
How to sign into VMIS  

 Applying for a posi5on and adding hours



Click here Click 
“Login” 



Enter sign‐in 
informa5on 



Click 
“Volunteer 
Tools” 



Select 
Organiza5on 
and then click 

“Search” 



Scroll 
through 
posi5ons. 

Click posi5on 
to apply for. 



Click “Apply” for the 
posi5on. 



Scroll through and verify 
all personal informa5on. 
Make any correc5ons 
that are needed. 



Click “Submit” once all 
informa5on has been 

verified. 



Click “Ok” once 
applica5on has been 

submiJed. 



Shows all posi5ons 
that you have held 
as well as those 
that you currently 
hold or applied for. 



Click the “Volunteer Ac5vity” 
tab to show all open 

posi5ons and enter hours. 
To enter hours 

locate the posi5on 
and click on 

“Hours” for that 
posi5on. 



Shows all hours that 
have been submiJed 
as well as cer5fied. 

Click “Add For Day” 
to enter hours. 



Enter the date, hours 
and a brief descrip5on 
of what the hours were 
for then click “Save and 

Return” 



Hours will show as 
SubmiJed un5l 
Cer5fied by the 

Volunteer Coordinator. 




