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WEB

VIMS Servers  are 
housed in a secure 
facility that can be 
accessed from any 
computer, smartphone, 
etc.  with a full screen 
browser via a secure 
web connection,  24/7.

Secure SSL 

Encrypted 
Connection

VIMS Access Examples

Limited access on some 
handheld devices with 
limited .mobi only browsers 
such as some Blackberry’s.

Home
Work

Mobile 
LaptopsVehicle 

Mobile 
Data 

Computers

SmartPhones 
iPhones, etc.
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WEB

VIMS 
Server

“https” 
Connection

Secure 
Encrypted Your Unit 

Coordinator

VIMS operates in a “Cloud Computing” and SaaS, “Software as a 
Service”, solution meaning your organization only pays a small 
monthly fee to use VIMS thus saving thousands of dollars a year not 
having to purchase dedicated computers, software, support, etc.

Individual VIMS users
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How VIMS Works for You!

WEB

VIMS 
Server

“https” 
Connection

Pictured above, Common VIMS Configuration with one person as unit 
coordinator managing multiple people viewing the data they enter while 
individuals can only view their own data and their groups calendar.

Secure 
Encrypted

Your VIMS Administrator 
can view your hours 
logged, shift schedules,  
personal data, training, 
announce event request, 
post forms and more!

Individual VIMS Users, such as You, 
can only see your own data and the 
schedule of others in your group(s), 
on your individual VIMS account. 
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VIMS Servers are housed in Secure, Redundant Data Centers staffed 24 
hours a day, 7 days a week, with highly skilled network technicians in 
Los Angeles and Virginia connected with high speed fiber connections 
that provide automated daily back up’s to protect and secure your data.

Pictured Above: West Coast data 
center where VIMS Servers are 
housed with triple redundant 
electrical and fire suppression 
systems to protect your data!
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The following slides 
provide in detail how to use 

VIMS, Log Hours and 
Training, Schedule Shifts, 

Respond to Event 
Requests and More.
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Each VIMS client agency 
has their own unique 
URL, aka, web address to 
access its main login 
page. The URL  will look 
like this example: 
https://name.myvims3.com 
To access your individual 
VIMS account, enter the 
web address into the 
address bar on your 
computer’s browser. 
Entering the letter “s” after 
“http” will encrypt your 
data.  Now enter the user 
name and password you 
selected or were given to 
access your account. Do 
Not use the login data 
given to access the 
registration page here.

HELPFUL TIP:  Keep up to 
date on VIMS by following us 
on Facebook and Twitter!
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Now that you’ve 
registered, you 
have your own 
VIMS account. 
You’ll know this is 
your account 
because your 
name will appear 
at the top along 
with your total 
hours logged in 
VIMS year to date 
and month to date 
after you login 
with your own 
unique username 
and password. 

Now lets explore 
VIMS and see 
what you can do 
with your account.
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To the left of your calendar you’ll 
see the box labeled “Internal 
Messaging System”, aka, IMS.

The Internal Messaging System is 
Not e-mail and should not take the 
place of e-mail unless you were told 
other wise. Messages sent via the 
IMS stay within the VIMS system 
and can only be viewed by others in 
the group(s) that you are assigned 
to. Messages sent and received in 
the IMS can only be viewed by 
logging into your VIMS account. 

Some automated messages are 
sent by the VIMS server that may 
appear in your IMS inbox notifying 
you of various events, shifts, etc. 
You should read any messages in 
your inbox. To send a message, 
click the “Send a Msg” button. 
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After clicking the “Send a Msg” button this page will appear. Select the group or groups 
and/or individuals you want the message to go to, enter a title into the “Message Subject” 
box, then type your message and to send it, click the “Submit” button. 

HELPFUL TIP:  Please remember you will only see the names of the group or groups you are part of in 
the top boxes. If you are not part of a group, you cannot send a message to that group or persons in it.  

1

2

3

4
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Below is the “Tab” or “Button” bar you’ll use to access many of the features 
included in your VIMS account. To open any page labeled on the bar, simply move 
your cursor over the name on the white tab and click it.  Go ahead, give it a try, you 
can’t break anything and to return to your home page where the calendar is shown, 
simply click the “Home” tab as shown by the red arrow below. 

Now lets learn more about VIMS in detail, please move to the next page. 
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If you need to 
update any of the 
information you 
entered during the 
registration 
process or was 
entered for you, 
click the “Update 
Your Record” 
button and all the 
information you 
entered will be 
shown. 

You can update, 
edit and/or change 
any of this 
information as 
needed.  
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This is where you’ll 
enter your hours 
performed which are 
added and totaled in 
real time mode and 
appear on you and 
your coordinator’s 
VIMS sites as they 
are entered. If you 
do not have access 
to a computer, your 
agency VIMS 
administrator can log 
and/or edit, delete 
your hours as 
needed. 
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To enter your hours performed per 
shift; select the date you 
performed them, the number of 
hours you performed OR the start 
and end date and time of your shift 
and VIMS will calculate the hours 
for you. Check with your VIMS 
admin to see which method they 
want you to use. If you do not have 
access to a computer, your agency 
VIMS administrator can log your 
hours if need be.  

Next, if you belong to more than 
one group within VIMS, select 
which group you’re entering them 
for, then select the title of the 
hourly service type you performed. 
VIMS also allows you to enter 
Notes regarding your shift if you 
wish to enter any which can be 
viewed by your supervisor. Finally, 
click “Enter” and you’re hours will 
be immediately entered.
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After you click “Enter” 
on your “Enter Your 
Hours” page, you’ll see 
this page next 
confirming the hours 
you entered. Please 
check them now to 
make sure they are 
correct along with the 
date. If you made a 
mistake, we’ll show 
you on the next slide 
how to correct them.

If your agency tracks the activities 
you did during your shift, this is 
where you’ll enter them. If none 
are tracked, then no Activities will 
be shown. To enter the number of 
times you performed an activity,  
simply enter the number in the 
box next to the title then click 
“Enter”. Your agency may also 
use this section to track miles and 
items other than activities. 
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If you’d like to view, 
confirm, edit or delete 
your hours and/or 
activities, click this 
button. The first page 
will show your hours 
entered. Using the 
“Edit” link will allow you 
to edit the hours on 
that line. If you need 
to delete your hours for 
a specific date you can 
do that also by clicking 
the “Delete” link to the 
far left of the page. 

To view your activities 
entered, click the link 
marked “Click here to 
view your hours 
activities”. 
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If you’d like to view, 
confirm, edit or delete 
your activities, this is 
the page to do so. 
Using the “Edit” link will 
allow you to edit the 
activities on that line. 
If you need to delete a 
specific activity for a 
specific date, you can 
do that also by clicking 
the “Delete” link to the 
far left of the page. 

To exit this page, click 
the “Home” button to 
return to your home 
VIMS account page.
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VIMS users may also log 
training classes 
completed IF they were 
set up by your VIMS 
admin in the VIMS 
training module. If no 
classes were set up, 
then nothing will appear 
on this page. Only your 
VIMS admin can set up 
training classes to be 
logged and tracked. 

Once logged, VIMS 
begins tracking when the 
class is next due. 

VIMS Admins may also 
log users training classes 
if need be. Please note 
some classes may only 
be logged by your admin 
as seen in the example 
to the right marked 
“Admin Log Only”.
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Clicking the “View 
Current Training 
Records” link will display 
any classes you’ve 
logged as taken or were 
logged for you by your 
VIMS Admin, supervisor, 
coordinator, etc. 

If you accidentally logged 
a class as taken and 
need to delete the 
record, you can do that 
on this page also. 
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Clicking the “View 
Training Due” link will 
display any classes 
you’re due to take, the 
last time you took the 
class (if applicable), and 
if past due, how many 
days.  

This page only displays 
information and nothing 
can be changed on it. 

If you disagree with any 
of the information 
displayed regarding your 
training, contact your 
supervisor as VIMS only 
displays what it’s 
programmed to, it does 
not set your schedule. 
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Each VIMS user account includes an integrated 
calendar and scheduling system. Color codes 
alert users to when they are scheduled to work, 
when personnel are needed, when shift partners 
are needed and more. 

The color Red indicates a supervisor or 
coordinator of your group(s) is inviting people to 
sign up for an event that day. Green indicates 
you are signed up to work a shift or event on that 
day. Pink indicates another person in your group 
is requesting a shift partner. Yellow is a 
combination of Red and Green and indicates you 
are scheduled for something that day And there 
is an event requiring people that day.  Grey 
indicates an event or shift is scheduled that day 
but you can wait list yourself if you’d like in case 
someone else cancels themselves.  

To sign up or get more details about any event, 
click on the calendar day and then click on the 
name of the event shown in a blue link that will 
appear next in a separate page. 

HELPFUL TIP:  To view a text version and/or print a copy of the events and/or shifts scheduled on the 
calendar, click the link at the bottom of the calendar labeled  “Print Text Version” for easy viewing. 
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Another powerful feature of VIMS in the  
integrated calendar and scheduling system 
is our exclusive “One Button Buddy” 
feature which makes finding a shift partner 
easy. Simply schedule your desired shift 
date and time, submit your request and 
automatically send it to all users in your 
group. One click by a another user 
partners them with you turning your 
calendar day green.

We’ll show you how to schedule shifts and 
respond to event request in a few slides. 

HELPFUL TIP:  To view a text version and/or print a copy of the events and/or shifts scheduled on the 
calendar, click the link at the bottom of the calendar labeled  “Print Text Version” circled in red above.  
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Our calendar 
“Print Text 
Version” feature 
allows you to 
display and/or 
print a view of 
upcoming and 
scheduled 
events for the 
month or any 
date range you 
select along with 
any personnel 
and resources 
assigned to the 
event or shift. 

HELPFUL TIP:  By default, the printed version of your calendar, as seen in the example below, will show 
the current month. To change the date range, use the calendar tabs to move forward or back in time.  
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VIMS users can schedule 
their shifts and/or request 
a shift partner in as little as 
four simple steps. Users 
also have the ability to 
send their request to other 
users in their group via e- 
mail for instant notification 
and response. Users can 
also reserve a “resource” 
such as vehicles if they are 
entered into the system by 
your VIMS Admin. 

Please only send e-mail 
notification if others Need 
to Know you are working 
or you need a shift partner.

The next few pages will 
show you how to use the 
VIMS calendar system.  
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To schedule your 
shift begin by typing 
in the top box 
labeled “Shift Title” 
a title to describe 
what you’re doing 
such as “Front Desk 
Duty”. Next select 
the start and end 
date, usually the 
same date, of your 
shift and the start 
and end time. Next 
select which group 
you’re performing 
you shift under. If 
you need a partner 
then click the “Yes” 
button and enter 
how many which is 
usually one. 
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If you need to add a note 
for others to read when 
you schedule your shift, 
enter it in this box but only 
if you need to. An example 
maybe, “My regular partner 
is on vacation, I need 
someone to work with this 
shift”

If your VIMS Admin set up 
resources to reserve for 
your shift, click the “Add 
Resource” box and when 
you’re finished and submit 
your shift, another page 
will appear to select an 
available resource. If you 
want to send an e-mail to 
everyone in your group 
announcing your shift, click 
the last box to do so but 
Only if they need to know 
or you’re requesting a 
partner. Finally click 
“Submit Shift” to finish.  
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Pictured above is what your VIMS page will look like IF your VIMS administrator has set up 
Resources to be reserved.  Resources can be anything from a vehicle, portable two-way 
radio, flashlights, meeting rooms, cell phones or whatever resources your agency or unit 
may provide it’s personnel to perform their tasks.  

If no resources are set up in your system, then no names will appear. 
To reserve a resource, in step one, select the resource by clicking on the name to highlight 
it. Step two, click the button “Add Resource”. Step three, click the button “Done Adding 
Resources” when you’re done. You can select multiple resources if they are available. If a 
resource is already reserved, the name will appear in Red with ** on both sides of the name.

1

2

3
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Pictured above is an actual e-mail sent by our VIMS demonstration system to a 
user stating user Chuck Roast has requested a partner for his shift on 12-28-09.  
To send an e-mail to others in your group announcing you need a shift partner, 
simply check the option box “Send announcement to others in your group” and our 
VIMS server will automatically send a copy of the e-mail within 1 minute to all the 
VIMS users in your group. Only use this feature if you need to let others know 
you’re requesting a shift partner or you were told to do so by your VIMS Admin. 
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To respond to a request 
for personnel needed for 
an event, as indicated in 
Red, or a shift partner, 
indicated in Pink or yellow 
day on your calendar, 
simply click on that day 
and a new page will 
appear as we show on the 
next page. Dates shown 
in Grey indicated there is 
an event or shift 
scheduled however it’s 
filled but you can still add 
yourself to the wait list 
should someone else 
remove themselves from 
the event or shift. 

Red = 
Personnel 
Needed for 
an event.

Pink = 
Partner 
needed.

Green = 
Your 
Scheduled.

Grey = 
Event or 
shift filled.

Yellow = 
Your 
scheduled & 
personnel 
needed.
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The above example shows what the next page will look like. In this case there are 
two needs showing, one posted by the unit coordinator for an event titled “City 
Street Fair” and the second need for a shift partner titled “Evening Patrol Shift” 
and also states how many partners are needed.   

The person’s name who created the event or shift will appear under the far right 
heading titled “Creator”.  To get more details about any posting or to sign up for 
it, simply click on the blue link listed under “Event Title” and another page will 
open as see on the next page. 
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As seen in the above example, this page will show you the details of the posting such as the start and 
end of the shift in date(s) and time and how many personnel are needed. Also listed are any resources 
assigned to the event and any special notes the creator of the event or shift entered about the posting. 
The lower part of the posting will also note the names of those who may have already signed up for it.  
If you want to sign up for this event or shift, simply click the button, “Volunteer for Event” and your 
calendar will turn green showing you are now signed up to work it.  

NOTE: When a VIMS 
administrator creates an 
event, they have the ability 
to also create and list 
personnel needs by 
assignment. For example, if 
you have a recruiting booth 
at an event, a need may be 
listed as “Staff Recruiting 
Booth”.  

If you see specific needs 
listed in the area to the 
right, circled in red, you 
must select one of those 
needs from the drop down 
list, shown by the green 
arrow to sign up. 
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If an event or shift posting appears in Grey color on your calendar it means the event is full and no 
more personnel are required. However if you’d like, you may add yourself to a “Wait List” should 
someone who is currently signed remove themselves. To add yourself to the event “Wait List”, simply 
click the button marked “Sign Up for Wait List”. If someone who is already signed up removes 
themselves and you are the first person on the wait list, you’ll automatically move up and be assigned 
to the event and receive an e-mail notifying you. SPECIAL NOTE: when wait listed, your calendar will 
turn Green that day however it does not mean you are assigned unless you receive an Internal 
Message and/or an external e-mail stating you have been assigned to it.   
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To remove yourself from an event or shift that you’ve signed up for, simply open the event details by 
clicking on the date on your calendar and click the button, “Remove me from Event” and your calendar 
will turn back to Red or Pink indicating you are no longer scheduled for this. 
SPECIAL NOTE: Your VIMS administrator has the ability to automatically limited the number of days in 
advance that you can remove yourself from an event. You should check with them to see what your 
unit policy is, if any, so you’ll know if you need to find someone to fill your slot if you have to cancel. 
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VIMS administrators may 
add any forms to the 
forms page they wish to 
make available to you. 
Examples may include 
newsletters, forms, 
policies and procedures, 
training documents, etc. 

Forms created with 
software such as Adobe 
Professional .pdf version 
may allow you to fill in the 
form online to print or 
save locally to your 
computer and route it via 
your own external e-mail.  

Note, the form titles you 
see to the left are only 
examples from our VIMS 
demonstration site and 
may not reflect your site, if 
any at all. 
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Your agency VIMS 
administrator may add any 
website links they wish to 
for easy access by you 
while logged into your 
individual VIMS account. 

We’ve also added a few 
popular ones that you may 
enjoy viewing so please 
take a moment to click on 
the “Weblinks” tab to see 
what’s there. 
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When you’re finished using your VIMS account for logging hours, viewing events 
or whatever purpose you logged in for, please be sure to log out by clicking the 
“Logout” tab show above. Leaving your VIMS account open at all times without a 
need to may create a security risk to your personal information if you’re in a 
public area where strangers can walk by and view your site so be sure to log out 
when your done! 

HELPFUL TIP:  To learn more 
about VIMS or read any of our 
other helpful documents or to 
view this document online, click 
the “Help / FAQ’s” tab. 
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Good Job, You’re Done!
Thank you for taking the time to learn how to use your 
VIMS account.  

Please send any comments or suggestions to us at 
info@myvims.com

If you need help, please contact agency VIMS admin 
first before contacting us as the issue you’re having 
may be a simple one. If you do contact us, please give 
us your name, agency, and as many details as possible 
of the problem so we can understand it and help you. 
Please forward any help request to: help@myvims.com 
and we’ll respond quickly, usually in the same day.  
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