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There are two ways to access VIC

1) Through the Palm Springs Art Museum website
www.psmuseum.org

2) Through the docent Portal

http://www.psmuseum.org
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VIC Sign In Screen
Logon name = e-mail address
Default password = DOC101
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Access VIC through the Docent Portal
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VIC Sign In Screen
Logon name = e-mail address
Default password = DOC101

Remember default password = DOC101  
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VIC Sign In Screen
Logon name = e-mail address
Default password = DOC101

Enter your personal password twice  

Default password = DOC101  
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Main Menu
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Important Tip #1

On all the following screens,
Do not click on ‘EXIT’

Always click ‘CONTINUE' or ‘GO’
Use the buttons at the top or along the left side

If you click on ‘EXIT’
You will exit your VIC session
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Important Tip #2

Definitions:

Hours = actual hours volunteered
Merit Hours = hours + travel time

Assignment = Tour

Coordinator = Team Captain

Remember that volunteer hours 
and travel time

are logged in 15 minute increments
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Main Menu - Check Your Assignment Areas



Palm Springs Art Museum
Volunteer Hours Tracking System & Self-Scheduling

Main Menu - Assignment Areas as of February 2019

Docents 

A+D Center 
Frey House Tours 
Kaptur Tours 

Any location 
Docent Enrichment (travel time added) 
Docent Meetings (travel time added) 
Docent Specialist Study Hours (no travel time) 

Main Museum 
Ask-Me 
Highlights Tours 
Lines in the Sand Tours 
Requested Tours 
School Tours 
Unsettled Tours 

Palm Desert 
Sculpture Garden Tours 
Shoulder To Shoulder Tours
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POST
YOUR
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Main Menu - Post Your Hours
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Date,
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Post Your
Hours -

Also
Enter

# of Persons
on Your

Tour
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Post Your
Hours -

Confirm
Your
Entry
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That’s it

Your Hours
Have Been

Logged
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To see your travel time (automatically added)
Go to ‘My Service History’
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To see your travel time (automatically added)
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SELF-
SCHEDULING
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Main Menu - Sign-up
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IMPORTANT TIP:
Make sure you are looking at the correct month
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Change ‘All My Assignments’ to a Specific Assignment or Tour
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‘All My Assignments’ changes to ‘Highlights Tour’
NOTE: Be sure you are looking at the correct month
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Click on a ‘Help Wanted’ bubble
No ‘Help Wanted’ bubble means all tours already assigned
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Double check you are picking the correct assignment area
Double check your time slot and click on ‘Schedule Me'
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Confirm everything and click ‘Yes'
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That’s it!  You’re scheduled!
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Check the calendar and confirm you are scheduled.
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Check the calendar to see who else is scheduled
Just click on any date
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Check the calendar to see who else is scheduled
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To Remove Yourself from the Schedule:

1) Use VIC to remove yourself from the tour

2) Notify your team captain
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To cancel, click on the date you are scheduled



Palm Springs Art Museum
Volunteer Hours Tracking System & Self-Scheduling

To cancel, click on ‘Remove me'
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That’s it … you are no longer on the calendar’



QUESTIONS?

Send an e-mail to Daniel Hogan, dhogan@psmuseum.org.
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