
MCTMN VMS Cheatsheet 
Open https://txmn.org/tmn-hours-entry/ in your browser  

 

 

Volunteer Dashboard  

 
 

Running 
Total 

Unlabeled 
icons are not 

currently used 

Your Name Here 



Reporting Your Hours 

 

Reporting Initial Training 
See the handout labeled How to Report Initial Training.pdf. 

Reporting Advanced Training 

  

Select an Opportunity to report. 

Opportunities 
match items on your 

Placement list  

Select from the eight AT  
Opportunity types 



Reporting Advanced Training, Continued 

 
Click OK to submit 

To the nearest decimal quarter hour: 
.25, .50, .75, NOT clock time: 15, 30, 45 

Specify training type or title & 
location if important 

Shows description so you 
can be sure to choose the 
correct opportunity 

Click date & pick from 
calendar icon: avoid typos! 



Reporting Chapter Business 

 

Chapter Admin Choices: 

 

Picking CB: opens the  
Chapter Admin reporting form 

Click icon to 
avoid typos 

Shows description so you 
can be sure to choose the 
correct opportunity 



Reporting Service Projects 

 

Select an Opportunity to report 

Only Project Leader reports:  
Click Yes only for a brand-new trail 

Check if you took the Water Specialist training 
and are reporting a water-related activity 

 



Reporting a Field Research Project 

 

Enter Start Date & End Date: use 
calendars icons to pick your dates 

FR: is the only opportunity that 
allows reporting more than a day 

Specify for what organization, 
what bird, & where 

FR: is the only opportunity that 
allows combining days in one report 



Reporting Your Interactions with Other People 

  

  

Enter the total number of adults 
and youth you spoke with, even if 

you don’t fill any other fields 

Click Yes on service project forms to 
report contacts 



Using Your Logbook 
Viewing Your Records: 

  

 

 
Edit (or Delete) a Record: 

 

 

1. Set the dates you want to see records for 

2. Choose whether you want to View by date 
or opportunity 

3. Click Go 

Use scroll bar at bottom of 
list to scroll left/right & see 

more information. 

To edit an entry, check the 
box, scroll down, & click 

For your IRS records 

# of Activities by type,  
not # of hours 

Total service hours in dates chosen 

Total AT hours in dates chosen 



My Placements 

 

 

Edit My Profile/Log Out 

 

 

Click to update your 
personal information. 

An Opportunity as seen 
in the Placements list 

Click here for more 
information or to trim  

your own Opportunities list 

Log out when finished 
using VMS 
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