
Membership and VMS Information
For New Members

Gideon Lincecum Training Class
January 24, 2026



Recording Your Class 
Attendance



TxMN.tamu.edu – The TMN website opening page



Bookmark this: 
TXMN.tamu.edu/chapter-resources/tmn-hours-entry



Dashboard



Click on “Select a Survey” bar to see the list of opportunities



Choose survey for correct opportunity from dropdown list



Survey-
Training
Class
Attendance

Include in description:
Title or Topic
Location or virtual
Presenter Name optional

Minutes as quarter hours -.25, 
.5, .75



Log of first
class



Recording Class Attendance Recap

• Date event occurred, not when you entered it.

• Hours - Portions of an hour recorded as decimals and only as 
quarter hours. [.25, .5, or .75].
• 1 hr 10 minutes = 1.25 hrs (round up)
• 1 hr 35 minutes = 1.5 hrs (round down)

• Must put something in ‘Describe…’ box: topic(s), virtual or 
where it was held, field trip (if it was that). 

• Limited to 255 character strokes.
• Stick to the facts!
• One entry per class day.



Logging Volunteer Hours – 
A Chapter Meeting



Survey -
Chapter

Meeting 
Make sure you’re on the 
correct opportunity

Date of event

Minutes as quarter hrs
.25 - .5 - .75



For Administrative Work, 
you must choose a 
subcategory. (Not in other 
volunteer opportunities)

Survey – 
Chapter
Meeting



Survey – 
GLC 
January
Chapter
Meeting

Must put something in
Describe box.

Click Ok when done



Logging Advanced Training Hours – 
AT program at a chapter meeting



AT at 
January
GLC
Meeting



Log Volunteer or AT Hours – Recap 1

• Choose correct opportunity title (survey) from “Report 
Service” dropdown

• Read description - make sure you picked correct one
• Date event occurred, NOT when you entered it
• How many hours 

• In Decimals
• Minutes in Quarter Hours (.25; .5; .75) only
• Add travel time to volunteer hours
• NO travel time added to AT hours

(Continued on next slide)



Log Volunteer or AT Hours – Recap 2

• Describe your service
• Event name or topic of AT program
• Sponsor of event if not in name of opportunity
• Place is helpful
• Put ‘Virtual’ if it was online
• What you did if it was volunteer time (summarize facts)
• Put ‘Plus Travel’ for volunteer hours
• Do not use acronyms (except for TMN, TPWD)
• 255 character strokes limit

➢May put several topics together if all on same DAY
  (such as a class or workshop with several topics covered)



In Training – Things to know
• May log volunteer service while taking classes (after Background Check 

completed)
• May log AT hours while in training
• Class hours counted separately from Volunteer or AT hours
• Trainees record class hours under “Initial TMN Training” opportunity
• Record date, topic, and number of hours
• MUST record your attendance in VMS
• Must be recorded within 45 days of that class session



View Your Log Book

▪ Edit or See what’s been approved
▪ Delete if you see a mistake
▪ May only edit or delete entries not yet 

approved



Your Dashboard



Log Book 
with 
entries

Date range 
of this 
screen 

Will always 
be zero

Empty box 
means not 
yet approved



Log Book 
with entries 
(lower half)

If you need to 
edit or delete



Have Questions?

Chris Morrison  
GLC Membership Director/VMS Administrator/Hours Keeper

GLCTMNmbr@gmail.com
SraChris48@gmail.com 

713-254-9558
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