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May 2018 ςSan Antonio Area Chapter Officer 
Training



Agenda

Chapter Officer Responsibilities

Vtools

Chapter Elections

Chapter Finances

SAMIEEE/Vitality Dashboard Replacement ςOU Analytics

General Data Protection Regulation (GDPR)

PACE
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Chapter Officer Roles and Responsibilities

Engage with CTS and your chapter members

Provide programs and activities of interest to your members

Develop and grow your membership

Report chapter officers.

Manage chapter financial matters including budgeting and 
expense reporting

Announce and report meetings (file L31s)

Hold elections

Have fun!
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²Ƙŀǘ ȅƻǳ ƴŜŜŘ ǘƻ ŘƻΧΦΦ



IEEE Center for Leadership Excellence
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ieee-elearning.org/CLE/

PLEASE NOTE: SOME CONTENT AND FEATURES ARE STILL UNDER DEVELOPMENT AND WILL BE 
AVAILABLE IN THE COMING MONTHS.

Simple to use, self-paced

Access with IEEE Account

Offers help to Volunteers in their 
new role with ACTION PLANS!

Currently 14 Volunteer roles/action 
plans defined

12 Volunteer roles/action plans in 
development

Includes 
Technical 

Chapter Chair 
Training 



Vtools

Three Key Things to Do
1. Report Chapter Officers

2. Announce Meetings

3. Report Meetings

Member Communications
- eNotice

Other capabilities that may be of interest
- Name tag printing

- Vtool voting

http://sites.ieee.org/vtools/
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Iƻǿ ǘƻ Řƻ ƛǘΧΦΦ

http://sites.ieee.org/vtools/


Officer Reporting
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https://officers.vtools.ieee.org/



Officer reporting
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Officer Reporting ςSelect Organization Unit

Enter Central Texas
- Select chapter



Officer Reporting
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Update / Enter 
new officer 
names and IEEE 
info.

Be sure and 
enter the term 
ending date.



Announce Meetings
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https://events.vtools.ieee.org/



Announce Meeting
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Enter the Title, 
when, where, 
what time 
AND for more 
info contact 
info

Be sure to 
include your 
chapter name 
in the title!!



Report Meetings
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https://events.vtools.ieee.org/



Report Meeting
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Report AFTER meeting is held

Enter the Title, 
when, where, 
what time 
AND for more 
info contact 
info

Be sure to 
include your 
Chapter name 
in the title!!



Report Meeting

13

Report whether or not announced or in the system

If announced, 
meeting is already 
in system

You can report a 
meeting that HAS 
NOT been entered.  
Such as chapter 
officer planning 
mtg.



Report Meetings
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Already in system

Select 
meeting and 
then select 
manage

OR

Select mange 
associated 
with your 
meeting



Report Meeting
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Already in system

After meeting, reporting 
button will be active.

Enter attendance numbers 
and file the report
ό¸ƻǳΩǾŜ ƴƻǿ ŦƛƭŜŘ ǘƘŜ ƳŜŜǘƛƴƎ 
L31!)



Report Meeting
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NOT already in the system

Enter the title, when, where, 
what day/time as you would 
with an meeting 
announcement.

At the end of the form, enter 
the attendance and file the 
report.
ό¸ƻǳΩǾŜ ŎǊŜŀǘŜŘ ŀƴ [омΗύ



Reach Your Members ςVtools eNotice
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https://enotice.vtools.ieee.org/

To setup 
select 
άaŀƴŀƎŜ 
eNoticesέ

eNoticetutorial
VERY GOOD

LŦ ȅƻǳ ŘƻƴΩǘ 
have access, 
select 
ά/ƻƴǘŀŎǘέ ǘƻ 
send request


