
VMS Calendar 
Administration

Entering / Updating VMS Events
presented by Ralph Thompson, UCCE Master Gardener
UCCE Master Gardener Program of Riverside County

Admin Button . . .
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Calendar Administrators 
can manage ALL calendar functions including: 

▪ activating/deactivating calendars, 
▪ adding/ editing/deleting events, 

▪ adding/deleting shifts and resources, and 
▪ adding/removing volunteers from events.

So Please Be Careful



Admin Rigths . . .
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Please contact your Advisory Board Chair if you 
schedule events as a Project Coordinator and do 

not have Calendar Administration rights

Admin Mode. . .
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Admin Mode. . .
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Going to Talk About Two Scenarios…

1. Adding a New Event

2. Editing an Existing Event

Enter description, details, etc

New Event – Details Tab . . .
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New Event – Details Tab (cont) . . .
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New Event – Details Tab (cont) . . .

Growing Master Gardeners, Sept 2022 Slide 8



Edit Event . . .
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Edit Event . . .
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Edit Event (cont) . . .
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Edit Event (cont) . . .

Growing Master Gardeners, Sept 2022 Slide 12



Edit Event (cont) . . .
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An Event MUST be created and saved 
BEFORE you can add shift(s)

A Shift MUST be created and saved BEFORE 
you can add Resource(s)

Don’t Forget to Save . . .
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AND Notify Current Volunteers . . .
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Notify Volunteers of Event Changes …
1. Go To Messages

2. Click ‘Messages’ Button (rust)
3. Click ‘Send New Email’ Button (green)
4. Find the Event in the Events Search Box

5. Click ‘Create Email’ (blue)
6. Double-check Recipients List, Compose 

message, and Click ‘Send Email’ Button (blue)

Tips & Tricks . . .
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Do include as much detail as possible so the Volunteers 
know what they are signing up for

Always notify current Volunteers when you change a 
calendared event – especially if changing date or cancelling

Remember you are not automatically Volunteered when you 
enter an Event

Coordinate with Rosa BEFORE setting up a Recurring event

Shifts may make it easier to manage a large or long event

Consider Resources when you need to ensure Volunteers 
pick-up tents, tables, tubs, etc



Questions?

Ralph Thompson

ralph.catcity@gmail.com
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