user clicks Cancel, updates are not saved to the database.
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Figure 99 - Adding a Donation from the Create Donation Screen

Create Donation

Donor
Donor Type: Individual 1600 Pennsylvania Ave
Address: DC
Name: Example, Donor 2300
Email:
Phone:
Donation
Facility:  Cleveland-Louis Stokes VAMC (541) Donation ID: (new)
Donation Date: * |08/21/2017 i Donation Type: *
General Post Fund Donation Amount §
=[1044 ™ * [50.00
--Select-- v
—-Select-- ¥
Acknowledgement Date: 08/21/2017 _:] Reference: \ e
Letter Salutation: * [Donor Example Designation: l:l
Affiliation:  Not Applicable Add Affiliation Delete Affiliation

Donation Description {used in acknowledgement)

Additional Information

In Memory Of
I ]

5.2 Add Anonymous Donation

1. From the Donations Menu, select Add Anonymous Donation to display the Create
Donation Screen.

Figure 100 - Add Anonymous Donation Menu Option

)-/ Voluntary Service #%a1 1% Brooklyn VA NY Harbor HCS (63044) @ L]

Home  Volunteers- Donations- Expenditures- Reports- Maintenance- Reference~ Manage User Access

[> Home [» Create DonEYGEN ST BINET!

e Add Ancnymous Donation

Existing Donor Records

Create Donation

Existing Donation Records onor

E-Donations Received ponor Type: Anonymous

Print Thank You Letters

Facility: Brooklyn VA NY Harbor HCS (630A4) Donation ID: (new)
Donation Date: * |07/19/2017 [ Donation Type: =

2. The Donor Type displays as Anonymous on the Create Donation Screen. In the Donation
section, establishing the following:
e Facility - current working facility is displayed in Read Only format.
e Donation ID - Auto-generated by the system
e Donation Date — Click the Calendar icon or enter the date. Must be within current
fiscal year (required).
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e Donation Type — Select the donation type from the dropdown (required). Options
are: Activity, Cash, Check, Credit Card, E-Donation, and Item.
0 Check Number displays when Check is selected (required).
0 Check Date displays when Check is selected (required).
o Card Type displays when Credit Card is selected. Options are: American
Express, Master Card, Visa, and Discover (required).
o Confirmation Number displays when Credit Card is selected.
o E-Pay Training Number displays when E-Donation is selected (required).

e General Post Fund — Select the account number defined for the working facility to
apply the donation against. Defaults to none if Donation Type is Activity or Item.

e Donation Amount (Required)

e Field Service Receipt - Receipt number from Fiscal Service once a donation has
been submitted and recorded. Only displays when Donation Type is Cash, Check,
or Credit Card.

e ACK Date - Automatically populated when donation document is printed, can
manually be entered.

e Reference - Used for categorizing donations, such as division ID or sub-accounts.
Dropdown list of References defined are for the working facility.

e Letter Salutation - The greeting used in the Thank You Letter and not displayed for
Anonymous donations.

e Designation - Purpose or intended recipient of the donation.

e Affiliation - Organization to receive credit for the donation. Only available for
Donor = Individual.

e Add Affiliation - Searches for Organizations. If found, click on the Organization
Name Link to add to the Donation section.

e Delete Affiliation - Removes the Affiliation.

e Donation Description - This description is used when formulating the receipt and
ACK.

e Additional Information - Area to add information related to the donation.
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Figure 101 - Add Anonymous Donation from the Create Donation Screen

Ements [» Create Donation
Create Donation

Donor

Donor Type: Anonymous

Donation
Facility:  Cleveland-Louis Stokes VAMC (541) Donation ID:  {new)

Donation Date: * |08/23/2017 ] Donation Type: =
General Post Fund Donation Amount $

* |--Select-- v = ‘
--Select-- v
--Select-- v

Acknowledgement Date: I:|E Reference: | ~

Affiliation: Not Applicable Add Affiliation Delete Affiliation

Donation Description (used in acknowledgement)

Additional Information

3. The fields in the In Memory Of section are available for all monetary donation types,
expect for Activity or Item. Define the following:

e In Memory Of - The field recognizes who the donation was made in honor of.
e Family Contact - Family member of the individual in whose memory the donation
was made.
o0 This field is not required however, can only be entered if In Memory Of is
populated. If not, user receives error message, “In Memory Of is required
when Family Contact is entered.”

e Name - Last Name, First Name, Middle Name or Suffix.
e Street

o City

e State (dropdown list)

e Zip-ZIP Code

Figure 102 - In Memory Of Section

1n Memory Of

In Memory Cf: |
ramily Contact

MName: |

streat: |

City: | | State; | “| Zims

4. Define the name(s) to display in the Carbon Copy (CC) section.
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Figure 103 - CC Fields Section for an Anonymous Donation

CC Fields

5. The Post and Print button allows the user to save the information on the screen and
display the Post and Print dialogue.
e The user can choose to print the donation receipt, memo, or Thank You Letter in
PDF or Word format.
e If the Donation ACK date has not been previously populated, the date of the Thank
You Letter was requested is printed and displayed.

e The Post and Print button allows the user to save the information on the screen
and display the Post and Print dialogue.
6. The Post button saves the information to the database. The user’s ID, time, date of update
is recorded.
@ This information is retained in the database for auditing purposes, and is not displayed.
e The user receives a confirmation message of the saved Donation information.
e |f edits fail, error message(s) display indicating the corrections and the action
requested from the user. The data is not saved until all edits are passed.
7. If user clicks Cancel, updates are not saved to the database.

Figure 104 - Add Anonymous Donation Screen from the Create Donation Screen

nage Requirements [» Create Donation
Create Donation

Donor

Donor Type: Anonymous

Donation
Facility:  Cleveland-Louis Stokes VAMC (541) Donation ID:  (new)

Donation Date: = |08/23/2017 Hin| Donation Type: =
General Post Fund Donation Amount $

* | --Select-- v *
--Select-- hd

Acknowledgement Date: I:Iﬁ Reference: ~

Affiliation: Not Applicable Add Affiliation Delete Affiliation

Donation Description (used in acknowledgement)

Additional Information
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5.3 Existing Donor Records

The Edit Donor Screen, regardless of Donor Type, displays the donations in the Donations L.ist
that allows the user to add and view existing donations.

1. From the Donations Menu, select Existing Donor Records to display the Search for
Donor Screen.

Figure 105 - Existing Donor Records Screen

Home Volunteers~ Donations~ Expenditures- Reports- Maintenance- Reference- Manage User Access

[* Home [» List Organiz{at sl SURRIE T

@

Add Anonymous Donation
Existing Donation Records p
E-Donations Received pr Type: Anonymous

Print Thank You Letters

Create Donation

Facility: Cleveland-Louis Stokes VAMC (541)

Donation Date: * |08/23/2017 ]

2. From the Search for Donor Screen, the user searches for an existing donor through the
Search options.

3. If the system identifies a match, the user is presented with the results list containing the
following information:

Search for Donor Records - Individual Results

e Search - The user can conduct a Search within the list of results from this screen.
e Name - Last Name, First Name, Middle Name or Suffix.

e Donor Is Volunteer (Filterable). The default is All.

e Contact Information - Address, City, State, and ZIP Code

e Last Donation Facility [Name (#)] (Filterable)

e Last Donation Date (Filterable)

e Last Donation Type

e Last Donation Amount
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Figure 106 - Search for Donor Records - Individual Results

Last Name: |Donor| % | First Name: ‘Donor

| city: [

Email: | |

Phone: | |

Showing 1 to 4 of 4 entries
Filters:
Donor is
plame Volunteer?
DONOR.

DONOR RO

OH

State: |

~

Contact Info

Search

Donor Type: ® Individual O Organization

Donated at: ® Cleveland-Louis Stokes VAMC (541) O Any Facility

[(all}

v [(ally v

Last Donation Facility

Last
Donation
Date

Last
Donation
Type

Last
Donation
Amount

Cleveland-Louis Stokes VAMC

(541)

06/01/2017 Cash $100.00

Show entries

Cancel

Once the donor is matched, the user clicks on the name link and will be taken to the Edit Donor
Screen and the information is prepopulated.

Search for Donor Records Results - Organization

[ ]
e Name - Organization name.
[ ]
[ ]
[ ]
e Last Donation Facility [Name (#)] (Filterable)
e Last Donation Date (Filterable)
e Last Donation Type
e Last Donation Amount
October 2017

75

Search - The user can conduct a Search within the list of results from this screen.

Organization’s Facility - National or Local (Filterable)
Contact Name - Last Name, First Name, Middle Name or Suffix.
Contact Information - Address, City, State, and ZIP Code.

VSS 5*3
User Guide




Figure 107 - Search for Donor Records Results - Organization

Elii'iIlIIIIIllllllllIllllllllllIIIllIllIlllllIIIIIIIIIIIIIIII.lllIlIllIIIIlllllllIllllllllllIIIllIlllllllllIIIIIIIIIIIIIIII...I..I::J

Organization Name: |[AMVet] P Donor Type: O Individual ® Organization A
Search
Showing 1 to 10 of 36 entries Search l:l
Filters: [(aln v [iall) ~| [(al) v
Contact Last Last Last
Name =« Facility < N ¢ Contact Info < Last Denation Facility ¢ Donation < Donation ¢ Donation ¢
ame
Date Type Amount
AMVETS (B;re?'"es VA Healthcare System 49,54/5015  Check $250.00
elFGvewvSkHAKEAMCAGI
Cleveland-Louis Stokes VAMC tYmFDLocLiyTiCD Cleveland-Louis Stokes VAMC
AMVETS - 11 (541) SOLON, OH (541) 05/17/2012 Check £100.00
44139
McsMRucAgqNbsmdsOLYNL]
Cleveland-Louis Stokes VAMC hXWmUFdPHhS Cleveland-Louis Stokes VAMC
AMVETS - 35 (541) SALEM, OH (541) 02/05/2004 Item $200.00
44460
lyvdSGhSRWBXN
Cleveland-Louis Stokes VAMC JFabxQDCFNVHIrs Cleveland-Louis Stokes VAMC
AMVETS - 45 (541) SALEM, OH (541) 11/27/2013 Check £$250.00
44460 v
Cancel

4. Once the donor is matched, click the Organization Name Link to display the Edit Donor
Screen with the information prepopulated.

5. A user can modify or view information on the Edit Donor Screen. The Donor, Mailing
Address, and Donations sections contain information on the donor.

Figure 108 - Modifying or Viewing Information on the Edit Donor Screen

Edit Donor

Donor Type: Individual

Link Volunteer Merge Donor Make Ancnymous

Donor

Last Name: * |[DONOR Suffix: :l
Prefix: l:l First Name: * |QHIO Middle Name/Initial: I:l

Mailing Address
Street Address 1: ‘123 main street ‘ Email: ‘ | B

Street Address 2: ‘ Phone: ‘
City: ‘ |
State: [Ohio v|
Zpcode: [ |
Submit Cancel

Donations
Add Donation

Excel PDF Print Showing 1 to 1 of 1 entries Search: l:l

[calny | [Cleveland-Louis Stokes VAMC (541) V] [(all) V] (all) v
Date ~ Facility % Type & Amount < 3;::; s Description & Affiliation & Action &
2016-10-21 Cleveland-Louis Stokes VAMC (541) Activity $12.00 @] @'

Show entries
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6. The Donations List displays donations for the working facility. The user can request to
see all donations for all facilities by choosing the Facility filter.

e The Donations List displays the last 10 donations in donation date order from
newest to oldest. The user can view additional donations by selecting the Show
entries dropdown.

e Add Donation button - Donations can only be created for individuals or Active
Organizations. If the Organization has a status of Inactive; the user cannot add a
new donation and the Add Donation button is disabled.

e Excel, PDF, and Print — The ability to export all the donations in the list or Print
the list.

e Date - The user edits or views the details for a donation by clicking on the Date
hyperlink.

e Facility — The facility the donation originated from.

Type — Donation type. Included are: Activity, Cash, Check, Credit Card, E-

Donation, and Item.

Amount — Donation amount.

ACK Date - Indicates the date donation was acknowledged.

Description — Donation description entered for the donation.

Affiliation - Affiliation is an individual donation given on behalf of an organization.

Action - The user can print/reprint a Thank You Letter, Memo, or Receipt for a

donation by clicking the Printer icon. If the Printer icon is not displayed, the

donation does not qualify to print/reprint a donation document.

e If the donation is for the working facility, an authorized user is able to delete a
donation by clicking the Trash Can icon in the Action Column. A confirmation
message is displayed “Are you sure you want to delete this donation?”

o If OK is selected, the donation is deleted.
o If Cancel the donation remains.

o If the Trash Can icon is not displayed, the donation does not qualify or
the user may not have the authority to delete the donation.

Figure 109 - Donations List Displays Donations for the Working Facility

Donations
Add Donation
Excel PDF  Print  Showing 1 to 2 of 2 entries Search: l:l
[all) v| [Cleveland-Louis Stokes vAMC (541) V| [(all) v (all) v
Date Facility Type Amount .S;:tp; Description Affiliation Action
2016-09-27 Cleveland-Louis Stokes VAMC (541) Cash £500.00 =
2016-09-27 Cleveland-Louis Stokes VAMC (541) E-Donation $500.00 =
Show |10 V| entries

5.3.1 Read Only Donations

Donations that meet the following criteria cannot be edited or updated. Donations are displayed in
Read Only format:
¢ All donations must be entered for the current fiscal year (Oct 1 — Sept 30) by the end of the
fiscal year (Sept 30). Users are allocated two weeks (+ 14 days grace period) after the
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fiscal year end to make any needed corrections for the previous fiscal year.
o If Donation Date is in previous fiscal year (Example: date < 10/1/14) - Read Only.
o If Donation Date is in this fiscal year (Example: date >= 10/1/14 and <= 09/30/15)
If Current date > 10/14/15 — Read Only.

e |f the donation is for a facility other than the current working facility, the donation is
available for display only. The user cannot update it without changing their working
facility.

o If Inactive Organization/Local Branch is Donor, the donations are Read Only.
o If Inactive Organization/Local Branch is affiliated with a Donation, the donation is
Read Only.

5.3.2 Change Donor — Donation Details Screen

The Change Donor buttons is only available when editing and updating a donation on the
Donation Details Screen. If the user has not updated any of the Donation Detail information
currently captured, the button is enabled and can be selected. This allows the user to change the
Donor associated with this donation, to another Donor regardless of Donor Type by navigating to
the Donor Search Screen.
e Once a new Donor has been selected, the updated Donor information is displayed with a
confirmation message, ““Are you sure you want to move this donation to the new Donor?”’
e If confirmed, this Donation is associated with the new Donor. If not confirmed, this
donation remains with the previous Donor information.
e |f changes have been made to the Donation Detail Screen the Change Donor feature is not
available and is disabled. The user has to post the changes first before the button is enabled.

Figure 110 - Changing Donor on the Donation Detail Screen

Edit Donor [ Edit Donation

Donation Detail

Donor

Donor Type: Individual address: (5'2|'3 4444
Mame: donor, CT
Email:
Phone:
Change Donor
Donation
Facility:  Dallas-Morth Texas HCS (549) Donation ID: 1758847
Donation Date: * j Donation Type: *
Check Number: = Check Date: j

Assign GPF

5.3.3 Merge Donor or Make Anonymous

Merge Donor or Make Anonymous Buttons provide the ability to merge two existing donors into
one from the Edit Donor Screen. Within this screen, all donations are moved from the source
donor the user is currently viewing, into the target donor and deletes the source donor.

e All donations for the source donor are moved to the target donor regardless of the facility
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where it was recorded, the fiscal year of the donation and the facility the user is working in
at the time the merge is executed.

e Any donor can be merged with any other donor. The source and target donor does not have
to have the same Donor Type.

e If the Donor Type for the source Donor = Organization, it must have a status of Active to
be eligible for the merge. If the Organization is Inactive; the merge feature is not available.

e |If the Donor Type for the target Donor = Organization, it must have a status of Active to be
eligible for the merge. If the organization is Inactive; the user receives the message
“Target Donor Organization is inactive, please choose a different target Donor.”

Only National or Site Administrators in the local facilities has access to the Merge Donor button.

Figure 111 - Merge Donor Button on the Edit Donor Screen

Edit Donor

Donor Type: Individual

Link Volunteer Merge Donor Make Anonymous

5.3.3.1 Merge Donor Button

If the Merge Donor button is selected, the Search Donor Screen displays. This allows the user to
search and then select the target donor for merging. The target donor is the option remaining on
file after the merge. Click OK to merge.

Figure 112 - Merging Donor

A Please confirm you wish to perform the following merge operation: o]

Source Donor: Target Donor:

Type: || Individual Type: || Individual

Name: ||[DONOR, OHIO

Mame: ||donor, CT

123 4444 -
e Contact Info: ||RI

Contact Info:

Last Donation Facility: || Brooklyn VA NY Harbor HCS (63044)

Last Donation Facility: || Dallas-Morth Texas HCS (549)

En e e Last Donation Date: ][01/20/2017
Warning!! Are you sure you want to merge this donor?
The Source Donor will be removed from the Donor file once any donations are transferred to the Target Donor (v

The source and target donors cannot be the same. If they are the same donor, the user receives a
message ““The target Donor cannot be the same as the source Donor.”
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Figure 113 - Target Donor Cannot be the Same as the Source Donor Message

4 The target donor cannot be the same as the source donor

Close

5.3.3.2 Make Anonymous Button
If the Make Anonymous button is selected, the Confirmation box displays. The target Donor
Type is Anonymous.

Figure 114 - Make Anonymous Donation

£ Please confirm you wish to perform the following merge operation:

Source Donor: Target Donor:

Type: || Individual Type:|| Anonymous

Name: ||donor, CT

123 4444
CT

Name:

Contact Info:
Last Donation Facility:

Contact Info:

Last Donation Facility: || Dallas-North Texas HCS (549)
Last Donation Date: |04/17/2017

Last Donation Date:

Warning!! Are you sure you want to merge this donor?
The Source Donor will be removed from the Donor file once any donations are transferred to the Target Donor.

5.4 Existing Donation Records Screen

The Existing Donation Records provides the ability to view a list of donations by date range. An
advanced search is provided and the user can narrow the list by Donor Name, Donor Type, and
ACK Date.

1. From the Donations Menu, select Existing Donation Records to display the Donation
List Screen.

October 2017 VSS 5*3
80 User Guide



Figure 115 - Existing Donation Records Menu Option

Home  Volunteers~ Donations~ Expenditures- Reports- Maintenance- Reference- Manage User Access

[> Home [> Edit Donor [EEGGEINEVERGET

B Add Anonymous Donation .
Edit Donor
Existing Donor Records
Existing Donation Records
E-Donations Received L
Print Thank You Letters Merge Donor Make Anocnymous

Donor

2. The following search parameters are available to allow the user to narrow the list of
donations displayed:

e Begin Date - The Begin Date is defaulted to the current date — 30 days. The user
may modify this date if desired.

e End Date — Select or enter the End Date to search for donations within a date
range.

e Donor Name - Any characters to be used to narrow the list. These characters could
appear in the Donor Name or the Organization or Other Organization name fields
associated with the Donation.

e Donor Type - Lists are narrowed by Donor Types: Individual (default),
Organization (default), and Anonymous. Also, the list can be expanded to
include Organization and Individual, Other Groups and Individual or Other
Groups by clicking Show Legacy.

e Acknowledgement - Lists are narrowed to include donations with an
Acknowledged Date or without an Acknowledged Date. Acknowledged and
Unacknowledged are selected by default.

e Donation ID — Lists are narrowed by Donation ID.

e Click Submit to display donation results.

Figure 116 - Donor Types and Acknowledgment Options Selected on the Donations List

L - 3
[* Hame © EditDoner [ Creats Donation [ Lisk Danatians 1
9 Donation List
Eegin Data: |07/30/2016 i Donar Typels): Acknowledgement: or Donation ID:
B tndividua B Acknowledged
End Dabe: ]
- 1% Organizatian EA Unacknowledged

Donor Nama: | (N ARsmymous

Show Legacy

Submit Cancel

L d

3. The following columns are available in Donation List search results:
e Select All/None — Select the link to print one or all donations.
e Date — Date of Donation. The hyperlink navigates user to Donation Detail Screen.
e Type — Donation Type listed. Included are: Activity, Cash, Check, Credit Card, E-
Donation, and Item.
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Donor Type — Donation Type listed. Included are: Individual, Organization,
Anonymous, Organization & Individual, Other Groups and Individual, or Other
Groups (Filterable).
Donor Name - Hyperlink navigates user to Edit Donor Screen.
Affiliation - Affiliation is an individual donation given on behalf of an
organization.
Organization or Other Groups — Results displayed only when Show Legacy
Donor Types were searched (Filterable).
Description — Donation Description entered for the donation.
Value — Dollar amount of donation.
ACK Date - Indicates the date donation was acknowledged.
Letter - The Thank You Letter template used.

0 Monetary Donation In Memory Of

0 Monetary Donation Family Contact (letter to Donor, letter to Family
Contact)
Monetary Donation Not in Memory Of

0 Activity Donation
o0 Item Donation

ID — Donation ID
Each column can be sorted in ascending or descending order.
A Search box is available on screen to search for any value within the list.
In order to print Thank You Letters, the user selects one or more checkboxes in the
Select All/None column, then clicks Print Selected. This button prompts the user
to select which items to print (Memo, Receipt, or Thank You Letter) and offers the
option of PDF or Word Document formats. After making a selection of Thank You
Letter and output format, click Submit, and the Thank You Letter(s) opens in a
separate window.
A request to print the Thank You Letter updates the Donation ACK Date with the
current date for each donation selected.
If the ACK Date was previously populated, the date is not updated. The user is able
to export all donations displayed in the Donation List by choosing Excel or PDF
format or may choose to Print the list. Print Thank You Letters Screen.

(0]

Figure 117 - Donor List Screen

Excel PDF Print

Select

i’/ None Date

Showing 1 to 5 of 5 entries
(all)

Type

03/21/2017 Cash

03/21/2017 Activity

03/21/2017 Cash

03/21/2017 Cash

03/29/2017 Check

Search:

V]

(all) v
Org /
Other

Groups

[GI v [ean

V| (all) hd

Donor Type

Ack
Date

Donor

Name o

Affiliation Description Value Letter

KRIST LOCAL
ORG 032217
KRIST LOCAL
ORG 032117

Organization £500.00 Monetary Donation Not In Memory Of 1759551

Organization £5,555.00 Activity Donation 1759550

Organization $20,900.00 03/21/2017 Monetary Donation Not In Memory Of 1759547

Organization $1,000.00 03/21/2017 Monetary Donation Not In Memory Of 1759546

Individual $10,000.00 Monetary Donation Not In Memory Of 1759553

Print Selected

October 2017
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5.5 E-Donations Received

VSS can receive any donations posted to Pay.gov, nightly for the VVSS staff to incorporate into
VSS. These donations are displayed when E-Donations Received is selected from the Donations
menu.

1. From the Donations Menu, select E-Donations Received to display the E-Donation List
Screen.

Figure 118 - E-Donations Received Menu Option

U.S. Department of Veterans Affairs

Veterans Health Administration

&= Tal 3T Cleveland-Louis 9§
Donations~ Reports- Maintenance~ Reference~ Manage User Access

Add New Donation

Add Anonymous Donation
Voluntary Service System Announcements:

Existing Donor Records

Existing Donation Records WSS will begin its initial operating capability in 2016.

E-Donations Received

Print Thank You Letters

Notifications:

2. The following columns are available in E-Donation List search results:

e Donor Name — Name of the donor associated with donation.

e Address — Address of the donor associated with donation.

e Phone Email — Phone number and email addressed of the donor associated with
donation.
Date — Date of donation.
Amount — Amount of the e-donation.
Program GPF - The General Post Fund on the donation.
Additional Information — Any information associated with the donation.
Epay Tracking ID — The identification number assigned to the e-donation.
Action — Click the Add new Donation link to add a donation. The Search for
Donor Screen displays and user proceeds to the process.
e Each column can be sorted in ascending or descending order.
e Excel, PDF, and Print enables a user to export and print a report of e-donations.
e A Search box is available on screen to search for any value within the list.

Figure 119 - E-Donation List Screen

E-Donation List

E-Donations Received

Excel =~ PDF  Print  ghowing 1 to 20 of 54 entries Search: l:l

Epay

[P:D"Dr Address Phone Email Date Amt EEUOLaRs Additional Information Tracking Action

ame (GPF) )

Abe 227-276-5018 I i /08/ i

108/ - Add New &
Lincoln |1600 Pennsylvania Ave taBeppdB@sPKax.com 12/08/2016(%$150.00|4001 E-Donation Made on 12/08/16 |25VEGVTP |Add New Donation|
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Print Thank You Letters

1. From the Donations Menu, select Print Thank You Letters to display the Donation List

Screen.

Figure 120 - Print Thank You Letters Menu Option
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The Donation List Screen allows a user to print one or more Thank You Letters for the
existing donations within the working facility and view donor and donation details.
From the search results, click the Donor Name Link to view donor details.

Click Excel, PDF, or Print to view the Donation List details.

Enter Begin Date and End Date to search existing donations. Click Submit.

Once the results display, select the checkbox next to the donation(s) and then click Print
Selected button.

no

ook~ w

Figure 121 - Print Thank You Letters from the Donation List Screen

[» Home [» Edit Donor [» E-Denations Received [» List Donaticns

Donation List

7. The Print Donation Documents box displays and select to print the Receipt Thank You
Letter, Memo, and/or Receipt in either PDF or Word format. Click Submit.
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Begin Date: [03/18/2017 |4
Print Selected Submit Cancel
Excel PDF  Print  ghowing 1 to 1 of 1 entries Search: I:
(all) v [ v]  [@En) vl
AIIS"GEEJEW Date Type Donor Type Donor Name Affiliation Description value Ack Date Letter 1d
O 04/17/2017 Check Individual donor, CT $100.00 04/17/2017 Monetary Donation Not In Memory Of 1758847
Print Selected




Figure 122 - Print Donation Documents Box

Please select which items to print:

i} Receipt @® pDF

] Memo O word
[] Thank You Letter

Submit Cancel

6. Expenditures

This menu enables users to view of list of all expenditures along with a daily balance by General
Post Funds (GPF) and make any adjustments in balances.

Users with the following access roles are permitted to use the Expenditures Menu.
¢ National Administrator (Create and Delete)
e Site Administrator (Create and Delete)
e Site Specialist (Create Only)

From the VSS Menu Bar, select Expenditures. The following dropdown options are listed:
e General Ledger
e Existing Expenditure Records
e Existing Adjusted Records

Figure 123 - Expenditures Menu Options

n

U.S. Department of Veterans Affairs
Veterans Health Administration . V
oluntary
’V'Seruzce

{71102 Dallzs-MNorth Texas HCS (549 D

Home Volunteers~ Donations~ Expenditures~ Reports~ Maintenance~ Reference~ Manage User Access

User Name: Hula, Catherine  Log Qut

General Ledger
Existing Expenditure Records
Existing Adjustment Records

P & ocal IT concerning Kiosk upgrades. For general
questions, refer to the user guide, the blue question mark icon on
each page, or the SharePoint discussion board.

Notifications:

(@) v [ ~

6.1 General Ledger

The General Ledge Lists displays the total balance, donations, expenditures, and adjustments for
General Post Funds (GPF). The list displays the Fiscal Year balances (default), but a user can
change the display balances for the Current Fiscal Year, Previous Fiscal Year, Current Month,
Previous Month, Other Fiscal Year, and specific month.
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1. From the Expenditures Menu, select General Ledger to display the General Ledger List.
2. The General Ledger List displays the following:

Date Range — Select which previous balances or monthly balances to view. Select
an option and click Submit to view balances. Options are:
0 Current Fiscal Year — Default.
o0 Previous Fiscal Year
o0 Other Fiscal Year - When selected, the Fiscal Year dropdown displays and
you can select which year to view.
o Current Month
0 Previous Month
0 Specific Month(s) — When selected, the Start Month/Year and End
Month/Year dropdowns display. Define both to view the balances.
Excel, PDF, and Print enables a user to export and print report balances.
Search text field available.
Total — The grand total of GPF balances, donations, total expenditures, and
adjustments display at the top of the General Ledger List in each respective column.
General Post Fund — Click the link to view the daily balance of the GPF.
Current Balance — The balance for each General Post Fund.
Total Donations — The total donation amount for each General Post Fund.
0 Click the add icon to add or edit a donation. The user will search for a donor
and organization first, then be directed the Edit Donor Screen.
0 Click the Donation Amount link to view the Donations List.
Total Expenditures - The total expenditure amount for each General Post Fund.
0 Click the add icon to add or edit an expenditure.
0 Click the link to view the Expenditure List.
Total Adjustments — The total adjustment amount for each General Post Fund.
0 Click the add icon to add or edit an adjustment.
0 Click the link to view the Adjustment List.

Figure 124 - General Ledger Screen

General Ledger

General Ledger

Date Range: | Current Fiscal Year Submit

General Ledger

Excel ~ PDF  Print  showing 1 to 20 of 42 entries Search: l:l
TOTAL $2,095,651.75 $0.00 $1.00 $1.00 |
General Post Fund Current Balance ¢ Total Donations & Total Expenditures ¢ Total Adjustments
2010 Social Work Service $17,460.00 £0.00 @ £1.00 @ $1.00 @
2060 Dallas Vet Center $500.00 £0.00 ® |20.00 @ |s0.00 ®
2061 Geriatrics $500.00 £0.00 ® |20.00 @ |s0.00 ®
2063 Vol Recoanition $500.00 £0.00 ® |20.00 @ |s0.00 ®

Show |20 W| entries

2 3 Next Last

6.1.1 Add an Expenditure

1. After selecting add icon, the Expenditures Details Screen displays.
2. Define the following:
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e Purchase Order — The number from IFCAP once the Purchase Order is issued.

e Transaction Number — Temporary Transaction Number before the Purchase Order

IS issued.

Expenditure Date — Click the Calendar icon or enter the date.

Amount — Amount of expenditure.

GPF - A user can select another GPF to update other than the one initially selected.

Search button — Select the button to search for a user to add as the Purchase

Requester.

Description — Required description of the expenditure.

Vendor — Vendor used for expenditure.

Quantity Purchased — The quantity number purchased of the expenditure.

Unit - Options include: Assortment, Bag, Box, Case, Carton, Dozen, Each, Job,

Lot, Mean, Month, Package, Unit, and Year.

e Unit Price — Unit price of expenditure.

e Comments

e Link to Donation — Click the button to link a donation to the expenditure.

e The Donations List table displays all donations already linked to the expenditure.
Click the Delete icon in the Action column to remove the donation.

e Submit or Cancel button.

Figure 125 - Expenditure Details Box

Purchase Order #: l:l Transaction #: l:l
Expenditure Date: * [02/22/2017 _:] Amount: * $|:|

General Post Fund
GPF: * 2010 Social Work Service (balance §17,460.00)  v|

Request

Purchase Requester: * Search

Description: *

Vendor: | |

Qty Purchased: | |Unit: | »| Unit Price: $|:|

Comments:

Donation(s)

Link to Donation

Showing 0 to 0 of 0 entries
D Donor Date Amount Description Action
No entries yet.

Submit Cancel
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6.1.2 Add an Adjustment

A user can update a ledger adjustment to bring the VSS balance in alignment with the Integrated
Funds Distribution, Control Point Activity, Accounting and Procurement (IFCAP) program.

1. After selecting add icon, the Adjustments Details Screen displays.
2. Define the following:
e Adjustment Date - Click the Calendar icon or enter the date.
e Amount - Balance of the existing GPF account before this expense was applied.

e GPF - The user can select another GPF to update other than the one initially
selected.

e Justification
e Submit or Cancel button.

Figure 126 - Adjustment Details Box

Adjustment Date: = |ENEEIED] ] Amount: * $|:|

General Post Fund
GPF: = |2Dl 0 Social Work Service (balance $17,460.00) v|

Request

Justification:

Submit Cancel

6.2 Existing Expenditure Records
The Expenditure List enables users to view all expenditures that have been posted.

1. From the Expenditures Menu, select Existing Expenditure Records to display the
Expenditure List.
2. The Expenditure List displays the following:
e Start Date and End Date - Click the Calendar icons or enter the Start and End
Dates.
o Start Date defaults to the previous 3 months.
e General Post Fund
e Submit and Cancel
e Excel, PDF, and Print - enables a user to export and print the expenditure
list.
e Search text field available
e General Post Fund
e Date - Click the date link to view the expenditure details.
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e Amount

e Vendor

Quantity

Purchase Requester - Click the name link to send the purchaser an email.

e Transaction #
e Purchase order
e Donations
e Action - Click the delete icon to delete the General Post Fund.
Figure 127 — Expenditure List
Expenditure List
Start Date: * _:] General Post Fund: |(a ny) Y
End Date: l:l_:]
Submit Cancel
Excel ~PDF  Print | Showing 1to 1 of 1 entries Search: l:l
General .
y Purchase Transaction Purchase ] .
Fpl.?lfl; Date Amount Vendor Quantity Cerresic: & order Donations Action
2010
Social Exjuc, Arzaglta 08/04/2015 - -
Work 02/01/2017|%1.00 R dsf dfsd £105.00 bﬂ
Service
Description: example
Show |5 W|entries

6.3 Existing Adjustment Records

The Adjustment List enables users to view all adjustments that have been posted.

1. From the Expenditures Menu, select Existing Adjustment Records to display the
Adjustment List.
2. The Adjustment List displays the following:
e Start Date and End Date - Click the Calendar icons or enter the Start and End
Dates.
o Start Date defaults to the previous 3 months.
e General Post Fund — All General Post Funds display in the list (Default is any).
Select any GPF to view individually.
e Submit and Cancel
e Excel, PDF, and Print - Enables a user to export and print the ledger
adjustment list.
e Search text field available
e General Post Fund
e Date — Click the date link to view the General Post Fund details.
e Amount
e Justification
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e Requester — Click the name link to send an email to the requester.
e Actions — Click the Delete icon to delete the General Post Fund.

Figure 128 - Adjustment List Screen

Adjustment List
Start Date: *[11/24/2016 _:] General Post Fund: |(any] A4
EndDate: [ [H
Submit Cancel

Excel PDF  Print  Showing 1 to 1 of 1 entries>®3rch: | |

General
Post Date Amount Justification Requester Actions
Fund
2010 Social
Work 02/02/2017 | $1.00 test *ﬂ‘
Service
Show |5 “|entries

Users with the following access roles are permitted to use the Reports Menu.
e National Administrator
e National Specialist

National User

Site Administrator

Site Specialist

Site User

From the VSS Menu Bar, select Reports. The following dropdown options are listed:
e Volunteers
e Donations
e Administration
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Figure 129 - Reports Menu Options

U.S. Department of Veterans Affairs

Veterans Health Administration

. 8

’%folunt_c
Servic

User Name: VHACISSVSS, VHACISSVSSTESTL

[ Tal (18" H Brooklyn VA NY Harbor HCS (630A4) 0

Home Volunteers~ Donations~ Expenditures~ Reports~ Maintenance~ Reference~ Manage User Access

Volunteers
Donations
Administration Mlice System Announcements:
WIll Degin Its Initial operating capability in 2016.

Non-Requirement Notifications

Requirement Notifications [

7.1 Wolunteers Reports
1. From the Reports Menu, select Volunteers. The following dropdown options are listed:

e Daily Volunteer List
Volunteer Daily Review
Meal Ticket
e New Volunteer
e View Excluded Entities
e Volunteers By Service
e Volunteers By Service and Facility
e Volunteers By Organization
e National Organization Affiliated VVolunteers
e Regular Scheduled and Occasional Hours

Within each screen users can export results to print, PDF, Excel and MS Word.

Figure 130 - Volunteer Reports Menu Option

U.S. Department of Veterans Affairs

Veterans Health Administration

[==11ls" A Brooklyn VA NY Harbor HCS (630A4) 0 User Name: VHACISSVSS, VHACISS

Home  Volunteers~ Donations- Expenditures- Reports- Maintenance~ Reference~ Manage User Access

Volunteers j

Donations ' Wolunteer Daily Review

' Meal Ticket

Daily Volunteer List

Administration
| New Volunteer

View Excluded Enfities

Wolunteers By Service

_ . Requirement Notificg
Wolunteers By Service and Facility

Wolunteers By Organization

National Organization Affiliated Volunteers

Regular Scheduled and Occasional Hours
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7.1.1 Daily Volunteer List

The Daily Volunteer List Report displays a detailed history of volunteers’ hours within a date
range and the date and time of the entry, as well as the user that made the last change.

1. From the Reports Menu, select Volunteers>Daily Volunteer List to display the Specify
Parameters for the Daily Volunteer List Report box.

2. Select the Calendar icon or enter date for the Begin field to search within the date range
specified. Report includes volunteers entered on or after this date.

3. Select the Calendar icon or enter date for the End field to search within the date range
specified. Report includes volunteers entered on or before this date.

Figure 131 - Specify Parameters for the Daily Volunteer List Report Box

]

Date Range : Begin (04/03/2017

4 End [07/03/2017

Submit Cancel

4. Click Submit or Cancel. The next screen displays is Daily Volunteer List Report.

Daily Volunteer List Report

e Facility - Facility Name and Number.

e Begin Date and End Date — Displays the date range specified from the parameters screen.
e Volunteer’s Name - Last Name, First Name, Middle Name or Suffix.

e Assignments

e Physical Location

e Organization

e Posted Date - Modified Date and Time Stamp.

e Posted By — The user who posted the time.

e Hours — Totals hours worked.

e Day and Date

e Count - Number of VVolunteers posted for a given day.

e Total Hours Worked for Date - Total hours worked for the date.

e Total Report Volunteer Count - The number of volunteers for a given day.

e Report Total for Date Range - Total hours for the specified date range.

e Click Edit Parameters to run another Daily Volunteer List for a specific date.
e Click Print to print the report.
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e The report run date and time is printed at the bottom of each page.
e The page number series X of Y is printed at the bottom of each page.

7.1.2 Volunteer Daily Review

The Volunteer Daily Review Report enables users to run a report on a single volunteer and view a
detailed history of the volunteer’s hours. When the parameters screen displays, a user searches for
the specific volunteer and defines a date range. The report displays hours the volunteer worked,
which facility, the user who entered the time, a date and time stamp, and more.

1. From the Reports Menu, select VVolunteers>Volunteer Daily Review to display the
Specify Parameters for the Volunteer Daily Review Report box.

2. Click Search to display the Search for Volunteer box. This allows the user to search for
an existing volunteer within the facility or nationally. Select the volunteer name link to
define the date range on the Specify Parameters for the Volunteer Daily Review Report
box.

Figure 132 — Select a Volunteer for the Volunteer Daily Review report.

Last Name: First Name: l:l Scope: O within Facility ® National
Identifying Code: l:I Date of Birth: l:lﬂ

Email:| ‘

[0 nclude Inactive Volunteers

Search

Showing 1 to 1 of 1 entries gearch: l:l
Filters: [(aln v|
Name Primary Facility Date of Birth Gender Status Contact Info
Washington, 1600 Pennsylvania Ave
George Cleveland-Louis Stokes VAMC (541) 02/22/1980 Male Active Washington DC, DC
Code: CNN941 20500

Show entries

Cancel

3. Select the Calendar icon or enter date for the Begin field to search within the date range
specified. Report includes the volunteer entered on or after this date.

4. Select the Calendar icon or enter date for the End field to search within the date range
specified. Report includes the volunteer entered on or before this date.
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Figure 133 - Specify Parameters for the Volunteer Daily Review Report

Volunteer:  Search

Date Range: Begin [05/01/2017 [l End [07/19/2017 [l

Submit Cancel

5. Click Submit or Cancel. The next screen displays is Volunteer Daily Review Report.

Volunteer Daily Review Report

Volunteer’s Name — Last Name, First Name.

Facility - Facility Name and Number.

Begin Date and End Date — Displays the date range specified from the parameters screen.
Date — The day and date when the volunteer worked.

Assignments

Physical Location

Organization

Posted Date - Modified Date and Time Stamp.

Posted By — The user who posted the time.

Hours — Hours volunteered for that date.

Count - Number of volunteers posted for a given day.

Total Hours Worked for the Facility.

Total Hours worked for All Facilities.

Click Edit Parameters to run another VVolunteer Daily Review for a specific date.
Click Print to print the report.

The report run date and time is printed at the bottom of each page.

The page number series X of Y is printed at the bottom of each page.

7.1.3 Meal Ticket

The Canteen fills in the dollar amount for each meal the VVolunteer has paid for using their printed
Meal Ticket(s) or requests the user to sign the form instead of a meal ticket. The Canteen returns
this list to the VAVS office to track the dollar amount spent on VVolunteer meals.

1. From the Reports Menu, select Volunteers>Meal Ticket to display the Specify
Parameters for the Meal Ticket Report box.
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Figure 134 - Specify Parameters for the Meal Ticket Report Box

Submit Cancel

2. Select or enter the date to print the list. The date is defaulted to the current day.
3. Click Submit or Cancel. The next screen displays is Meal Ticket Report.

Meal Ticket Report

Facility - Facility Name and Number.

For Date - Selected Date.

Volunteer Name - Last Name, First Name, Middle Name or Suffix.

The report detail is sorted alphabetically by Volunteer Last Name, First Name.
Meal ID

Amount

Signature of VVolunteer

Click Edit Parameters to run another Meal Ticket Report for a specific date.
Click Print to print the report.

The report run date and time is printed at the bottom of each page.

The page number series X of Y is printed at the bottom of each page.

7.1.4 New Volunteer

This report retrieves all volunteers who are new at the facility within the date range entered. For
each facility selected, this report groups the volunteers by each organization associated with their
time entry. There is a count of volunteers for each organization and then a total for each facility.

This report excludes new volunteers who have not yet logged time. The same volunteer may
show up for multiple organizations and independently counted in organization subtotals;
however the grand total counts unique volunteers only.

1. From the Reports Menu dropdown list, select Volunteers>New Volunteer to display the
Specify Parameters for the New Volunteer Report box.
2. Select one or more Facilities checkbox from the Select Facilities dropdown. Includes all
donations recorded for the selected facility(s).
e Click Check all to select all facilities. Uncheck all removes the selections.
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3. Select the Calendar icon or enter date for the Begin Date field to search within the date
range specified. Report includes volunteers entered on or after this date.

4. Select the Calendar icon or enter date for the End Date field to search within the date
range specified. Report includes volunteers entered on or before this date.

5. Click Submit or Cancel.

Figure 135 - Specify Parameters for the New Volunteer Report Box

Select Facilities:

Select options

Begin Date - ||/ /

End Date : |08/30/

Submit Cancel

6. The next screen displays is New Volunteers. On this screen the users can “Run Report of
New Volunteers” for the specified dates.

New Volunteers Report
Facility - Facility Name and Number.
Begin Date
End Date
Organization Name - Displays the Primary Organization for the VVolunteer.
Volunteer Name - Last Name, First Name, Middle Name or Suffix
Age - Volunteer’s age.
Entry Date — Volunteer entered into VSS.
Assignment - Volunteer Assignment at the facility.
Physical Location - Physical location for the assignment.
Email - Email address.
Phone - Contact phone.
The report is sorted alphabetically and includes:
e The Organization Total follows the Detail Report for each primary organization associated
to volunteers within the facility.
e The Report Total follows the Organization Total for each facility.
e Click Edit Parameters to run another New Volunteer for a specific date.
e Click Print to print the report.
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7.1.5 View Excluded Entities

The Office of the Inspector General publishes a List of Excluded Individuals/Entities (LEIE) of
individuals and entities currently excluded from participation in Medicare, Medicaid, and all
other Federal health care programs. Any individuals/entities who have been reinstated are
removed from the LEIE list.

1. From the Reports Menu dropdown list, select Volunteers>View Excluded Entities to
display the Excluded Entity Matches Screen.

Figure 136 - Excluded Entity Matches Screen

s~ Maintenance- Reference- Manage User Access

Excluded Entity Matches

pdated: 5/9/2016
uted: 5/31/2016

VSS Date

LEIE Name SSA of Birth

LEIE Address

RICE LANE
HOWARD, ALICEB 1128a2 1320a7a2 6/22/1983 BENNINGTON, VT 5/5/1343 5/5/1943
05201

ZVDERVELD, MARY
ANN

N
112864 1320a7b4 2/19/2008 8/25/1952 8/25/1852

2/20/2008 1/30/1966 1/30/1366

KISSAM, JEFFREY 12/8/1993 6/14/1955 6/14/1355

104 HARINGEY DR
RALEIGH, NC 9/11/1575 9/11/1875
27615

ABATE, SUZANNE  1128b4 13203754 2/18/2010

L

The Excluded Entity Matches Screen provide a list of existing Active volunteers (Active =
volunteers who have their Primary Facility = to the facility the user is working in OR who have
an active assignment at the facility the user is working in AND are not TERMINATED) that
have an entry on the LEIE file that matches the volunteer’s first name, last name, suffix, and
date of birth.

The All Excluded Entities Screen provides a list of all excluded entities received in the input file
(regardless of whether or not there was a match to an existing volunteer).

Screen Information

LEIE Source Data Last Updated: This date is when the table was last updated with new values
and not when the file was last retrieved (daily). The file is updated once a month therefore VSS
pulls the file daily and updates the VSS table with values.

The following fields are displayed for each match:

View Excluded Entities Report
e Volunteer Name

e Facility
e LEIE Name
e SSA
e 42 USC Code
e Exclusion Date — Date this person was added to the LEIE file.
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Exclusion Description
VSS Address composite
LEIE Address composite
VSS DOB

LEIE DOB

If there are no Volunteers that match the LEIE file the user receives a message “No
Excluded Entities were found for facility (Facility name (#))”. The link to “View all LEIE
data” takes the user to “All Excluded Entities.”

e Click Edit Parameters to run another report for a specific date.

e Click Print to print the report.

7.1.6 Volunteers By Service (Summary/Detail/Daily)

The Volunteers By Service Report displays the number of volunteer hours logged for the selected
service(s) during the specified date range. The Summary and Detail report information is listed by
month and includes the hours worked for each selected service and selected facility. The Daily
report information is listed by day and includes the hours for each selected service and selected
facility.

For each service, the Volunteers By Service Summary Report lists the total of all regular
scheduled (RS) hours, the total of all occasional hours, and the grand total of all hours worked. On
the Volunteers By Service Detail Report, listed is each volunteer who has logged hours towards
the selected service(s) along with how many hours logged per month and if requested, the number of
visits it took to log those hours. Additionally, the Volunteers By Service Detail Report displays a
summary for each month selected, a summary for each service selected, and a grand total for all
months/services included in the report. The Volunteers By Service Daily Report lists each
volunteer who has logged hours towards the selected service(s), how many hours were logged per
day of each month, a count of the number of visits, and an average of how many hours were logged
per visit. The Volunteers By Service Daily also includes monthly totals, service totals, and an
overall grand total.

Note: Volunteers By Service Report cannot exceed 12 months.

1. From the Reports Menu dropdown list, select Volunteers>Volunteers by Service to
display the Specify Parameters for the Volunteers by Service Report box displays.
Select Summary, Detailed, or Daily from the Type dropdown.
3. Enter the month and year as options as the Begin Date and End Date.
e Note: Begin and End dates cannot exceed 12 months.
Show Visits (Detail Report Only) — Select the Yes or No radio button.
Select one Facility from the Select Facility dropdown.
Select one or more Services checkboxes from the Services dropdown.
e Click Check all to select all Services. Uncheck all removes the selections
7. Click Submit or Cancel. The next screen displays the Volunteers By Service Report.

N

ISR AN
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Figure 137 - Specify Parameters for the Volunteers by Service Report Box

Please select..
Begin Date (MM/YYYY):[ |
End Date (MM/YYYY): |:|

Date range cannot exceed 12 months.

Type: Select Facility:

Submit Cancel

Report Header:
The Report Header displays the following information:

VAVS Logo
Report Name: Volunteers By Service (Summary/Detail/Daily)
The report header will appear at the top of each page.

Facility Header:
The Facility Header displays the following information:

Facility: [Facility name (#)]
Begin Date: [Month Year] End Date: [Month Year]

Volunteers By Service Report (Summary)

Detail Header:

Service Name
Months - Indicates the months in the Begin Date and End Date search criteria.

Report Detail:

October 2017

Grand Total RS Hours — Total Regular Scheduled (RS) hours logged for the
selected service.
Grand Total Transitional RS Hours — Total transitional RS hours logged for the
selected service.
Grand Total Youth RS Hours — Total of all youth hours logged for the selected
service.
Grand Total All RS Hours — Grand total of RS hours logged for all selected
services.
Grand Total Occasional Hours — Grand total of occasional hours logged for all
selected services.
Grand Total All Hours Work (RS and Occasional) — Grand total of all volunteer
hours logged for all selected services.
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Grand Total Adult RS Visits

Grand Total Transitional RS Visits
Grand Total Youth RS Visits

Grand Total of all Visits

Grand Total Adult RS Volunteers
Grand Total Transitional RS Volunteers
Grand Total Youth RS Volunteers
Grand Total of all Volunteers

Volunteers By Service Report (Detail)

Detail Header:

The Detail Header displays the column headings.
Service Name
Months — Indicates the months in the Begin Date and End Date search criteria.

Report Detail:

Role + Physical Location — the volunteer assignment is composed of the Service +
Role + Physical Location
Volunteer Name - Last name, First Name, Suffix, and Middle name.
Youth/Adult

0 Y —Youth, under 18 years of age.

0 A - Adult, 18 or older.

0 *A - Transitional Age volunteer, 17 at the start of the report period and

turned 18 by the end of the report period.

Status Date - The date the current assignment status was applied.
Assignment Status - The current status of the assignment.
Hours - The hours posted for the role and physical location within that service for
each volunteer for each month within the report period.
Visits - The number of times the volunteer posted hours for the role and physical
location within that service for each volunteer for each month within the report
period. This is only displayed if Yes is selected for Show Visits.
Total - Total Hours and Number of Visits for each volunteer.
Month/Year - The Month and Year for each month within the report period is
displayed.

e The Service Summary displays the following information for each Service:

October 2017

Count Adult RS Volunteers — All RS volunteers 18 years old or higher.

Count Transitional RS Volunteers - All RS volunteers who turned 18 within the
report period.

Count Youth RS Volunteers - All RS volunteers less than 18 years old.

Count All RS Volunteers - All RS volunteers.
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e Total Adult RS Hours - Sum all hours for RS volunteers 18 years old or higher.

e Total Transitional RS Hours - Sum all hours for RS volunteers who turned 18
within the report period.

e Total Youth RS Hours - Sum all hours for RS volunteers less than 18 years old.

e Total All RS Hours - Sum all hours for RS volunteers.

e Total Adult RS Visits - Number of visits for RS volunteers 18 years old or higher.

e Total Transitional RS Visits - Number of visits for RS volunteers who turned 18
within the report period.

e Total Youth RS Visits - Number of visits for RS volunteers less than 18 years old.

e Total All RS Visits - All RS visits.

e Total Adult RS Assignments Worked - All RS assignments for volunteers 18
years old or higher.

e Total Transitional RS Assignments Worked - All RS assignments for volunteers
who turned 18 within the report period.

e Total Youth RS Assignments Worked — All RS assignments for volunteers less
than 18 years old.

e Total All RS Assignments Worked - All RS assignments.

e Total Occasional Hours - Sum of all occasional hours during the report period.

e Total Occasional Assignments - Count of all occasional assignments during the
report period.

e Total Occasional Volunteers - Count of all occasional volunteers during the
report period.

e Total All Assignments Worked - All RS and Occasional assignments worked
during the report period.

e Total All Hours Worked - Sum of all RS and Occasional hours worked during the
report period.

e Total By Location — displays one line for each physical location associated with
the service.

o0 Each row includes the total hours by month for a specific physical location
o A Total row will follow the listed physical locations, containing a total for
all physical locations associated with the service.

Volunteers By Service Report (Daily)
Detail Header:
e Days - Indicates the days of the month (1-31).

Report Detail:
e Service - The service the hours were logged against.

e Month/Year - The Month and Year for each month within the report period is
displayed.
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e Volunteer Name - Last name, First Name, Middle Name and Suffix.
e Hours - The number of hours volunteered for each day of the month.
e Count - The number of visits for each day of the month.

e Average - Hours divided by Count.

e Monthly Totals — Total by month for the service.

e Service Totals - Total by service.

e Grand Total — Total for all days, months, and services.

7.1.7 Volunteers By Service and Facility

The Volunteers By Service and Facility Report displays services in alphabetical order for the
selected facility(s) within number of months specified. The information is categorized by regular
scheduled volunteers, occasional volunteers, and total volunteers to show the total number of hours
by service and role.

Note: Volunteers By Service and Facility Report cannot exceed 12 months.

1.

w

o

10.

From the Reports Menu dropdown list, select Volunteers>Volunteers by Service and
Facility to display the Specify Parameters for the Volunteers by Service and Facility
Report box displays.
Enter the month and year as options as the Begin Date and End Date.

e Note: Begin and End dates cannot exceed 12 months.
Select one Facility from the Select Facility dropdown.
Select the All Services checkbox to include all services or uncheck add specific Benefiting
Service Names in the report.
Select National, Local, or All Services from the Service Scope dropdown.
If the Include Inactive Benefiting Services checkbox is selected, the report includes
Active and Inactive selected Benefiting Services.

e Note: This is Service status, not Role status. All roles for the selected Benefiting

Service are always included regardless of status.
Game
e If No is selected, Benefiting Services that are not Games related are included.
e If Yes is selected, Benefiting Services that are Game related are included.
If the options selected, the report will narrow down Benefiting Services.

e Starts With — If selected, the system should filter and display a list of Benefiting
Service names that start with the characters entered in the Filter String on the
Benefiting Services dropdown list box.

e Contains — If selected, then the system should filter and display a list of Benefiting
Service names that contain the characters entered in the filter string on the Benefiting
Service dropdown list box.

Enables the user to search and select Benefiting Services established for the selected
facilities by entering at least 2 characters of the full or partial service name in the Filter
String box.

Click Submit or Cancel. The next screen displays the Volunteers By Service and Facility
Report.
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Figure 138 - Specify Parameters for the VVolunteers by Service and Facility Report

Begin Date (MM/YYYY): |02/2017 Select Facility:
End Date (MM/YYYY): [06/2017 -
Date range cannot exceed 12 months. All services: [

Service Scope:

Include Inactive Benefiting Services: [
Games: ®ves ONo
Benefiting Service Name Filter Option: ® Contains O Starts With

Filter String (Type at least 2 characters, then ): I:l

Submit Cancel

Report Header:
The Report Header displays the following information:
e VAVS Logo

e Report Name: Volunteers By Service (Summary/Detail/Daily)
e The report header will appear at the top of each page.

Facility Header:
The Facility Header displays the following information:
e Facility: [Facility name (#)]
e Begin Date: [Month Year] End Date: [Month Year]

Volunteers By Service and Facility Report
e Service Name - Lists the services for selected facility(s) in alphabetical order
e Role - Lists all the roles for the selected facility(s) and service(s).
e Role Status — Includes Active and Inactive statues.
e Months - Indicates the months in the Begin Date and End Date search criteria.
Regular Scheduled Volunteers
0 Number of Volunteers - The number of RS volunteers for the selected date.
0 Visits - The number of visits by RS volunteers.
0 Hours — The hours logged for the OS volunteers.
e Total Volunteers
0 Number of Volunteers- The number of RS volunteers for the selected date.
0 Visits — The number of visits for the RS Volunteers and OS Volunteers.
0 Hours — The hours logged for the RS and OS volunteers.
Click Edit Parameters to run another report for a specific date.
e Click Print to print the report.
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7.1.8 Volunteers By Organization (Summary/Detail/Daily)

The Volunteers By Organization Report displays the number of volunteer hours logged for the
selected organization(s) during the specified date range. The Summary and Detail report
information is listed by month and includes the hours worked for each selected organization and
selected facility. The Daily report information is listed by day and includes the hours for each
selected organization and selected facility.

1. From the Reports Menu dropdown list, select Volunteers>Volunteers by Organization
to display the Specify Parameters for the VVolunteers by Organization Report box
displays.
Select Summary, Detailed, or Daily from the Type dropdown.
Enter the month and year as options as the Begin Date and End Date.

e Note: Begin and End dates cannot exceed 12 months.
4. Show Visits (Detail Report Only) — Select the Yes or No radio button.
5. Select one Facility from the Select Facility dropdown.
6. Select one or more Organizations checkboxes from the Organizations dropdown.

e Click Check all to select all Organizations. Uncheck all removes the selections

7. Click Submit or Cancel. The next screen displays the Volunteers By Organization

Report.

w N

Figure 139 - Specify Parameters for the Volunteers by Organization Report Box

Type: Select Facility:
Please select...
Begin Date (MM/YYYY):[ ]
End Date MM/YYYY):[ ]

Date range cannot exceed more than 12 months.

Submit Cancel

Report Header:
The Report Header displays the following information:

e VAVS Logo
e Report Name: Volunteers By Organization (Summary/Detail/Daily)
e The report header will appear at the top of each page.
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Facility Header:
The Facility Header displays the following information:
e Facility: [Facility name (#)]
e Begin Date: [Month Year] End Date: [Month Year]

Volunteers By Organization Report (Summary)
Detail Header:
e The Detail Header displays the column headings.
e Organization Name
e Months - Indicates the months in the Begin Date and End Date search criteria.

Report Detail:

e Total All RS Hours — Total Regular Scheduled (RS) hours logged for the selected
organization.

e Total Occasional Hours — Total occasional hours logged for the selected
organization.

e Total All Hours Worked — Total of all volunteer hours logged for the selected
organization.

e Grand Total All RS Hours — Grand total of RS hours logged for all selected
organizations.

e Grand Total Occasional Hours — Grand total of occasional hours logged for all
selected organizations.

e Grand Total All Hours Work — Grand total of all volunteer hours logged for all
selected organizations.

Volunteers By Organization Report (Detail)
Detail Header:
e The Detail Header displays the column headings.
¢ Organization Name
e Months - Indicates the months in the Begin Date and End Date search criteria.

Report Detail:
e Branch Name — includes the parent organization and all branches under the parent
organization.
e Volunteer Name - Last name, First Name, Suffix, and Middle name.
e Youth/Adult
0 Y —Youth, under 18 years of age.
0 A - Adult, 18 or older.
0 *A - Transitional Age volunteer, 17 at the start of the report period and
turned 18 by the end of the report period.
e Status Date - The date the current assignment status was applied.
e Assignment Status - The current status of the assignment.
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Service — the volunteer assignment is composed of the service + role + physical
location.

Role - the volunteer assignment is composed of the service + role + physical
location

Physical Location - the volunteer assignment is composed of the service + role +
physical location

Hours -The hours posted for the role and physical location within that organization
for each volunteer for each month within the report period.

Visits - The number of times the volunteer posted hours for the role and physical
location within that organization for each volunteer for each month within the
report period. This is only displayed if Yes is selected for Show Visits.

Total - Total Hours and Number of Visits for each volunteer.

Month/Year - The Month and Year for each month within the report period is
displayed.

e The Organization Summary displays the following information for each Organization:

October 2017

Count Adult RS Volunteers — All RS volunteers 18 years old or higher.

Count Transitional RS Volunteers - All RS volunteers who turned 18 within the
rep-ort period.

Count Youth RS Volunteers - All RS volunteers less than 18 years old.

Count All RS Volunteers - All RS volunteers.

Total Adult RS Hours - Sum all hours for RS volunteers 18 years old or higher.
Total Transitional RS Hours - Sum all hours for RS volunteers who turned 18
within the report period.

Total Youth RS Hours - Sum all hours for RS volunteers less than 18 years old.
Total All RS Hours - Sum all hours for RS volunteers.

Total Adult RS Visits - Number of visits for RS volunteers 18 years old or higher.
Total Transitional RS Visits - Number of visits for RS volunteers who turned 18
within the report period.

Total Youth RS Visits - Number of visits for RS volunteers less than 18 years old.
Total All RS Visits - All RS visits.

Total Adult RS Assignments Worked - All RS assignments for volunteers 18
years old or higher.

Total Transitional RS Assignments Worked - All RS assignments for volunteers
who turned 18 within the report period.

Total Youth RS Assignments Worked — All RS assignments for volunteers less
than 18 years old.

Total All RS Assignments Worked - All RS assignments.

Total Occasional Hours - Sum of all occasional hours during the report period.
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e Total Occasional Assignments - Count of all occasional assignments during the
report period.

e Total Occasional Volunteers - Count of all occasional volunteers during the
report period.

e Total All Assignments Worked - All RS and Occasional assignments worked
during the report period.

e Total All Hours Worked - Sum of all RS and Occasional hours worked during the
report period.

Volunteers By Organization Report (Daily)
Detail Header:
e Days — Indicates the days of the month (1-31)

Report Detail:
e Organization - The organization the hours were logged against.

e Month/Year - The Month and Year for each month within the report period is
displayed.

e Volunteer Name - Last name, First name, Middle Name and Suffix.

e Hours - The number of hours volunteered for each day of the month.

e Count - The number of visits for each day of the month.

e Average - Hours divided by Count.

e Monthly Totals - total by month for the organization

e Org Totals — total by organization

e Grand Total — total for all days, months, and organizations

e Click Edit Parameters to run another report for a specific date.
e Click Print to print the report.

7.1.9 National Organization Affiliated Volunteers

Enables users to run a report on the total number of volunteers with the total number of active
Volunteers that have logged time and the total number Volunteers that have not logged any time
from each National Organization or Facility.

e Displays number of volunteers in each National Organization with active hours.

e Displays numbers of volunteers in each National Organization that are active but dormant
(i.e., ho hours logged).

e Displays total number of active hours by National Organization.

1. From the Reports Menu dropdown list, select Volunteers>National Organization
Affiliated Volunteers to display the Specify Parameters for the National Organization
Affiliation Volunteers Report box displays.

2. Select to sort the report by Facility or Organization.

3. Select one Facility from the Select Facility dropdown.
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4. Select one or more Organizations checkboxes from the Organizations dropdown.

e Click Check all to select all Organizations. Uncheck all removes the selections.
Select Fiscal Year - Select the fiscal year to view results from that year on the report.
6. Click Submit or Cancel. The next screen displays the Specify Parameters for the

National Organization Affiliated VVolunteers Report box.

o

Figure 140 - Specify Parameters for the National Organization Affiliated Volunteers Report Box

Sort By: O Facility O Organization
Organizations

Select options

Select Facility:

Select options

Select Fiscal Year:

Submit Cancel

Report Header:
The Report Header displays the following information:
e VAVS Logo

e Report Name: National Organization Affiliated VVolunteers
e The report header will appear at the top of each page.

Facility Header:

The Facility Header displays the following information:
e Facility: [Facility name (#)]
e Begin Date and End Date

National Organization Affiliated Volunteers Report

¢ Organization Name

e Fiscal Year — The year selected from the parameters screen.
Facility Name
Last Name
First Name
Begin Date
End Date
Hours - The hours accumulated by Q1, Q2, Q3, and Q4.
Total Hours — The total of hours the volunteer worked all year.
e Volunteer Total
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Volunteers with Hours

e Participation Rate
e Total Hours for Facility
e Organization Totals
e Total Hours - The total hours the volunteer worked.
e Grand Total — The total hours for Q1, Q2, Q3, and Q4.
e Volunteer Grand Total — The grand total of all volunteers for a facility
e Volunteers with Hours Grand Total
e Participation Rate
e Click Edit Parameters to run another report for a specific date.
e Click Print to print the report.
7.1.10 Regular Scheduled and Occasional Hours

The Regular Scheduled and Occasional Report compares the increase, decrease, and overall
change in the number of regularly scheduled and occasional volunteers at the facility within the
specified date range.

1. From the Reports Menu dropdown list, select Volunteers>Regular Scheduled and
Occasional Hours to display the Specify Parameters for the Regular Scheduled and
Occasional Hours Report box displays.

2. Select Summary or Detail from the Type dropdown.

3. Filter Report By:

e Facility: The report displays only the selected Facilities.
e State: The report displays only the Stations within the selected States.
e VISN: The report displays only the Stations within the selected VISNS.

4. Select information is displayed by 3, 6, or 9 months.

5. Select Fiscal Year - Select the fiscal year to view results from that year on the report.

6. Select one or more Facilities checkbox from the Select Facilities dropdown. Includes all
donations recorded for the selected facility(s).

e Click Check all to select all facilities. Uncheck all removes the selections.

7. Click Submit or Cancel. The next screen displays the Specify Parameters for the
National Organization Affiliated VVolunteers Report box.
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Figure 141 - Specify Parameters for the National Organization Affiliated Volunteers Report Box

Type: Select Facilities:
Select options
Filter Report By: P

Select Fiscal Year:

Months: O3 ®e Og9 O12

Submit Cancel

Report Header:
The Report Header displays the following information:
e VAVS Logo

e Report Name: Volunteers By Service (Summary/Detail/Daily)
e The report header will appear at the top of each page.

Facility Header:

The Facility Header displays the following information:
e Facility: [Facility name (#)]
e Fiscal Year

Regular Scheduled and Occasional Hours Details
Count Current — includes the totals from the date range specified.
Count Prior - includes the totals prior before the date range specified.
Increase/Decrease - increase or decrease for each category.
Percentage Change — includes an increase or decrease for each category.
Current Percent of Total
RS on rolls logging hours end of period
e Number recruited in period — new to VA
e Number recruited in period — not new to VA
e Number separated in period
e Net gain or loss in period
0 This includes the totals of Recruited (new to VA), Recruited(not new to
VA), inactivated, and separated volunteers.
Regular Scheduled Hours
Number of occasional volunteer visits
Occasional Hours
Adjustment Hours
e Total Hours
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The report also displays the following:
e Count of volunteers by age range (standard demographic age ranges)
e Count of transitional age volunteers
o0 A transitional age volunteer is defined as those who were 17 (youth) at the
start of the report period and turned 18 by the end of the report period.
e Click Edit Parameters to run another report for a specific date.
e Click Print to print the report.

7.2 Donations Reports

This report retrieves donations made by individual and customizable Thank You Letter templates.
Select Donations Screen from the Reports dropdown list. There are two options, Manage Letter
Templates and Grand Total of Donations.

Figure 142 - Donations Menu Options

"VI-'qun[ary Service (0= ' Brookiyn WA MY Harbor HCS (63084) @

Home  Volunteers~ Donations~ Expenditures- Reports~ Maintenance~ Reference~ Manage User Access

1

[> Home [> Run Report "Reqular Scheduled and OccasioffYINIEEE

'0 Manage Letter Templates

Admir' ' Grand Total of Donations
Donations

Edit Parameters

7.2.1 Manage Letter Templates

All Thank You Letter templates initially include default text in the letter. Facilities may choose
to use the default text or modify the template(s).
1. From the Reports Menu dropdown list, select Donations > Manage Letter Templates to
display the Manage Letter Template Screen.
2. The user is shown a list of the template types and has an option of templates. Each facility
currently has the ability to generate 5 types of Thank You Letters.
This is based on the Donation Type. Letter Type 2 (Family Contact) is composed of two
different letters. Therefore, there are 6 different letter templates that a user may modify:
e Type 1 - Cash/Check/Credit Card/E-Donate In Memory Of
e Type 2 (a) - Family Contact (To Donor)
e Type 2 (b) - Family Contact (To Family)
e Type 3 - Cash/Check/Credit Card/E-Donate Not in Memory Of
e Type 4 - Activity Donation
e Type5 - Item Donation

3. All default text for templates is based on the templates saved for CO (#101). Changes can
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be made to the CO template to update the default text (appropriate permissions
are*required). Any changes made to the CO templates changes the default text for all sites

without customized templates.

4. Upon making a selection, the user is presented with a screen to edit the selected template

and click Submit to save changes.

Figure 143 - Manage Letter Templates Screen

'Vl"olunrary Service

Facility: PERMIEERIEIRANIST R 1]  User Name: VHACISSVSS, VHACISSVSS|

Home Volunteers~ Donations~ Reports~ Maintenance- Reference- Manage User Access

[» Home [ Edit Letter Templates

Template Details

O use Default ® customize

Body

Manage Letter Templates

Letter Template Type: |Cash/check;‘credit Card/E-Donate In Memory Of V|

Available Placeholders

¥ Show Header Name Description
k4 Show Footer Use this field on the
Donation screen to add any
[additionalcomments] additional information

needed about the donation

Dear [salutation]:

[gpfdatagrid]

Sincerely,

[signatureline]

On behalf of the [facilityname] patients and staff, we wish to thank you for your recent donation of [donaticnamount] without check number,
[donationamountchecknbr] given in memory of [inmemoryof]. A receipt is enclosed. ) includes dollar symbol.

As reguested, this donation has been deposited into the following General Post Fund account(s):

100% of your donation will be used to supplement the excellent care and services provided to our Veteran patients and [donationdate] the date of the donation
their families. We are very grateful for your generosity and support of our Nation's Veterans. [The facility to which the

impact or utilization.
the denatien amount (total)

donation amount with
[donationamountchecknbr] ChE;k numl?erwhen
applicable, includes dollar

symbol

[fadilityname] donation was made

grid showing the GPF
[gpfdatagrid] account(s) and donation
|amount(s)

name listed for 2In Memory
0f? donations

IThe person to whom the
letter is being addressed
IThe VA employee
responsible for signing this
letter (this falls after the
closing "Sincerely,” line)

[inmemoryof]

[salutation]

[signatureline]

7.2.2 Grand Total of Donations

This report retrieves all the donations recorded for a facility based on a date range and any
additional parameters entered. There is an option to print the report in Summary form or Detail

form.

1. From the Reports Menu dropdown list, select Donations > Grand Total of Donations to
display the Specify Parameters for the Grand Total of Donations Report box displays

2. Define the following:

e Type: Report format (required)

o Summary — Allows user to generate a Summary Report.
0 Detailed — Allows user to generate a Detail report followed by a Summary

Page.
e Filter Report By:

o Facility — Allows user to select one or more facilities. Includes all donations
recorded for the selected facility(s).

o State — Allows user to select one or more states. Includes all donations
recorded for all facilities whose addresses are in the selected state(s).

0 VISN — Allows user to select one or more VISNSs. Includes all donations
recorded for all stations that are in the selected VISN(s) (required).

e Date Range:
October 2017
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0 Begin Date - Report includes Donations with donation date greater than or
equal to this date (required).
o End Date - Report includes Donations with donation date less than or equal to
this date (required).
Show Params - Select the Yes or No Radio Button to show parameters.
Select Facilities:
o Select one or more Facilities checkbox from the Select Facilities dropdown
Donor Type
Individual
Organization & Individual
Other Groups & Individual
Organization
Other Groups
0 Anonymous
Donor Type - *Required: Yes if Legacy Donor Type not selected
Activity
o Cash
0 Check
0 Credit Card
o E-Donation
o]
o]
o]

o

0
0]
0
0]

o

Item
GPF (Only available if a single facility is selected)
Reference (Only available if a single facility is selected)

3. Click Submit to display the Grand Total of Donations report.

e Depending on the report type, the report name displays as either Grand Total of
Donation — Detail or Grand Total of Donations — Summary.

e ® The report header displays at the top of each page; however, the VAVS logo only
displays on the first page.

4. The following displays for either a Detail or Summary report:
Facility Header

For Facility: [Facility name (#)]

For Facilities within State: [State Name]

For Facilities within VISN: [VISN: Name (#)]
For Date: [Begin Date] through [End Date]
For Donor Type: [selected Donor Types]

For Donation Type: [selected Donation Types]
For Donor Name: [Donor name]

For GPF: [selected GPF]

For Reference: [selected Reference]
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Report Type = Summary

e Purpose: Report totals for each facility based on parameters entered.

0 The Summary report contains one page for each selected facility.
0 The Report appears in Facility Name order.

0 The Report Header displays at the top of each page

0 The Facility Header follows the Report Header.

e The Summary report displays the following information for each facility:

Cash: [total of all donations for Donation Type = Cash]

Check: [total of all donations with Donation Type = Check]

Credit Card: [total of all donations with Donation Type = Credit Card]
E-Donation: [total of all donations with Donation Type = E-Donation]
Total Monetary Donations: [total of all monetary donations]
Activity: [total of all donations for Donation Type = Activity]

Item: [total of all donations with Donation Type = Item]

O O0OOo0o

O O

Total All Donations: [total of all donations]

Figure 144 - Grand Totals of Donations Report - Summary

’V‘:fn}umlfzry
Seriice

EEFAFTREAT

Frint

Edit Paramgoers

e+

ofz b M i

s
Grand Total of Donations - Summary

SR VETHRAND AR IR

Filbar By: Facikiy

From Date: 1212018 la Dabe: 12025052008

Fatal
em

Tutal
Aty

Tatal
Mopetary

Todsl
E-Donake

Fatal
Credit Cad

Tatal
Chiel

Tutal
Gormrad Toksl
Hon Menstary 07 T

Facilny Kame

Total Non-Monetary Donations: [total of all non-monetary donations]

Manatinre

Danatnne

Noratnne

Denatinns

Mn wti v

Denatinno

Monadinne

Tazdm i,

£haW

S

SIUW

il

|

e

SANLES

Sapum|

AL

S|

S|

S

L

i

T

Gradd Tomi

October 2017

po ]

oo

SO0

SN0

LR

oo

L1000

Report Type = Detail

e Purpose: Report 1 detail line for each donation recorded at each facility based on

parameters entered. Followed by a Summary Page per Facility. Details are
grouped by each Facility.

The Detail report contains one or more pages varying by the number of
donations recorded for each selected facility.

The Report displays in Facility Name order.
The Report Header displays at the top of each page.

The Facility Header follows the Report Header.
The Detail Header follows the Facility Header.
o0 Each detail row in the Detail report displays the following information.
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Donor Type: [type of donor associated with donation]

0 To save space on the report; Use the Donor Type keys of :
= A- Anonymous
= |- Individual
= O - Organization
= G - Other Groups
= OI- Organization and Individual
= GO - Other Groups and Individual

Donor Name: [name of donor associated with donation]

o [If Donor Type = Individual/ Organization and Individual/ Other Group
and Individual, this is the individual on the donation.]

o [If Donor Type = Organization; this is the organization/local branch on
the donation.]

o [If Donor Type =Anonymous; it reads “Anonymous”]

Affiliation/Organization/Other Group:

o [If Donor Type = Individual; this is the organization affiliated with
the organization if one is present.]

o [If Donor Type = Organization and Individual; this is the organization on
the donation]

o0 [If Donor Type = Other Group and Individual; this is the other group on
the donation]

0 Otherwise - blank

GPF: [the GPF on the donation]
Donation Date: [the Date on the donation]
Donation Type: [the Type on the donation]

0 To save space on the report; use the Donation Type keys of:
= (- Cash
= CC - Credit Card
= CH - Check
= E - E-Donations
=  A-Activity
= |-Item
Donation Value: [the Amount on the donation]

Reference: [the Reference on the donation]
Description: [the Description on the donation]

0 The report is sorted alphabetically by Donor Name.
0 The Summary report follows the Detail Report for each facility.

Report Footer

0 The report run date and time is printed at the bottom of each page.
0 The page X of X is printed at the bottom of each page.
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e Report — No Data

o If there is no data for the parameters entered, the report header displays,
followed by a “No Records Returned for this Date Range.”

e Click Edit Parameters to run another report for a specific date.
e Click Print to print the report

7.3 Administration Reports

From the Reports Menu dropdown list, select Administration. The following options are three
options, Address Label Reports, Voluntary Service Directory and National Officials Listings.

Figure 145 - Administration Reports Menu Options

U.S. Department of Veterans Affairs

Veterans Health Administration

Home Volunteers~ Expenditures~ Reports~ Maintenance~ Reference~ Manage User Access

Daily Volunteer List
9 Donations er Daily Review
Administration ) Meal Ticket
MNew Volunteer
View Excluded Entities
Volunteers By Service
Volunteers By Service and Facility
Volunteers By Organization

National Organization Affiliated Volunteers

Regular Scheduled and Occasional Hours

7.3.1 Address Labels Report

From the Reports Menu dropdown list, select Administration> Address Labels Reports.
A secondary menu has the following options:

e Volunteer Address Labels
e Voluntary Service Directory Label
e National Official Labels

Address Label Reports are designed to support Avery 5160 compatible label sheets.

7.3.1.1 Volunteer Address Labels

The Volunteer Address Label Screen displays address labels for volunteers with specific
parameters. The report is restricted to the user’s assigned Facility (s) and allows the user to print
reports. Also, Volunteer Address Labels Screen allows the user to print address labels for
mailings to volunteers associated with a selected station.
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1. From the Reports Menu dropdown list, select Administration >Address Label
Reports>Volunteer Address Labels. The Specify Parameters for the Volunteer
Address Labels Report box displays. Define the following:

Filter by:
e Age
Birth Month
Organizations
Services
Selected Volunteers
All Volunteers
All VAVS Representatives
e ZIP Code

Facility - The user is able to filter the report based on a list of Facilities.
o Filter — Enter keywords to further a search.

Age Range (Filter selected)

e Range - From a specific age to a specific age

Birth Month (Filter selected)

e Select a month from the dropdown list.

Organizations (Filter selected)
e Click the checkbox beside the organization name.
o0 Click Check all to select all organizations. Uncheck all removes the selections.
o Filter — Enter keywords to further a search.

Services (Filter selected)
e Click the checkbox beside the service name.
0 Click Check all to select all services. Uncheck all removes the selections.
o Filter — Enter keywords to further a search.

Selected Volunteers (Filter selected)
e Click the checkbox beside the Volunteer’s name.
0 Click Check all to select all volunteers. Uncheck all removes the selections.
o0 Filter — Enter keywords to further a search.

ZIP Code (Filter selected)
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e Click the checkbox beside the ZIP Code name.
0 Click Check all to select all ZIP Codes. Uncheck all removes the selections.

o Filter — Enter keywords to further a search.
Sort By

e Volunteer Name

e ZIP Code
Email Option

e \/olunteer with No Email Address

e All Volunteers
Number of Labels to Skip

e A number 0 to 27 may be selected to skip printing in those label spaces. The default choice
is zero. Skipped label spaces are horizontal across rows.

Figure 146 - Specify Parameters for the Volunteer Address Labels Report Box

i
Fiter By

Select facility

Akron CBOC (541GG) =

Age Range : From |O |To|| 20
Sort By : O Volunteer Name O Zip Code
Email Option © O Volunteers with No Email Address (O All Volunteers

Number of Labels to skip : IZ'

Submit Cancel

5. Click Submit or Cancel. The next screen displays is Volunteer Address Labels Report.

Volunteer Address Labels Report

6. The report runs as of the Current Date/Time. Any data on file as of the current Date/Time
is included on the report.
7. The report is formatted to Avery 5160 address labels (3 columns by 10 rows).

8. The report includes a note on the screen stating “*Exported labels may require additional
formatting.”
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9. The system displays the following detail lines on each address label.
Name

Address Line 1

Address Line 2

City

State

ZIP Code

Click Edit Parameters to run another report for a specific date.
e Click Print to print the report.

Figure 147 — Volunteer Address Labels Report

This is a TEST environment. Do NOT enter real Volunteer Data. [£:0= 105 Chevenne VAMROC (442) @ User Name: Jones, Cheryl  Log Out

Home Volunteers- Donations- Reports~ Maintenance~ Referencer Manage User Access

[> Home [> Edit Letter Templates [> Run Report "Volunteer Address Labels”

Edit Parameters Print “Exported labels may require additional formatting
[m G Jofr > bl [ rndines B- @& @
Asfg J Stsvwy Hijwvypx F Tuja Qasady Ninyy
ledSngtEuwovDvm TiXxqYBGsXHAJITRuZKg UoXNiEceQYdPCrPYjNP
xZCys, OH 44312 iuyup, OH 44312 fmaxiA, OH 44306
Qildr Celonk Vxheqgpz Ciiody
BITJSTHhLLFyJCjXP qDWidOQwCiZbSnwHfyiN
ApXHI, OH 443312 XovYxQJOglExm, OH 43019
M—

7.3.1.2 Voluntary Service Directory Labels

This report displays the Voluntary Services Directory Labels by Facility, VISN, and State or
by All Facilities. The reporting tool allows the user to print the report and the GUI includes
helpful breadcrumbs at the top of each report screen.

The Voluntary Service Directory Labels Screen allows users to print address labels for VHA
stations. You can print labels for an individual station, for all stations in the country, or for all
stations in a selected VISN or state.

1. From the Reports Menu dropdown list, select Administration >Address Label
Reports> Voluntary Service Directory Labels. The Specify Parameters for the
Voluntary Service Directory Labels Report box displays. Define the following:

Filter Report By:
e All —report if filtered by facilities, state, and VISN.
e Facility - The user is able to filter the report based on a list of Facilities.
o0 Filter — Enter keywords to further a search.
0 Click Check all to select all facilities. Uncheck all removes the selections.

e State — The report displays only the Stations within the selected States.
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o Filter — Enter keywords to further a search.

0 Click Check all to select all States. Uncheck all removes the selections.
e VISN - The report displays only the Stations within the selected VISNS.

o Filter — Enter keywords to further a search.

0 Click Check all to select all VISNs. Uncheck all removes the selections.
Sort By

e Facility

o State
Number of Labels to Skip

e A number 0 to 27 may be selected to skip printing in those label spaces. The default choice
is zero. Skipped label spaces are horizontal across rows.

2. After entering the values, click Submit. The next screen to display is the Voluntary
Services Directory Label Report.

Voluntary Services Directory Labels Report

3. The report runs as of the Current Date/Time. Any data on file as of the current Date/Time
is included on the report.

4. The report is formatted to Avery 5160 address labels (3 columns by 10 rows).

The report includes a note on the screen stating “*Exported labels may require additional

formatting.”

6. The system displays the following detail lines on each address label.

Name of Facility

Service Title (Mail Stop)

Address Line 1

Address Line 2

City

State

ZIP Code

Click Edit Parameters to run another report for a specific date.

Click Print to print the report.

o

7.3.1.3 National Officials Labels

This report displays the National Officials Labels addresses by National Officials by
Representatives (Reps), Deputies (Deps), National Certifying Officials (NCOs), Only Reps
in Organizations defined as the National Acquisition Center (NAC) Executive Committee
Members, and All National Officials not Reps/Deps/NCOs.
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1. From the Reports Menu dropdown list, select Administration >Address Label
Reports> National Official Labels. The Specify Parameters for National Officials
Labels Report box displays. Define the following:

National Official Labels Report

e Filters Report By:

0 Representatives: The report displays only Representatives.

Deputies: The report displays only Deputies.

National Certifying Officials: The report displays only National Certifying Officials.

Only Reps in Organizations defined as NAC Executive Committee Members:

This report displays Representatives defined as NAC Executive Committee

Members.

o All National Officials not Reps/Deps/NCOs: The report displays all National
Officials that are not Reps, Deps, or NCOs.

O 0O

e Organizations

0 The user is able to filter the report based on a list of Organizations to limit the report
output to only the selected Organizations.

o0 Click Check all to select all facilities. Uncheck all removes the selections.
e SortBy:
o0 The report output may be sorted by the Contact Name.
o0 The report output may be sorted by the Organization Name.
e Email Option — The user can choose to filter the report:
o All National Officials
o0 Only National Officials who do not have an email address.

e Number of Labels to Skip

o0 A number 0 to 27 may be selected to skip printing in those label spaces. The default
choice is zero. Skipped label spaces are horizontal across rows.

After entering the values, click Submit. Another screen opens to run the report and print.

7.3.2 NAC Organization Reports

From the Reports Menu dropdown list, select Administration> NAC Organization Reports.
A secondary menu has the following options:

Annual Joint Review

Committee Attendance Listing

National Official Listing

NAC Organization Yearly Comparison
Voluntary Organizations RS Occasional Hours

October 2017 VSS 5*3
121 User Guide



7.3.2.1 Annual Joint Review

Users have the ability to create customized Annual Joint Review (AJR) Reports. It is mandatory by
Department of Veterans Affairs Voluntary Service (VAVS) for all VA Voluntary Service (VAVS)
Organizations (National and Facility) to conduct an Annual Joint Reviews (AJR) with the
Voluntary Service Program Manager. The objective is to assess organizations’ participation in the
VAVS Program during the preceding year and develop plans and goals for the next year.

1. From the Reports Menu dropdown list, select Administration>NAC Organization
Reports>Annual Joint Review to display the Specify Parameters for the Annual Joint
Review Report box displays. Define the following:

e Select Facility — Select the facility from the dropdown. To narrow down the facility list,
search for the local facility name in the Filter box.

e Select Organization — This option is only visible to VSS users who are assigned the
National Administrator role. If this option is visible, the user can select one or more
national organizations. All other users will default to see all facilities.

e Due Date — Enter the month and year (MM/YYYY) as the AJR Due Date.

e Click Submit or Cancel. The next screen displays is Annual Joint Review Report.

Annual Join Review Report

e Name of Facility/Station Number/Address
Name of Organization
Date of Review
This Year
Last Year
Growth Rate
Number of RS Volunteers
Number of RS Volunteer Hours
Number of Occasional VVolunteer Hours
Number of All Volunteer Hours
Number of Youth Volunteers
Number of Transitional Volunteers
Number of Adult Volunteers
Number of New RS Volunteer Assignments
Total Monetary Donations
Total Estimated Value of Non-Monetary Donations
Number of Units VVolunteering
Estimated Number of Local Organizational Units Within VAMC Area
Estimated Total Membership
Number of Units Contacted
Annual Review (From Representative)

0 Score: Excellent, Good, Fair, and Poor
Quality of VA Staff Supervision (Not VAVS)
e Quality of Voluntary Service Support
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Quality of Organization Support
Goals and Objectives — The free-form area to evaluate last year’s progress, defined by the
Representative and Chief.
New Goals — The free-form area to evaluate next year’s goals, defined by the
Representative and Chief.
Comments — The free-form area to note any fundraising activities, special events, volunteer
and assignments and more, defined by the Representative and Chief.
VAVS Representative Signature
Chief, Voluntary Service Signature
Medical Facility — Name of the facility being analyzed in the Annual Joint Review Report
Acknowledgement — Space for required signatures.
o0 VAVS Medical Center Representatives — Three spaces are available for signatures.
0 | Received the Summary of your Annual Joint Review on- Include date when AJR
occurred.
o0 Your participations in this review is important and greatly appreciated. My
Comments appear below — Space for additional comments.
o Signature of National VAVS Representative
Click Edit Parameters to run another report for a specific date.
Click Print to print the report.

7.3.2.2 Committee Attendance Listing

The Committee Attendance Listing Report displays one line of detail per volunteer who logs
hours towards VAVS committee attendance. The volunteer hours and visits are listed by quarter for
the selected fiscal year. The results are grouped by facility then organization, or by organization then
facility, depending on the Sort By option selected, and include overall totals. In addition, the
Committee Attendance Listing Report includes the committee attendance members that have no
hours logged or visits for the fiscal year selected. Volunteers with no hours are listed on the report
with the hours of 0.00 in Quarterly Hours Columns and Visits Columns.

1.

From the Reports Menu dropdown list, select Administration>NAC Organization
Reports>Committee Attendance Listing. The Specify Parameters for the Committee
Attendance Listing Report box displays. Define the following:

Sort By - This option is only visible to VSS users who are assigned the National
Administrator role. All other roles will default to a Sort By selection of “Facility”.

e Facility - The report output may be sorted by the Facility or Facilities.

e Organization — The report output may be sorted by the Organization(s).
Select Organization — This option is only visible to VVSS users who are assigned the
National Administrator role. If this option is visible, the user can select one or more
national organizations. All other users will default to see all facilities.

Select Facility — Select one or more Facilities from the dropdown.

Select Fiscal Year - Select the fiscal year to view results from that year on the report.
After entering the values, click Submit. Next, another screen opens to run the report and
print.
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Committee Attendance Listing Report

Report Header:

The Report Header displays the following information:
e VA Logo
e Report Name: Committee Attendance Listing

e The report header will appear at the top of each page.

Facility/Organization Header:
The Facility/Organization Header displays the following information:
e When Sort By Facility is selected, the header shows Facility: [Facility name (#)]
e When Sort By Organization is selected, the header shows Organization: [Organization
Name]

e Fiscal Year
e The facility header will appear at the top of each page.

Detail Header:
The Detail Header displays the following information:
e The individual column headings
e The detail header will appear at the top of each page

Report Detail:
e Volunteer Name: [Last Name] [First Name]
Title: R (for Representative), D (for Deputy), A (for Associate), H (for Honorary)
Begin Date: The volunteers start date as a volunteer
End Date: The date the volunteer became inactive or terminated — this value may be blank.
Hours (sums)
0 Q1 - hours logged in Quarter 1 of the selected fiscal year
0 Q2 -hours logged in Quarter 2 of the selected fiscal year
0 Q3 -hours logged in Quarter 3 of the selected fiscal year
0 Q4 -hours logged in Quarter 4 of the selected fiscal year
o Total Hours
e Visits (count of individual days worked)
0 Q1 - number of visits in Quarter 1 of the selected fiscal year
0 Q2 —number of visits in Quarter 1 of the selected fiscal year
0 Q3 - number of visits in Quarter 1 of the selected fiscal year
0 Q4 — number of visits in Quarter 1 of the selected fiscal year
o Total Visits
e Organization/Facility Total
e Grand Total

7.3.2.3 National Officials Listing

The National Officials Listing Report lists all National Officials assigned to a National
Organization(s).
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1. From the Reports Menu dropdown list, select Administration>NAC Organization
Reports>National Officials Listing. The Specify Parameters for the National
Officials Listing Report box displays. Define the following:

e NAC Title - The report can be run for all NAC titles or for a specific NAC title(s). Default
selection is (all).

0 VACANT/Missing NAC Title - Include organization(s) that currently do not have
representatives and national assigned without a NAC title on file. Unselect this
option to not include or display the organization(s) that currently without NAC
officials assigned.

o National Representative — Includes officials who are National Representatives.

o National Deputy Representative — Includes officials who are Deputy

Representatives.

o National Certifying Official — Includes officials who are National Certifying
Officials.

0 Honorary Representative — Includes officials who are Honorary
Representatives.

o National Chairperson - Includes officials who are National Chairpersons.

o National President - Includes officials who are National Presidents.

o National Commander - Includes officials who are National Commanders.

o National Adjutant - Includes officials who are National Adjutants.

0 Not Applicable

e NAC Executive Committee Members - If selected, display the National Officials that
have the selected NAC Titles and also are NAC Executive Committee Member. If
unselected, the report displays the National Officials that have the NAC Titles, but are not
NAC Executive Committee Members.

e National Certifying Officials - If selected, displays the National Officials that have the
selected NAC Titles, and are also designated as National Certifying Officials. If
unselected, the report displays the National Officials that have the selected NAC Titles, but
are not designated as National Certifying Officials.

e NAC Organizations - Select the NAC Organization(s) to be displayed on the report.
Default selection is all options selected.

e Click Check all to select all NAC organizations. Uncheck all removes the
selections.

e Filter — Enter keywords of NAC organization name to further a search to narrow
the displayed list.

2. After entering the values, click Submit. Next, another screen opens to run the report and
print.

National Officials Listing Report
e Organization Name

Membership Status

AJR Month

NCO

Executive Committee

Branch Name

NAC Member
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7.3.2.4 NAC Organization Yearly Comparison

The NAC Organization Yearly Comparison Report compares the total number of volunteers
from each NAC organization by Facility, State, or VISN five years back from the defined date. The
report includes totals for Regular Scheduled (RS) and Occasional VVolunteers who have logged time
or no logged time and any visits.

1.

From the Reports Menu dropdown list, select Volunteer >NAC Organization
Reports>National Officials Listing to display the Specify Parameters for the NAC
Organization Yearly Comparison Report box displays. Define the following:

Fiscal Year End — Includes data from the year selected and rolls back five years from the
selected year.
Filter Report By:

e Facility: The report displays only the selected Facilities.

e State: The report displays only the Stations within the selected States.

e VISN: The report displays only the Stations within the selected VISNs
NAC Organizations - The user can select one or more NAC organizations.
After entering the values, click Submit. Next, another screen opens to run the report and
print.

Fiscal Year End: Filter Report By:
-201 7™
- MNAC Organizations

Select options

Submit Cancel

NAC Organization Yearly Comparison Report

If Facility, State, or VISN is selected in the parameter screen then the following will be
displayed:

0 Selected Station Input

o Facility Name

o Facility Address

o Fiscal Year
Organization Name
Fiscal Year - Data displayed for the Fiscal Year selected and five years prior to that date.
Total Volunteers — Total number of volunteers for a year.
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e RS Count (No Time Logged) — Lists the count of regular scheduled volunteers with no

logged time for a year.
e RS Count (With Time Logged) — Lists the count of regular scheduled volunteers with
logged time for a year.
RS Hours — Lists the hours of regular scheduled volunteers for a year.
Occasional Visits — Lists the number of visits an occasional volunteer has for a year.
Occasional Hours — Lists the hours of occasional volunteers for a year.
Total Hours — The total of RS and occasional hours for a year.
Exec. Member — Indicates if an organization is an Executive Member or not.
NAC Membership Status — Displays the NAC membership status of an organization.
At the end of the report, the following grand total summaries within five years are
displayed:

o0 NAC Organizations
Non-NAC Organizations
Local Organizations
All Organizations Totals
Executive Members
Total Number of Members (Current Fiscal Year)
Membership Status

0 Number of Organization (Current Fiscal Year)

e Click Edit Parameters to run another report for a specific date.
e Click Print to print the report.

O O0O0O00O0

7.3.2.5 Voluntary Organizations RS Occasional Hours

The Voluntary Organizations Regular Scheduled (RS) and Occasional Hours Report is a
multiple functional report (Part 1, Part, 2, and Part 3) that states the total of volunteers hours and
visits for each Facility and Organization.

Part 1 reports hours logged for National Organizations on the National Advisory Committee as Part
2 reports National Organizations not on the National Advisory Committee. Part 3 is reports hours
for Local Organizations. The maximum date set to report is only a year and will not exceed over a
year.

2. From the Reports Menu dropdown list, select Volunteer >Administration VVoluntary
Organizations RS Occasional Hours to display the Specify Parameters for the
Voluntary Organizations RS Occasional Hours Report box displays. Define the
following:

e The Type dropdown contains: Part 1, Part 2, and Part 3.
1. Part1 - Lists all active national organizations that are on the National Advisory
Committee.
2. Part 2 - Lists all active national organizations that are not on the National Advisory
Committee.
3. Part 3 - Lists all active local organizations that are associated with the selected
facility.
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Date Range - Select the Calendar icon or enter date for the Begin Date field to search
within the date range specified. Report includes volunteers entered on or after this date.
Select the Calendar icon or enter date for the End Date field to search within the date
range specified. Report includes volunteers entered on or before this date.

e Note: Date range cannot exceed more than 12 months.
Select one or more Facilities from the dropdown.

e Click Check all to select all Facilities. Uncheck all removes the selections.
Select one more Organizations from the dropdown.

e Click Check all to select all Organizations. Uncheck all removes the selections.
Click the Show Inactive checkbox to display any inactive facilities.
Click Submit or Cancel. The next screen displays is Regular Scheduled and Occasional
Hours Report.

Regular Scheduled and Occasional Hours Report (Part 1, Part 2, and Part 3)

¢ Organization Name

e Organization Type

e Begin Date and End Date

e Facility Name and Number

e Regular Scheduled Count - Number of volunteers who logged hours at the facility and
organization within the date range.

e Regular Scheduled Hours - Sum of volunteer hours that were logged at the facility and
organization within the date range.

e Occasional Visits - Sum of occasional volunteer visits logged hours at the facility and
organization within the date range.

e Occasional Hours - Sum of occasional hours logged hours at the facility and organization
within the date range.

e Total Hours - Includes Regular Scheduled and Occasional hours.

e Rep/Dep Count - Number of unique volunteers who logged hours for a Rep or Dep
assignment at the facility and Organization within the date range.

e Rep/Dep Hours - Sum of hours that were logged for a Rep or Dep assignment at the
facility and Organization within the date range.

e Total By Organization

e Total Regular Scheduled Count and Hours

e Total Occasional Visits and Hours

e Total Rep/Dep Count and Hours

e Count of Facilities with on Rep/Dep by Organization.

e Count of all facilities that have a Rep/Dep of 1 or more.

e Click Edit Parameters to run another report for a specific date.

e Click Print to print the report.
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7.3.3 Voluntary Service Directory (Summary/Detail)

This report displays the Voluntary Service Directory Labels with detail and contact information
related to the VVoluntary Service office at each facility. The user is able to select the facilities to
include on the report.

© This report combines the current VSS reports: Service Chiefs, Service Directory, Station
Information Detail, and Station Information Contact List.

1. From the Reports Menu dropdown list, select Administration >Address Label
Reports> Voluntary Service Directory. The Specify Parameters for the Voluntary
Service Directory Report box displays. Define the following:

e Filter Report By:

o Facility: The report displays only the selected Facilities.

o State: The report displays only the Stations within the selected States.

0 VISN: The report displays only the Stations within the selected VISNs.

e Type

o0 Summary: The Summary Report displays the main point of contact at the station
(Program Manager or Acting Program Manager), along with the phone number and
email address for each person

0 Detail: The Detail Report displays a Station Information Detail report. This report
contains detailed information such as the following: Station Name, Station Number,
VISN, Address, Phone Number, Voluntary Staff, and Operating Costs.

e SortBy:
0 Alphabetical
o State

Figure 148 -Specify Parameters for the Voluntary Service Directory Report Box
Filter Report By :

Type : O Summary O Detail

sort By - O Alphabetical O State

Submit Cancel

2. After entering the values, click Submit. Another screen opens to run the report and print.
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Voluntary Service Directory Report

1. The report runs as of the Current Date/Time. Any data on file as of the current Date/Time is
included on the report.

2. Both reports display a footer that contains the Report Execution Time and “Page X of Y” page
numbering.

3. The Detail Report displays the following Voluntary Service Information on each selected
Facility:

e Voluntary Service Information

@]

Facility Name
Facility Number
VISN

Street Address 1
Street Address 2
City

State

ZIP Code
Primary Phone
Secondary Phone
Fax Number
Primary Site
Service Title

Mail Stop

Type

Description

Has Own VAVS Committee
Operating Costs
Staff Costs

Last Updated
Program Manager’s Supervisor
Supervisor’s Title

OO0OO0O00O0O0O00DO0OO0OO0O0O0O0O0DO0O0OO0OO

@]

e Employee Information

0 Prefix
o Name
o0 Nickname
0 VAVS Leadership Board?
o Grade
o VAVSRole
o0 Position Start Date
o Email
4. The Summary Report displays the following contact Information for each Station selected:
e VISN
e Facility Name
e Name
e Address
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City

State

ZIP Code

Telephone

Email Address

Click Edit Parameters to run another report for a specific date.
Click Print to print the report.

7.3.4 Organization Listing

The Organization Listing Report lists all national and local organizations and any subsidiary
organizations related to or under the same tier.

1. From the Reports Menu dropdown list, select Administration >Organization Listing.
The Specify Parameters for the Organization Listing Report box displays. Define the
following:

e Facility - The report can be run for National Organization(s) or for a specific Facility Local
Organization(s).

e National - The report displays only National Organizations.
e Local - The report displays only Local Organizations (Default).
0 Select Facility — Select the facility from the dropdown. To narrow down
the facility list, search for the local facility name in the Filter box.

e Include Branches - If selected, includes all Branches for the selected organizations. If
unselected, do not include branches

¢ Include Inactive Orgs/Branches - If checked, include inactive organizations and inactive
branches for the selected organizations. If unchecked, does not include inactive
organizations and inactive branches on the report.

e Organization - Click the checkbox beside the organization name.

e Click Check all to select all organizations. Uncheck all removes the selections.
e Filter — Enter keywords to further a search.

e Organization Type - Organization list is narrowed by type.

e Click Check all to select all organizations. Uncheck all removes the selections.
e Organization Types include: Missing Organization Type, Academic, Civic,
Community, Corporate, Faith Based, Veterans Service, Youth, and Other.

2. After entering the values, click Submit. Next, another screen opens to run the report and

print.

Organization Listing Report
e Organization Name
e Facility
e Branch Name
e NAC Member
e Exec Comm Member
e Organization Type
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Contact Info

Contact Phone/Email

Status

Click Edit Parameters to run another report for a specific date.
Click Print to print the report.

7.3.5 Benefiting Service Listing

The Benefiting Service Listing Report displays all Benefiting Services established at every facility
and Benefiting Service Templates available at the National level.

1. From the Reports Menu dropdown list, select Administration >Benefiting Service
Listing. The Specify Parameters for the Benefiting Service Listing Report box
displays. Define the following:

e Facility - The report can be run for All Facilities (National) or for a specific Facility.
e All Facilities - All facilities at the national level.
e Local (Default) - All local facilities the user is authorized are listed.
e Select Facility — Select a Facility from the dropdown. To narrow down the facility list,
search for the local facility name in the Filter box.
e Service Templates Only — Option enabled if Facility option is All Facilities.
o |f selected, all Benefiting Service Templates established at the National level will be
listed.
e If unselected, the Benefiting Services established at the National level will be
available to select and listed on the report.
e Include Inactive Benefiting Services - If selected, the report includes Active and Inactive
selected Benefiting Services.
1. Note: This is Service status, not Role status. All roles for the selected Benefiting
Service are always included regardless of status.
e Games
1. If No is selected, Benefiting Services that are not Games related are included.
2. If Yes is selected, Benefiting Services that are Game related are included.
e Benefiting Service - Select one or all Benefiting Services to be included in the report. To
narrow down the Benefiting Service list, search for the name in the Filter box.
e After entering the values, click Submit. Next, another screen opens to run the report and
print.

Benefiting Service Templates Report
Service Name

Role Name

Role Type

Role Status

Subdivision

Abbreviation

Games

Service Status
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Benefiting Service List Report

Service Name
Role Name
Physical Location
Role Type

Role Status
Service Scope
Role Scope
Facility
Subdivision
Abbreviation
Games

Service Status
Click Edit Parameters to run another report for a specific date.

Click Print to print the report.

7.3.6 User Access Listing

The User Access Listing Report is a detailed report on users and their roles and status (i.e.,
inactive, active, disabled, or locked) for the specified facility.

1. From the Reports Menu dropdown list, select Administration >User Access Listing.
The Specify Parameters for the User Access Listing Report box displays. Define the
following:

e Select Facility — Select one or more Facilities from the dropdown.

1. Click Check all to select all facilities. Uncheck all removes the selections.

e Type - Select the status.

e Active — All active users.

e Disabled - Any users who have been disabled in VSS.

e Inactivated— Any users with an inactive status.

e Locked - Any users who have been temporary locked out of VSS.

e After entering the values, click Submit. Next, another screen opens to run the report and
print.
User Access Listing Report

e Name - Last Name, First Name, Middle Initial.
e UserlID
o Title
e Phone
e Email
e Last Successful Login
e Account Lock Date (when Active/Disabled/Locked are selected) or Account
Inactivated Date (when Inactivated is selected)
e Facility
e Role
e Click Edit Parameters to run another report for a specific date.
e Click Print to print the report.
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8. Maintenance

Users with the following access roles are permitted to use the Maintenance Menu.
National Administrator

National Specialist

National User

Site Administrator

Site Specialist

Site User

Select Maintenance from the VSS Menu Bar. The following dropdown options are listed:
Manage Facilities

Manage Organizations

Search Existing Organizations

Manage Voluntary Service

Manage Benefiting Service

Manage Service Template

Manage Volunteer Requirements

Manage Staff Title

Manage Award Codes

Figure 149 - Maintenance Menu Options

U.S. Department of Veterans Affairs

Veterans Health Administration

[l LA Dallas-North Texss HCS (543) @

Home Volunteers- Donations- Expenditures- Reports- Maintenance~ Reference- Manage User Access

Manage Faciliies
Manage Organizations

Search Existing Organizations

bk upgrades. For general
huestion mark icon on each

Manage Benefiting Services ssion board.

| Manage Voluntary Service

Manage Service Templates
Manage Volunteer Requirements

Manage Staff Titles Search:
[(am v]

Created Removal

ETEEENED

Manage Award Codes
Severity Name Dela Originating Facility Date Date

8.1 Manage Facilities

1. From the Maintenance Menu, select Manage Facilities to display the Manage Facilities
Screen.
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Figure 150 - Manage Facilities Menu Option
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[ Home [- Edit Facilities

Manage Facilities

Manage Organizations

Search Existing Organizations
Manage Voluntary Service hy
Manage Benefiting Services

Manage Service Templates Print

Manage Award Codes

Bedford Test Facili
Brockton Campus-VA Boston HCS (4

Manage Facilities

Fhow Inactive Add Fac

Manage Volunteer Requirements Name
Manage Staff Titles 'w England Healthcare Sy

Name or stati

518pA

https://vaww.gavss.med.va.gov/vss/facilityEdit.htm ‘West Roxbury-VA Boston HCS (5234

@ uUsers with Site Administrator access roles are permitted to use this menu option.
2. The Manage Facilities Screen permits the user to complete the following:
e Click the Facility name link to can view or edit specific details.
e Click the Show Inactive checkbox to display any inactive facilities.
e Click Add Facility to add a new facility to the list.

e Excel, PDF, and Print enables a user to export and print a report of facilities and

active nodes.

e Enter the facility name or station number in the text box to quickly find the

facility in the list.

Figure 151 - Manage Facilities Screen

Manage Facilities

Facility Hierarchy
[show Inactive Add Facility

Excel PDF Print Name or station number...

Name
VISN 1 - VA New England Healthcare System
Bedford (518) 2
1G Test Facility 1 (S18Test)
Bedford Test Facility (S18PA
Brockton Campus-VA Boston HCS (523A5)
West Roxbury-VA Boston HCS (52344)
Manchester {608
Providence (650}
VA Central Western MA HCS (631
Worcester -VA CW MA HCS (631GE)
VA Maine Healthcare System (402)
West Haven - Connecticut HCS (689)
Newington-Connecticut HCS (689A4)
White River Juncticn (405}
VISN 2 - VA Healthcare Network Upstate New York
Buffalo WA Western NY HCS (528)
Albany-Upstate NY HCS (528A8
Batavia VA Western NY HCS {528A4)
NVGAG-VAWNY (722)
Bath-Upstate NY HCS (528A6)
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3. Click the Facility name link to display the Manage Facilities Screen. This screen

permits the user to complete the following:
e Manage physical locations at facilities.
e Manage facility donation parameters (e.g. GPF & donation references).
e Manage facility meal ticket parameters.
e Manage facility Kiosk parameters.

Facility Details Data Fields

P Do —

Address Line 1: * 2360 E PERSHING BLVD Station Number: * 442
Address Line 2: « Is Active
City: * CHEYENNE Time Zone; ™ |-r|:.;|,':-_'| - L.';:.,-'Faa'r-?rr VE
State: = Wyoming

Facility Name: (required)

Official VA Facility: Read Only

Parent Facility: Read Only

VISN: Read Only

Address: City, State, ZIP (required)

Time Zone: (required) dropdown list option

Is Active checkbox

Figure 152 - Facility Details Screen

Fadility Name {Override): =

Official VA Facility: CHEYENNE VA MEDICAL (#442)
Typa: MEDICAL AND REGIONAL OFFFICE CENTER

Parent Facility:

VISN: VISN 19

Zip: = 82001-5356

Physical locations are used within VVoluntary Service as part of the assignment. These assignments
represent different physical mailing addresses and are managed as part of the facility. Examples
are: Cemeteries, CBOCs, or warehouses. The Main Facility is the default option at every facility.

Physical locations cannot be deleted if volunteers have logged time against an assignment. The
locations must be inactivated instead. Inactivating a physical location also activates all of the
associated assignments and associated volunteer assignments. If a user wants to reactivate an
assignment or volunteer assignment after reactivating a physical location, it must be done
manually.

October 2017 VSS 5*3

136 User Guide



Physical Location Data Fields

Location Name

Address

Contact Information

Volunteers: Contains the volunteers count:

o0 Active - All volunteers with an active assignment for the location.

o0 Total - All volunteers with an assignment of any active/inactive status.
Status — Indicates and an Active or Inactive facility, plus a user can inactive the location
and all volunteer assignments. Click the Active icon to inactivate location and volunteer
assignments.

Figure 153 - Confirmation Message to Inactivate Location and Volunteer Assignments

J

£ 1G-PhyLoc 1 is active in 2 volunteer profile(s). Inactivating this location will
also inactivate all associated volunteer assignments. Do you wish to continue?

Cancel

Click the Actions icon to view or modify the location in the Location Details Box.

Click Add Location to add new a facility location. The Location Details box display with
the Name, Address, City, State, ZIP Code, Contact Name, Contact Role, Contact Phone,
and Contact Emails text boxes to define. Click Submit when finished.

Figure 154 — Location Details Box

Name: * |jG-PhyL{:-|: 1 ®

Address Line 1: * |1 main street | Contact Name: |JDanne |

Address Line 2: |sui[e 1 | Contact Role: |TE5tiI'IEI |

City: * |Bedford | Contact Phone: | |

State: * |Massachusetts w Contact Email: | |
Zip: * (98000

Submit Cancel
October 2017 VSS 5*3

137 User Guide



Kiosks Data Fields

Default Language (English) — This is the facility specific welcome text that displays to
volunteers on the Kiosk login screen.

Alternate Language (Spanish) — This is the Spanish language equivalent welcome text that
displays on PC Kiosk login screen.

Kiosk Location — For each Kiosk at a facility an entry must be made to this table. The
location is where the Kiosk is physically located at the facility. The system automatically
names the default entry as is Main but should change to accurately represent where the
Kiosk is located. Additional Kiosk information must be entered here before local
information technology can set them up for use at the facility floor. Expected values are
descriptive locations where you place the Kiosks (e.g. Recreation Room, VSS Office, and
Main Entry).

Registered — If the Kiosk is not registered, it displays on the Station Selection Screen on
the Kiosk and can be selected. Once the Kiosk setup is complete, the registered value is set
to Yes and will no longer be listed on the Station Selection Screen on the Kiosk. If the
Kiosk is offline, the user can click the Registered box to remove the registration on the
Kiosk Details window.

Printer Status — Displays if Kiosk printer is currently functioning properly. Clearly
marked Kiosks are important for identifying purposes should a problem arise.

Queued Print Jobs — Number of queued print jobs. Normally this value is 0 or 1.

Last Error — This is a system error message from the Kiosk designed to assist Tier 2 and
Tier 3 Support in trouble shooting, also printer errors (e.g., out of ink or paper, other
issues). If there are Kiosk issues and this field contains a value, include it with your
Helpdesk ticket.
Click Add Kiosk to add a new Kiosk entry on the Kiosk Details box. Enter the new Kiosk
Location name (required) to identify the Kiosk and then click Submit. The new Kiosk
displays in the Kiosk List.
0 This must be established in order to setup the kiosk at the facility.
O The same kiosk name cannot be entered twice and the following message “Another
kiosk exists with this location name. Please choose unique kiosk location names.”
will display.

Figure 155 - Adding a New Kiosk in the Kiosk Details Box

Location: * ||

[] Registered

Submit Cancel
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e Action — Edit Kiosk or Delete icon. If deleted, the Kiosk needs to be reset with a new ID,
recreating it with the same name will not work.

o Edit - Edit Kiosk name or register/unregister an existing one in the Kiosk
Details box.

0 Delete — Delete an existing Kiosk. If the user attempts to delete the Kiosk, the
following message displays, “Are you sure you want to delete this kiosk?
Deleting this entry will disable the kiosk currently configured for it. If the kiosk
is being moved, please name it instead. The kiosk will need to be reconfigured by
IT staff before it will work with a new entry.” If the user chooses OK, the Kiosk
will be deleted.

Figure 156 - Kiosks Data Fields

Kiosks

Default Language (English) - Welcome Text:

ATTN: VOLUNTEERS: Monday October 12th is Columbus Day and the VA will be closed except for
the Emergency Room.

Alternate Language (Spanish) - Welcome Text:

Kiosk Registerad Printer Queued Print
Location e e Status Jobs

Main No Offline 0 =

Action

Add Kiosk

Meal Ticket Settings Data Fields

e Number of Meals - The number of meals offered varies between canteens. For example,
the canteen opens for breakfast and lunch, but the program may only provide 1 meal a
day, so the volunteer has to choose which meal. This setting should not exceed the
number of meals the canteen provides daily (if your canteen only provides breakfast and
lunch, it should not be set to 3).

e Meals Allowed on Days - Select the Saturday, Sunday, or Holidays checkboxes.

e Meal Authorization Type - If your facility does not have active Kiosks you can set the
Meal Authorization Type to List. This indicates that the Meal Ticket Form is delivered to
the canteen manually each day. Select Ticket to indicate Meal Tickets are provided.

e Meal Price - This is the maximum value of the meal tickets. The price is the same
for all meals served.

e (Required) Hours - Each subsequent meal must require more hours than the previous one.

e (Required) Cutoff times for meals - Cutoff times are set in military time and descend
chronologically for each subsequent meal.
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o Example - Volunteer with 3 meals for canteen that serves Breakfast 7am-
10am, Lunch 11am-2pm and Dinner 4pm-7pm.

= The cutoff time for 1 meal would be 1900 because the last meal is dinner,
but the cutoff time for 2 meals would be 1400 because they could only eat
lunch and dinner. The cutoff time for the third meal would be 1000
because the only way to eat all three meals is to arrive at the canteen for
breakfast before 10:00 a.m.

Figure 157 - Meal Ticket Settings Screen

Meal Ticket Settings
Mumber of Meaks: ~ COp O Q23

Meals Allowed on Days: B Saturday Ml5unday B Halidays

Meal authorization Type: ® ot O Ticket
Meal Price $: * |6£.00
Required Howrs for 1 Meal: = |¢.E-Cl | Cutoff Time for 1 Meal: = (1700
Required Hours for 2 Meals: = |vi~.[:-U | Cuteff Time for 2 Meals: ™ |1500
Kequired Hours for 4 Meals: = (5.00 Cutcff lime for 3 Meals: = |1200

Donation Settings and General Post Fund Data Fields

e Voluntary Service Signature: The name of the program manager at the facility who signs
the letters.

e Director’s Signature: The name of the (usually non-VAVS staff) senior level staff
member who signs high value donation thank you letters. This person does not have to be
a director, but the term for that role in VSS is Director.

e Set Value Amount: The donation value threshold that determines whether the thank you
letter prints out with the Program Manager or Director’s signature line. Values above the
threshold are printed with the Director’s name for signing.

e General Posting Fund (GPF): Donations may be directed to these accounts. Items added
to this list display for selection on donations. A GPF can only be deleted if there are no
associated donations; otherwise it may only be inactivated. Inactive GPFs do not show
up for selection on new donations.

0 Click Add GPF to add a general posting fund in the General Post Fund Details
box.
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Figure 158 — Adding a New General Post Fund

General Post Fund Details B
General Post Fund: = || | vl Is Active
Submit Cancel

o Reference: References mark donations with a specific note that allow ad-hoc national
reporting (Example: Hurricane Katrina, VA2K). References may be deleted if they are
not used on any donations; otherwise the references may be inactivated instead. Inactive
references do not show up for selection on new donations.

o Click Add Reference to add more references in the Reference Details box.
(optional)

Figure 159 - Adding a New Reference

Reference: * || | W] Is Active
Submit Cancel
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Figure 160 - General Post Fund and Reference Sections

General Post Fund Reference
Add GPF Add Reference
Showing 1 to 10 of 23 entries Search: I:I Showing 1 to 10 of 16 entries Search: I:I
General Post Fund Status Action Reference Status Action

9001 General Post Fund Active E | 2B Active Ef |
8002 VACO Advance Active Ef | 2B Hospice Active = @
9003 Ntl. Rehab Events Active E 44 Active ER |
9006 Recreation Equipment Active El | 4A Hospice Active & T
9008 Chapel Renovation Active 4B Active Z W
9014 VAVS Committee Active & @ 4B Hospice Active Ef |
9015 Women Veterans Active Ef | 4C Active Z a
9016 Greenhouse Active = @ 4C Hospice Active Ef |
9018 Preventive Dentistry Active # @ 4D Active Ef |
9019 Demiciliary - 7A Active Z @ 4D Hospice Active Z W

2 3 Next Last  ShOW[10 Ventries 2 Next Last
Show entries

8.2 Manage Organizations

1. From the Maintenance Menu, select Manage Organizations to display the Organization
List Screen. This screen displays and provides the ability to view a list or Search for existing
organizations that are established at either the National or Local level.

Figure 161 - Manage Organizations Menu Option

"V[-"oiun:ary Service {ZTe ) Dallas-North Texas HCS (543) @

Home Volunteers- Donations- Expenditures- Reports- Maintenance- Reference- Manage User Access

Manage Facilities

Manage Organizations

Search Existing Organizations

[> Home [» List Organizations

Manage Voluntary Service

) Manage Benefiting Services
Excel PDF Print  Showing 1 to 10 of 687 entries (filtered frd 29 9

Manage Service Templates

[am) | [z | [ v [(al)
Manage Volunteer Requirements NAC
Facility Name Abbreviation - AJR Month Executive NA(]
Manage Staff Titles Member
20TH Manage Award Codes
National DIVISION DIVI - No

FY=r=rave)

8.2.1 Organization List

From the Organization List Screen the user is able to view a list of all existing organizations
or navigate to view the detail for an existing organization or create a new organization. The
user also has the capability of exporting the list.

The Organization List Screen displays the Facility, Code, Name, Abbreviation, Type, NAC
Committee Member flag, Annual Joint Review (AJR) Month, NAC Executive Committee Flag,
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NAC Membership Status, and Status for each existing organization.

1. The Organization List Screen contents depend on the facility the user is currently
working in. For example:

e If user is working in the National facility (i.e. CO (#101):

o0 The list includes organizations with a National scope.
o0 The list displays in ascending order of Organization (Display) Name.

e If user is working in another facility:

0 The list includes both the National and the Local Organizations.

o0 The National Organizations are displayed first in ascending order by Organization
(Display) Name followed by Local Organizations within the Facility in ascending
order by Organization (Display) name.

0 The user can filter to include the organizations within the working facility or the
national organizations.

2. The Organization List Screen only includes organizations with a status of Active initially.

The user can filter to include Inactive organizations and sort the columns:

o The list can be narrowed by applying filter values for Facility, Organization Type, NAC
Member, NAC Executive Member, NAC Membership Status, AJR Month, and
Organization Status columns.

o If filter values have been applied, reset to All to reinitialize the list.

o The list can be exported with any filters applied and as is when exported. The export into
PDF defaults to Landscape mode.

o The user can execute a Search (i.e. find any characters anywhere in any column of the
list) to narrow the list to only organizations that match the Search criteria. This Search is
executed against all data currently being displayed.

Figure 162 - Organization List Screen

Home Volunteers- Donations~ Expenditures- Reports- Maintenance- Reference~ Manage User Access

[ Home [> List Organizations
9 Organization List
Create Organization
Excel = PDF  Print  ghowing 1 to 10 of 956 entries (filtered from 1,023 total entries) Search: l:l
[tamy ~] (all) ] [tainy v (all) ] [tally v [(all) ~| [active ~]
NAC NAC
Facility Name Abbreviation Type AIR Month Executive NAC Status Status
Member
Member
National iE;TslscDIVISIDN DIVI Civic No No Active
National ié}SSCI)I:J’Ei‘rFITDRI‘: INFA No No Active
National 4-H CLUBS FOUR Academic No No Active
65 INFANTRY
National RET. INRA No No Active
ASSOCIATION
National %ORNE 824 No No Active
National AFL-CIO AFLC No No Active
National ?D‘: Szgr:::wn ACV Yes 01 - January No Good-Donor Member Active
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8.2.2 Create an Organization

e After selecting Create Organization, the Organization Detail Screen displays the following
information:

Organization Section

o Facility - Facility reflects the option to choose the organization’s establishment at the
National or local facility. This indication is defaulted based on the user’s working facility
and cannot be changed

e Display Name - The organization name and the maximum length is 35 characters
(required).

e Full Name - The organization’s name and is defaulted to the Display Name that can be
overridden. The maximum length is 255 characters. This field may be utilized in reports
generated for Mailing or when the full name is required.

e Abbreviation - The shorten form of a word or name for the organization. The
Organization Abbreviation is an optional field. The maximum length is 6 characters.

e Type - The type of organization is provided (Required). Below is a list of the valid values:

0 Academic
o Civic

o Community
o Corporate
o Faith Based
o0 Veterans Service
0 Youth

o Other

e Status - The status for the organization (required). Status values are:

o Status value = Active: Default when creating a new organization.

o Status value = Inactive: All fields on this screen except Status are Read Only. A
user is not able to update any field for the Inactive status.

o If user reactivates the organization by changing the Status to Active and clicks
Submit, the user is presented with a message stating the organization was
updated successfully. Once the status is set back to Active, fields are available
for update.

Contact Information Section
The Contact Information includes the Organization Name, Title, Phone, Emails, Address, City,
State, and ZIP Code can be defined in the Contact Information section.

National Advisory Committee Section
e If Facility = National and user is National Administrator or National Specialist logged into
Central Office:
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Central Office (CO) can designate a national organization as a member of the NAC. The status of
a NAC organization can be one of the following, as determined by CO in accordance with the
national organization.

Service Member
Associate Service Member
Donor Member

Associate Donor Member
Honorary Member

NAC organizations can also be members of the NAC Executive Committee:

The following fields can be updated by the user:

0 NAC is required. Default is No.

o0 If NAC member = Yes:
= NAC Executive member is required. The default is No.
= Membership Status. It is required.
= AJR month is optional.

0 On Update, if NAC member was changed from Yes to No:
= NAC Executive member is set to No and is Read Only.
= Membership Status is set to Inactive and is Read Only.

AJR month remains and is Read Only.

e When the user clicks Submit, edits are performed and errors are displayed. If no errors,
the data is saved to the database and the user receives a message indicating “The
organization was created successfully.”

Figure 163 - Organization Details Screen

List Organizations [> Create Organization

Organization Detail

Organization
Facility: LOCAL -- Dallas-North Texas HCS (549)

Display Name: *

Full Name: *

Tr

Abbreviation:

Type: *

Status: * @ active O Inactive

Contact Information

Name: | | Address Line 1: | ‘
Title: | | Address Line 2: | ‘

Email: | = State: | v

Submit Cancel

3. This information is for auditing purposes only and is not displayed. Enter all required fields,
and then click Submit. A message displays at the top of the screen, “The organization was
created successfully.”

4.  Local branches can also be added by clicking the Add button in the Local Branch section.
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5. When user clicks Cancel, updates are not saved to the database. If the organization is
associated with the Current Facility the user is working in, the user is able to update the
organization. If not, the user only views the information.

8.2.3 National Officials Section

If Facility = National and user is National Administrator or National Specialist logged into
Central Office the ability to Add/Edit National Officials is available; otherwise, this
information is read only.

The National Officials section is available on the Organization Detail Screen and provides
the ability to:
e View any National Officials currently assigned to any National Organization and navigate
to the detail information related to the assignment.
e Add or Edit a National Official and assign to a National Organization.
© There can be more than one National Official associated with each National
Organization.
e Remove a National Official from a National Organization.

The National Official List displays the following information for each of the National Officials
currently assigned to the National Organization:
e VAVS Title
Prefix
Last Name
First Name
Middle Name/Middle Initial
National Certifying Official

The National Official is on the National Organization Detail Screen. There can be more than one
National Official associated with each National Organization, and no new permissions are added.

Add National Officials
To add a National Official, click the Add button.

The National Officials Detail Screen captures the following information:

Name Section

e Prefix

e First Name

e Middle Name/Middle Initial

e Last Name

e Organization Title

¢ National Certifying Official (required)
o Yes
o0 No - Default
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Contact Information

Street Address (required)
City (required)

State

ZIP Code

Email Address
Telephone Number

VAVS Committee Information

e VAVS Title (required). Options are:

o0 National Representative
National Deputy Representative
National Certifying Official
Honorary Representative
National Chairperson
National President
National Commander
National Adjutant
0 Not Applicable

e Appointment Date
e Expiration Date

O O0O0O000O0

NAC Committee Information
e National Executive Committee Member (required). Options are:
o Yes
0 No - Default
e Appointment Date
e Expiration Date
Click Submit and the following occurs:
e Data is saved to the database.
e If any errors, the data is not saved to the database. The user receives a message to identify
what changes are needed.
e If user clicks Cancel, updates are not saved to the database.
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Figure 164 - Adding a National Official

Name

pre: [ orgaization s [
First Name: l:l National Certifying Official? * O yes @ nNp
testhame: =[]

Contact Information

Street Address: "| ‘ Email Address: ‘ | e
State: |- Select - v
VAVS Committee Information
VAVS Title: = \ Select - ~ Appointment Date: I:lj

Expiration Date: I:lj

NAC Committee Information
National Executive Committee Member? = (Oyes ® No Appointment Date: l:l_:]

Expiration Date: l:l—:]

Submit Cancel

Edit National Official

From the National Officials list, click the VAVS title hyperlink of the National Official you would
like to edit. Perform edits and click Submit on the National Official Detail Screen.

Figure 165 - Editing a National Official

National Officials
Add
Excel PDF  Print  ghowing 1 to 3 of 3 entries Search: l:l
National
VAVS Title Prefix Last Name First Name Middle Name Certifying Action
Official
National Commander Mr Last First Middle Yes ‘f’
Nati i MRS LAST FIRSTNAME MI No F;f
National Commander PRE LAST NAME FIRST NAME MIDDLE NAME Yes E"
Show entries

8.2.4 Local Branch Section

The Local Branch List option on the Organization Detail Screen provides the ability to:

e View any Local Branch (s) currently assigned to any organization and navigates to the detail
information for the Local Branch.

e Add a new Local Branch to the Organization.
e Edit or Inactivate a Local Branch for the Organization.

The Local Branch List displays the following information for each of the Local Branches
established for the Organization:

e Facility Name (#) — Select All to view all facilities or select an individual facilities.
e Local Branch — Select the name link to view or edit a specific Local Branch.
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Contact Name

Title

Address - City, State, and ZIP Code
Email

the organization.

Status - Active or Inactive. Defaults to Active. User can change to see Inactive and/or All.
If the Organization is Active, the user can create a new or edit an existing Local Branch for

If the user is assigned Read Organization the user can view the details for a Local Branch.

e Each column in the list can be sorted in ascending or descending order.

e Facility, Branch and Status columns can be filtered.

e The user can execute search (i.e. find any characters anywhere in any column of the list) to
narrow the list to only Local Branches that match the search criteria entered. This search is

executed against all data currently being displayed.

Figure 166 - Local Branches Section

Local Branches

Excel PDF  Print | Showing 1 to 1 of 1 entries

Search: | |

[(al) V] [(ain v]
Facility Name (#) Local Branch Contact Name Title Address Email Status
Dallas-MNorth Texas HCS (549) Local Branch Example AK Active
Show |10 W| entries
Add Local Branch
To add a Local Branch, click the Add button.
The Local Branch Detail Screen displays the following information:
Organization Section (Read Only)
Scope - National or Local.
Name - Name of Organization.
Local Branch Section
e Local Branch Name — Enter name of local branch (required).
e Status - Active (default) or Inactive
Contact Information Section
e Name
o Title
e Phone
e Email
e Address Line 1
e Address Line 2
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e City
e State
e ZIP Code

Click Submit and the following occurs:
e Data is saved to the database.

e If any errors, the data is not saved to the database. The user receives a message to identify
what changes are needed.

e If user clicks Cancel, updates are not saved to the database.

Figure 167 - Local Branch Detail Screen

Organization

Local Branch
Local Branch Name: *
Status *

Contact Information

Scope: NATIONAL
Name: 29TH DIVISION ASSOC

Name:

Title:

Phone:

Email:

Address Line 1:
Address Line 2:
City:

State:

Zip:

@ Active ) Inactive

| |
| |
L ]

[

Submit Cancel

8.2.5 Merge Organizations

The VSS National Administrator can merge Local Organizations, such that, all the affiliated local
entities (branches), Occasional hours, Regular hours, all volunteers organizations associations, all
volunteer “Primary Organization” data, and all the branches now have the National Organization
as the parent. Any donor or donations with the local organization will now have the National
Organization as the donor or affiliation on the donation.

1. Select the Merge Local Organizations button at the bottom of the Organization Detail
Screen under the Local Branches list to display the Organization Merge box.
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Figure 168 - Organization List with Organization Merge Button Below

Local Branches
Excel =~ PDF  Print  Showing 1 to 10 of 23 entries Search: I:l
[cD) ] [tald v
Facility Name (#) Local Branch Contact Name Title Address Email Status
Nashville-Tenn Valley HCS (626) post 82 Active
DQSjbZZNsgPW
Cheyenne VAMROC (442) Cowboy Chapter Cheyenne, WY Active
82009
v m
Show entries 2 3 Next Last
Merge Local Organizations

2. Enter the name of the organization in the Local Organizations Search field to merge
with the Target Organization.
3. When the organization list populates, select the check box(s) to merge with the Target
Organization.
4. The following buttons enables the following:
e Click the All-> button to move the entire selection of organizations to the
Selected Local Organization section.
e Click the [->] button to moves all organizations that are selected to the Selected
Local Organization section.
e Click the All<- button to move the entire selection of organizations back to the
organization list.
e Click the [<-] button to move all organizations selected back to the organization
list.

5. The “Warning!! Are you sure you want to merge this Organization(s)? The Source
Organization(s) will be removed once all information is transferred to the Target
Organization.” warning message displays below.

6. Click Submit to merge the selected organizations into one Target Organization.

Figure 169 - Merging Organizations

Local Organization Search
‘,r!;, . | Selected Local Organizations ~
Ve

Name
Name

Mo entries yet.
[ 189th aw {Central Arkansas Veterans HCS)

~

[] 21st Ward Veterans (Coatesville VA Medical
Center)

[] 229th veterans Qutreach Assoc. (Hampton)
[ 233 RTL (Central Arkansas Veterans HCS)

[¥] 29TH DIVISION VETERANS CORP (Baltimore-VA all =
Maryland HCS)

¥l 29TH DIVISION VETERANS CORP (Loch Raven) s

[C] 29TH DIVISION VETERANS CORP (Perry Point VA
Maryland HCS)

] 369TH VETERANS ASSN (Bronx)

[] 369TH VETERANS ASSOC. AUX. (Albany-Upstate

NY HCS)

[] 369TH VETERANS ASSOC. AUX. (Batavia VA

Western NY HCS)

] 369TH VETERANS ASSOC. AUX. (Bath-Upstate NY
HCS)

[] 369TH VETERANS ASSOC. AUX. (Buffalo VA

Western NY HCS) v

L

all <

Warning!! Are you sure you want to merge this Organization(s)?
The Source Organization(s) will be removed once all information is transferred to the Target Organization

Submit Cancel
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7. The following occurs during the merge of the Target Organization:
e Occasional hours that were linked to the Local Organization are now linked to the
National Organization.
e Regular hours that were linked to the Local Organization are now linked to the
National Organization.
e All volunteer assigned organization(s) that were linked to the Local Organization
are now linked to the National Organization.
All volunteers’ primary organizations are linked to new Target Organization.
All branches now have the National Organization assigned.
Updated donation detail to the new Organization.
Updated donors to the new Organization.
Former organization(s) is deleted from VSS.

8.2.6 Merge Branches

The VSS Site or National Administrators can merge Siblings (Branches) under National or Local
Organizations, such that, all the affiliated local entities (branches), Occasional hours, Regular
hours, all volunteers organizations associations, all volunteer “Primary Organization” data, are
merged under one branch. Any donor or donations with the branch that was merged will now have
the target branch as the donor or affiliation on the donation.

1. Select the Local Branch name link to display the Local Branch Details box.

Figure 170 — Selecting a Branch from Local Branches List

Local Branches
Add
Excel =~ PDF  Print  Showing 1 to 10 of 17 entries Search: l:l
[can) v [y v
Facility Name (#) Local Branch Contact Name Title Address Email Status

Dallas-North Texas HCS (549) 71 Active
Dallas-North Texas HCS (549) 124 Active
Dallas-North Texas HCS (549) 246 Active
Dallas-North Texas HCS (549) #1084 GARLAND Active

v -
Show entries 2 Next Last

2. Click the Advanced Options link and click the Merge Siblings option to display the
Merge Branch Siblings box.
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Figure 171 - Merging Sibling Option

QOrganization
Scope: NATIONAL
Name: BEN & PROT ORDER OF ELKS

Local Branch

Local Branch Name: *|#1984 CARLAND

Status = @ active O Inactive Advanced Options...

Contact Information Merge Siblings
Name: ‘ |
Title: ‘ |

Email: 4

\
Address Line 1: ‘
Address Line 2: ‘

\
\

City:
State:

Submit Cancel

w

Select all the Branches checkboxes that will be merged with the Target Branch.

4. The “Warning!! Are you sure you want to merge this Branch(s)? The selected Branch(s)
will be removed once all information is transferred to the Target Branch.” warning
message displays.

5. Click Submit.

Figure 172 - Merge Branch Siblings Box

Select Siblings
Please select one ar more source branches:

71

124 A
O 246
] 1984
O 2114
O #2322
O 2334

Warning!! Are you sure you want to merge this Branch(s)?

The selected Branch(s) will be removed once all information is
transferred to the Target Branch.

Submit Cancel

6. The following occurs during the merge of the Branches:
e Occasional hours are linked from the Source Branch to the Target Branch.
e Regular hours are linked to the Source Branch to the Target Branch.

e All volunteer organization linked to the Source Branch are linked to the Target
Branch.
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All volunteers’ primary organizations are linked to new Source Branch.
All branches now have the National Organization assigned.

Updated donation summary for the new Branch.

Updated donors for the new Branch.

Former Branch(s) is deleted from VSS.

8.3 Search Existing Organizations

1. From the Maintenance Menu, select Search Existing Organizations to display the Search
for Organization box.

Figure 173 - Search Existing Organizations Menu Options

R - [E g S

Waluntary Service Sysmam

LTI RS LTI

% A - %% wnill |II‘I]rII b= amikial I.lﬂurllllﬂllr 1'\IPﬂ]II|I| ¥ i Z006A.
Service’

CEPARTRMEHT OF WETERANS ATFAIRS

2. Enter Search criteria:

e Name
e Abbreviation
e Information on the National or Local Organization displays depending on your
facility.
e Optional to Include Inactive Organizations.
The next screen to display is the Search for Organization.
4. If an Organization is located, the user can select the name link and the Organization
Detail Screen displays.

w
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Figure 174 - Searching for an Organization to View the Organization Detail Screen

Name: [] Include Inactive Organizations
sobrevion: |
Search Create Organization
Your search exceeded the maximum results. Please enter additional search criteria
Showing 1 to 10 of 500 entries Search: I:I
[falD |
Facility Name Type Abbreviation
National 29TH DIVISION ASSOC Organization DIVI
National 29th Division's Assocaaaaa Organization ege
National 315 INFANTRY ASSOCIATION Organization INFA
National 4-H CLUBS Organization FOUR
National 65 INFANTRY RET. ASSOCIATION QOrganization INRA
National Air Compassion for Veterans Organization ACY
National AIR FORCE ASSOCIATION Organization AFA
National AIR FORCE MOTHERS CLUB Organization AFMC
National AIR FORCE SERG. ASC. AUX. Organization AFSX
National AIR FORCE SERG. ASS0C. QOrganization AFSA
" v i
ST entries 2 3 45 .. 50 Next Last
Cancel

8.4 Manage \Woluntary Service

1. From the Maintenance Menu, select Manage Voluntary Service to display the Voluntary
Service Detail Screen.

©® Users with National or Site Administrator access roles are permitted to add, edit, and
delete Voluntary Service Staff. All other roles have read only access.

Figure 175 - Manage Voluntary Service Menu Option

—

Veterans Health Administration

[=Te 3] Dallas-North Texas HCS (549 0 L

Home  Volunteers-

Donations~ Expenditures- Reports~ Maintenance~ Reference- Manage User Access

Manage Facilities
Manage Organizations
Search Existing Organizations

Manage Voluntary Service - :
lue question mark icon on each

Manage Benefiting Services fiiscussion board.

Manage Service Templates

Kiosk upgrades. For general

Manage Volunteer Requirements

Manage Staff Titles Search:

(aln) v

EDIENED]

Manage Award Codes
- Created .. Removal

Date Date .

Severity Name Originating Facility

2. The Voluntary Service Screen displays the following:

Service and Contact Information section
e Service Title (required)
e Primary Phone (required)
e Fax Number
e Service Type (required) - Includes Service (default), Section, and Program.
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e Alternate Phone
e Mail Stop (required)

Figure 176 - Service and Contact Information Section

Service And Contact Information

Service Title: * |CO Voluntary Service Service Type: ™
Primary Phone: *l | Alternate Phone: | |
Fax Number: | | Mail Stop: * I:I
Program Manager’s Immediate Supervisor
e Name
o Title

e Click Search to display the Search for User box. Then enter search criteria to locate a
Program Manager.

Figure 177 - Program Manager’s Immediate Supervisor Section

Program Manager’'s Immediate Supervisor

Name:| | search |

Title: | | """"""""""""

VAVS Information
e VAVS Committee Established

e VAVS Information Last Reviewed (read only)
e Update VAVS Last Reviewed Date
e Costs — Operating Costs and Staff Costs
e Click Submit or Cancel to update section.
Figure 178 - VAVS Information
VAVS Information Costs 1
VAVS Committee Established: * ® vas Mo Operating Costs $
VAVS Information Last Reviewed Staff Costs §
Update VAVS Last Reviewed Date: * (Oyes @
Submit Cancel |
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8.4.1 Create and Manage Voluntary Service Staff

The Voluntary Service Detail Screen provides the ability to assign a staff member to a VVoluntary
Service (VAVS) Program Manager or support for the VAVS office, view applicable details for the
Voluntary Service Staff, or navigate to the Staff Member record. Also, the user can view or edit the
full details related to the staff currently associated with the VVoluntary Service office at the facility.

1. From the Maintenance Menu, select Manage Voluntary Service to display the
Voluntary Service Screen.
2. Inthe VAVS Staff Members section, click Add Staff to display the Search for User

Screen.
Figure 179 - VAVS Staff Members
I'WAVS Staff Members 1
add staff
Filbers:
VAVS
Name VAVS Role Leadership Start Date End Date Action
Board
o
3. Enter the search criteria and select the name link to display Staff Details Screen.
Figure 180 - Search for a Staff User
MName: Active Directory Name: I:I Search ~

(add "*' to first and/or last name for wildcard match)

Showing 1 to 10 of 18 entries

Show entries R —
Name Title Department Office Phone Email
VHA, CIO ESSDEV essrespurce@va.gov

VHA,
EMCSPCONTENTMANAGER

VHA, EMCSPCONTRIBUTOR

VHA, EMCSPMEMBER

VHA, EMCSPREADER

VHA, EMCSPSERVICE N
VHA, EMCSPWEBDESIGNER

Cancel

4. The Staff Details Screen displays the following:

e Staff Information Section
e |ast Name
e First Name
e Middle Name/Initial
e Job Title
October 2017 VSS 5*3
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Department

Nickname

Prefix

Office

Business Phone

Email

Email notifications — If selected, the volunteer will receive emails on all high
priority notifications that display in the Notifications List on VSS Homepage and
the Requirement Notifications Screen.

Voluntary Service Section
e VAVS Role - Select one of the roles available in the dropdown.
Click the Calendar icon or enter the date. — Enter the Staff Members Grade.
VAVS Start Date - Click the Calendar icon or enter the Start date.
VAVS End Date - Click the Calendar icon or enter the End date.
Date Eligible for Retirement - Enter staff member’s eligible retirement date, when
applicable.
e Estimated Date of Retirement - Enter staff members estimated retirement date,
when applicable.

Comments Section
Comments - Enter any comments, not required

Figure 181 - Staff Details Screen

Search
Click "Search” 1o Search a Staff from LDAP Server.
staff Information Nickname: l:l
Last Name: Bob
First Name: Patricia
Office:
Middle Name/Initial: J X
. . ) Business Phone:
Job Title: Suicide Prevention Coordinator .
Email Address:
Department: Nursing Service
e s ] Email Notifications
Voluntary Service
VAVS Role: * [Please select. v|

Grade: l:l VAVS Leadership Board? * OYes ® No
VAVS Start Date: l:lj] Date Eligible for Retirement: l:lj
VAVS End Date: l:l_:] Estimated Date of Retirement: l:lj

Comments
Submit Cancel
are experiencing problems or have a guestion about VSS, please contact the VA Service Desk at (888) 596-4357. HCEA.% m“
in the 218
*
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8.5 Manage Benefiting Service

@ Users with National or Site Administrator access roles are permitted to use this menu option.

1. From the Maintenance Menu, select Manage Benefiting Service to display the Manage
Benefiting Service & Roles Screen.

Figure 182 - Manage Benefiting Service Menu Option

— [
Lionr M barer, CWEE Long T

DEFGATEENT OF vETEHAHE AFSSHE

2. The Manage Benefiting Service & Roles Screen displays the following:

e Click Add Service to add another service.
e Select the Facility dropdown to view service information at another facility.
e Search text field available.
e Filter by Local or National Scope, Game Service, and Status.
e Inthe Action column, perform the following:
o0 Select the Edit icon to modify the Benefiting Service.
o0 Select the Add icon to create an additional National Benefiting Services
and Roles.
0 Select the Delete icon to delete the Benefiting Service.
Figure 183 - Manage Benefiting Service & Roles Screen
Manags Bensfliing Services & Roles
Add Service Fadiy: | Cheyerne VAMROC (442
L~ st s |
— - e et mee et S ;:D e :l
e O P (e — Az s e i
Geneal [Mational  [ApeiTastl |Ganeral A o &* e T
[ [T U —— ETE o
e o [y oy B & | @

3. If the user selects Add Service, the Add National Benefiting Services and Roles Screen
displays. The following functions and fields are available:
e Physical Locations (Filterable)
e Search capabilities
e Select a Service & Role
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e Games (Filterable)
e Abbreviation

e Add Local Service
e Submit or Cancel

4. When the user selects Add Local Service, the New Benefiting Service box displays.

5. Define the following:
e Name
e Abbreviation
e Is Active checkbox (default)
e Game Services
e Physical Location — Select the facility from the dropdown.
e Submit button

Figure 184 - New Benefiting Service Box

&

Name: * ||_— J

Abbreviation:
b Is Active

[ Games Service

Physical Location: Main Facility

submic Cancal

8.6 Manage Service Templates

1. From the Maintenance Menu, select Manage Service Templates to display the Manage
Service Templates Screen.

Figure 185 - Manage Service Templates Menu Options

")'/I-"ofuntary Service

Home Volunteers- Donations- Expenditures- Reports- Maintenance- Reference~ Manage User Access

[* Home [> List Organizations [> Manage Requirements [> Create DEVEESReEI 1TSS

9 Manage Organizations
Search Existing Organizations
Donor Manage Voluntary Service
Manage Benefiting Services
Manage Volunteer Requirements
Manage Staff Titles
Manage Award Codes Donation

[--Select-- v |
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2. The Manage Templates for Benefiting Service & Roles Screen displays the following:

Click New Service Template to add another template.
Search text field available.
Filter by, Game Service, and Status.
In the Action column, perform the following:
0 Select the Edit icon to modify the Benefiting Service Template.
0 Select the Add icon to create an additional Benefiting Service Role
Template.
0 Select the Delete icon to delete the Benefiting Service Template.

Figure 186 - Manage Templates for Benefiting Service & Roles Screen

Manage Templates for Benefiting Services & Roles

New Service Template

Showing 1 to 10 of 419 entries

Service
Name

= |"Abc-Maryam

Role

Role Type

(all) v

Games Service

No

Volunteers

Active: 4
Total: 7

Occasional Hours

3026| ¢

(all) v

Status

Active

Action

o

General

General

Active: 3
Total: 5

26

Active

E]

Test

Information
Technology

Active: 1
Total: 2

3000| ¢

Active

B ["ESCORT"

AIRPORTZ VOL

Yes

Active: 0
Total: 22

52( 4

Inactive

CMGNationalRole

Information
Technology

Active: 0
Total: 0

Inactive

General

General

Active: 0
Total: 22

Inactive

= ["TRANSFER"

AIRPORT1 VOL

Active: 0
Total: 21

Inactive

General

General

Active: 0
Total: 21

Inactive

B |ARMMS

COMM SVC

No

Active: 2

1504/ 4

Active

(U T T U T

"=

Total: 197
o

3. If the user selects New Service Template, the New Benefiting Service Template box

displays. The following functions and fields are available:

October 2017

Name (required)
Abbreviation
Game Service
Submit or Cancel

Figure 187 - New Benefiting Service Template Box
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Name: "| |

Abbreviation: | |

[[1 Games Service

Submit Cancel

8.7 Manage Volunteer Requirements

The National Administrator has the ability to define National requirements for volunteers in VSS.
These requirements may apply to all volunteers, all volunteers with a specific role type, or all
volunteers with a specific role.

Users with National Administrator access roles are permitted to use this menu option.

1. From the Maintenance Menu, select Manage Volunteer Requirements to display the
Manage Requirements Screen.

2. The default view of the Manage Requirements Screen is a data grid that displays all
requirements depending on your role:

8.7.1 Both Administrative Roles

e Active requirements are shown by default (status filter = active)

e Name, Description, Application Type, Date Type, Status and Action (Active/lnactive)
0 Select the Edit icon to modify the Requirement.
o0 Select the Add icon to create an additional Requirement.
0 Select the Delete icon to delete the Requirement.

Facility Administrator vs National Administrator

e The radio button is only visible to National Administrators and is set to National
by default.

e National Administrators do not see the logged in facility requirements without
changing the radio button to Facility. If the radio button is set to facility
requirements, the user has access for all functionality (except they see the
option to go back to National requirements sections).

Figure 188 - Manage Requirements Screen
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Manage Requirements

Facility: @ National O Cleveland-Louis Stokes VAMC (541)
National Requirements

Add Requirement

Excel ~ PDF  Print  Showing 1 to 6 of 6 entries (filtered from 19 total entries) Search: I:l

\ [tan V][ v|[active ~| \

Name Description Application Type Date Type Status Action
Communications
Training

Show entries

Communications Training for volunteers. Specific Roles

Expiration Date | Active| B3 ﬁ ‘

3. The Add Requirement button is located on the top right of the data grid. When clicked,
Add New Requirement box displays.

Requirement Basic Fields
e Name - 50 characters (required)
e Description - 250 characters (required)
e TMS Course ID
e Active — Select the Yes or No radio button.
e Date Type —Initial values are:
Completion Date
Due Date
End Date
Expiration Date
Not Applicable
Start Date

e Notification Period
0 Not Applicable
o 30 Days
0 60 Days
o 90 Days
e Valid Statuses — Select the following checkboxes:
New (automatically selected)
Not Applicable
Blocked
Not Met
In Progress
Met (automatically selected)
e Prevent Kiosk Time Posting if Not Met: Select the Yes or No radio button.

O O0O0OO00O0

O O0OO0O0OO0O0

Requirement Application Fields
Apply this requirement to - Select one of the requirements:
e All Volunteers
e Role Type
o0 Administrative/Clerical
0 Advisory Committee
o0 Clinical/Patient Care

October 2017 VSS 5*3
163 User Guide




Communications

Driver

Escort

Faith-Based/Religious

Food & Nutrition

General

Information Technology
0 Special Events

e Specific Role Template — When selected, the Template List is displayed and a user
can select the service name.

e Click Submit or Cancel.

O O0OO0OO0OO0O0O0
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Figure 189 - Create Requirements Screen

Manage Reguirements [» Create Reguirement

Requirement Basics
Mame: *
*

Description;

TMS Course ID:

Active:  ®ves ONo
Date Type: |Completion Date v
Notification Period: |90 Days e
Valid Statuses: ' New
[CInot Applicable
[Celocked
[CIniot Met
Oin Progress
« | Met
Prevent Kiosk Time Posting if not "Met™: ® ves O No
Requirement Application
Apply this requirement to:
O all volunteers
A Role Type |Food & Nutrition v
‘i-‘Specific Role Templates
Showing 1 to 419 of 412 entries Search: l:l
Service Name Role Type
"ESCORT" AIRPORTZ2 VOL
)
O General General
"TRANSFER" AIRPORT1 VOL
[l Panaral Panaral
Submit Cancel

Create Requirement

]

8.8 Manage Staff Titles

1. From the Maintenance
Screen.

Menu, select Manage Staff Titles to display the Manage Titles

Figure 190 — Manage Staff Title

Hisma: Walirfersa-  Danafons-

[al] w Al

Severity Manwe
W High Exchuded Indksidual toond S

s Bt Adrmin Botdeane- Tha emom

.5, Dupartmant of Welerans Alair

Riepaits-  Manbenancs -

Ianage Statl | v

g

’%’ﬂfﬂn{ary
ruice

stem Announesments:

prrabng capetiity in 2016

BLEL S

Search
fall -
ariginating Facility Date Expires © Actions
Cheyenne VAMBOC (412) 10¢14/2006 =
T Pt Pma 11310 mabrhme an | ETE merlind irtbiriont ki mas savar o o fales mosi

2. The Manage Staff Title Screen displays the following:

Click Add Staff

Excel, PDF, and
statuses.

October 2017

Title to add a new staff title.
Print enables a user to export and print report staff titles and
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Search text field available.

Name — Click the name link to edit the staff title options.

Description — Description of the staff title.

Is Chief - Indicates if the staff title represents a chief role (Filterable).

Is Chief Supervisor — Indicates if the staff title represents a chief supervisor role

(Filterable).

e Status — Active initially displays. The user can filter to include Inactive staff titles
(Filterable).

e Inthe Action column, select the Delete icon to delete the staff.

Figure 191 - Manage Staff Title Screen

[ Home [> Manage StaffTitle

Manage Staff Title

Staff Titles
Add staff Title
Excel =~ PDF  Print  Showing 1 to 18 of 18 entries (filtered from 20 total entries) Search: l:l
[ V] [an v] [Active ™| \
P Is Is Chief :
Name Description Chief Supervisor Status Action
Acting - Voluntary Service ! 8 . . . =
Proaram Manager Can this be edited and the answer is yes for testing Yes No Active |
Administrative Staff sgﬁglstratwe Officer, Voluntary Service Program Office, No No Active ﬁ.

i ; . -
Assistant Voluntary Service No No Active =
Program Manager -
Information Desk Information Desk No No Active o
I7M test order caps what is this going to do Yes No Active ﬁ'

VAVS Office Volunteer VAVS Office Volunteer No No Active ﬁ'
Voluntary Service Clerk No No Active ﬁ'

3. If the user selects Add Staff Title, the New Staff Title box displays. The following
functions and fields are available:
e Name (required)

e Description
e |[s Chief
e Is Chief Supervisor
e [s Active
e Click Submit or Cancel.
Figure 192 - New Staff Title Box
Name: * ||
Description:
Is Chief?  Oves ®No
Is Chief Supervisor? Oves ®No
M 1s Active
Submit Cancel
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8.9 Manage Award Codes

Users can create and manage volunteer service awards in VVSS as a way to reward volunteers for
their time. From the Manage Reward Codes Screen, the user can view a list of all existing award
codes or navigate to view details for an existing award code or create a new award code. They also
have the capability to export the list.

1. From the Maintenance Menu, select Manage Award Codes to display the Manage
Award Codes Screen.

Figure 193 - Manage Award Codes Menu Options

Home Volunteers~ Donations~ Reports~ Maintenance~ Reference~ Manage User Access

U.S. Department of Veterans Affairs *

Veterans Health Administration %Olu n t—a ry
Service

[ =10 H Biloxi VA Gulf Coast HCS (520 0 User Name: VHACISSVSS, VHACISSVSSTEST1 Log Qut

Manage Facilities

Manage Organizations
Search Existing Organizations
Manage Voluntary Service (0 EEZ Iy D 210
Manage Benefiting Services ns:
Manage Service Templates

@ High

Manage Volunteer Requirements
[a) v [@n v| 1 il i) v
Severity Name Manage Staff Title Originating Facility Date Expires Actions
@ High Excluded Individual found Manage Award Codes Cheyenne VAMROC (442) 10/14/2016 =

+ National Admin Notification: The volunteer "Zuzo,
Excluded Entity found Volunteer: Adams-smith, Pamela Cincinnati VAMC (539) 10/12/2016 =7
= National Admin Notification: The volunteer "Adams-smith, Pamela” (identifying code FUH498) matches an LEIE excluded entity but was saved as a false

nocit]

en” (identitying code LUGZ219) matches an LEIE excluded individual but was saved as a false positive.

2. The Manage Award Codes Screen displays the following:

October 2017

Add Award Code button

Excel, PDF, and Print enables a user to export and print award codes and statuses.
Search text field available.

Name — Click the name link to edit the award code options.

Code — Code for the award.

Required Hours — The hours required to be eligible for the award.

Award Hours - The completed hours of service to be eligible for the award.
Award Group Type — Volunteer age group eligible for the award (Filterable).
Status — Only Award Codes with the status of Active are initially available. The
user can filter to include Inactive award codes.

In the Action column, select the Delete icon to delete the Staff.
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Figure 194 - Manage Award Codes Screen

y’ Voluntary Service Facility: [IEUERRAVIERY 1] User Name: VHACISSVSS, VHACISSVSSTESTL  Log Out [l

Home Volunteers~ Donations~ Reports- Maintenance~ Reference- Manage User Access

[ Home [» Manage Award Code
0 Manage Award Cedes

Award Codes
Add Award Code

Excel PDF | Print  Showing 1 to 10 of 65 entries (filtered from 66 total entries)32rch: L 1
Gll) v Active v |

Required Award

Name Code Hours Hours Type Status Action
25,000 HOUR AWARD 26 24900 25000 ADULT Active ﬁ
27,500 HOUR AWARD (local award)(27 27400 27500 ADULT Active ]
30,000 HOUR AWARD 28 29900 30000 ADULT Active ﬁ
32,500 HOUR AWARD (local award)(29 32400 32500 ADULT Active ]
35,000 HOUR AWARD 30 34900 35000 ADULT Active ﬁ
37,500 HOUR AWARD (local award)|31 37400 37300 ADULT Active ﬁ
40,000 HOUR AWARD 32 39900 40000 ADULT Active ]
Show entries 23456 7 Next Last

3. Click Add Award Code to display the Add New Award Code box. Define the following:
e Code

Name

Required Hours

Award Hours

Award Group Type — Adult, Youth, and Other.

Is Active checkbox

Click Submit or Cancel.

Figure 195 - Add New Award Code Box

Code: *

Mame: *

Required Hours: *

Award Hours: *

Type: * |Please select._. w

M 1s Active

IDDD

Submit Cancel

9. Reference

The Reference Menu provides an easy access to important links, policies, procedures and
other publications directly from VSS Web.

From the Reference Menu, the following options are available:

A. Policies
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B. VAVS SharePoint
C. VAVS Website

Figure 196 - Reference Menu Options

’y’/l.-h‘lunta,.y Service LT 0T Alexcandria VAMC (502 User Name: VHACISSVSS, VHACISSVSSTEST1 Log Out

Home Volunteers- Donations- Reports~ Maintenance- Reference- Manage User Access

[> Home [> Run Report “New Volunteer” Policies
9 VAVS SharePoint

VAVS Website

Edit Parameters

9.1 Policies

For additional information on policies, refer to the links below:

VHA Directive 1620
VHA Handbook 1620.01
VHA Handbook 1620.02
VHA Handbook 1620.03
VHA Directive 2008-020
VHA Directive 4721
VHA Handbook 4721

9.2 VAVS SharePoint

For information on the VAVS SharePoint, refer to the link below:
http://vaww.teamshare.va.gov/vavs/default.aspx

9.3 VAVS Website

For information on the VAVS Website, refer to the link below:
http://www.volunteer.va.gov/

10. Manage User Access
Users with the following access roles are permitted to use this menu option.
e National Administrator
e National Specialist
e National User
e Site Administrator
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http://www.va.gov/vhapublications/ViewPublication.asp?pub_ID=3035
http://www.va.gov/vhapublications/ViewPublication.asp?pub_ID=2165
http://www.va.gov/vhapublications/ViewPublication.asp?pub_ID=3042
http://www.va.gov/vhapublications/ViewPublication.asp?pub_ID=2840
http://www.va.gov/vhapublications/ViewPublication.asp?pub_ID=2840
http://www.va.gov/vhapublications/ViewPublication.asp?pub_ID=1675
http://www.va.gov/vhapublications/ViewPublication.asp?pub_ID=1675
http://www.va.gov/vhapublications/ViewPublication.asp?pub_ID=1571
http://www.va.gov/vhapublications/ViewPublication.asp?pub_ID=1571
http://www.va.gov/vhapublications/ViewPublication.asp?pub_ID=1570
http://www.va.gov/vhapublications/ViewPublication.asp?pub_ID=1570
http://vaww.teamshare.va.gov/vavs/default.aspx
http://www.volunteer.va.gov/

e Site Specialist
e Site User

From the VSS Menu, select Manage User Access to display the Manage User Access to VSS
Screen.

Figure 197 — Manage User Access to VSS Screen

his is a TEST environment. Do NOT enter real Volunteer Data. [EETE A Chevenne VAMROC (4421 (3 User Name: Jones, Cheryl  Log Out

Home Volunteers~ Donations- Reports- Maintenance- Reference~ Manage User Access

, Manage User Access to VSS

Select User Facilities & Global Roles Effective Roles
Search by name or VA username.. Please select a user.. Please select a user.

Name

Show entries
&, Add | i Remov
= Add Remove

User Details
Please select a user...

10.1 Manage User Access

The Manage User Access to VSS Screen can only be accessed by the National Administrator,
National Specialist, Site Administrator, or Site Specialist. This screen is used to assign roles to
site users. The role determines what data the user can access. The term User refers to Voluntary
Service staff members, not volunteers. Volunteers are administered through the Add Volunteers
and Edit VVolunteers screens.

©® Note: User can only grant roles and assign facility(s) when they are assigned a Global Role
under the Facilities and Global Roles section. If user only has Customized roles, they
cannot grant access, but they have access to VSS.

National Administrator can grant the following roles and any facility:
e National Administrator
e National Specialist

e National User

e Site Administrator
e Site Specialist

e Site User

e Volunteer

National Specialist can grant the following roles and facility(s) to which they are assigned:
e National User
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Site Administrator

Site Specialist

Site User

Volunteer

Site Administrator can grant the following roles and facility(s) to which they are assigned:
e Site Specialist
e Site User
e Volunteer

Site Specialist can grant the following roles and facility(s) to which they are assigned:
e Site User
e Volunteer

10.1.1 Select User

1. Inthe Select User text field, search by name or VA username. When the name displays,
click the name link to view facility access and roles.

e Toadd a new user, click the Add button. The Search for User box displays first, to
enable a user to perform a search before a duplicate user is added. If duplicate
name is not displayed, the new user can be added.

2. Once a user has been selected, the following sections are listed:
e User Details
e Facilities and Global Roles (Roles Available & Roles Assigned)
e Facilities Available & Facilities Assigned
e Effective Roles
3. Ensure the Enabled checkbox in the User Details section is selected.

10.1.2 Assign Roles and Facilities

4. In the Facilities & Global Roles section, select a role from Roles Available and click the
arrow button to move it to Roles Assigned.
e Click the All button to assign ALL roles.
e Each user MUST have at least one Role assigned.
5. Select a facility from Facilities Available or search for a facility in the text box and click
the arrow button to move it to Facilities Assigned.
e Click the All button to assign ALL facilities.
e Each user MUST have at least one facility assigned.
2. The Effective Role section provides a grid of which roles and facilities are assigned to the
users.

10.1.3 Unlock User

6. If the Locked checkbox is selected, the user has three unsuccessful login attempts and is
unable to log into the VVSS for one hour. The “Lock” will clear automatically after the user
has been locked out for one hour or an authorized user can unselect the Locked checkbox to
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unlock the user.

7. Users, who have not logged in within the past six months, either at their current station or
any other station are automatically inactivated and no longer have access to the system at
any station. User activation/inactivation is national in scope and is by user, not by station.

8. If auser is activated or inactivated at one station, their access at every station where roles
are assigned is affected.

10.1.4 Time Zone

9. Time zone is set on the User Management screen. Times shown throughout the system
are based on this setting and do not automatically update to reflect time zone changes of
users on travel.

Figure 198 - User Management Screen
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11. Help

Click the Help icon in the VVSS application to view additional information about the screen.

12. Troubleshooting

If screen display issues occur when working in VSS Web, enable Compatibility Mode in the
browser. This issue may occur when using Internet Explorer browsers.

To manually enable the setting:

Open VSS in Internet Explorer.

Click the Tools option.

Click Compatibility View Settings under Add this Website.
Add the VSS Web URL site to the list.

Click Add.

SAEIE S
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12.1 Special Instructions for Error Correction

If the application displays an error at the time of log on or if there

are error messages that are

NOT part of data entry (e.g., a system error message), contact the VA Service Desk to log a
Remedy ticket. Technical Personnel provides content for error messages with the system.

o Call 1-855-673-4357
o Email VASD@va.gov

Refer to the next Figure for an example of an error message. “Attention” displays on the screen.

Figure 199 - An Example of an Error Message on a VSS Screen
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13. Acronyms and Abbreviations
Table 6- Acronyms & Abbreviation Table

Acronyms & .

Abbreviation Ve A

ACK Acknowledgement

BRD Business Requirements Document

CBOCs Community Based Outpatient Clinic

CcO Central Office

COOP Continuity of Operation
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EO Enterprise Operations

IC Identifying Code

LDAP Lightweight Directory Access Protocol

NAC National Advisory Committee

OI&T Office of Information and Technology

PMAS Project Management Accountability System

SME Subject Matter Expert

SOL Structured Query Language

TBD To Be Delivered

TSPR Technical Service Project Repository

ul User Interface

VA Department of Veterans Affairs

VAVS Department of Veterans Affairs (VA) Voluntary Service
VHA Veterans Health Administration

VISN Veterans Integrated Service Network

Vista Veterans Health Information Systems and Technology Architecture
VSS Voluntary Service System

14. CRUD Matrix

The CRUD Matrix only applies to the VAVS Staff application and not to actual volunteers.

VSS_CRUD_Matrix.xI
SX
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