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1. How will coordinators use VRMS?

2. Coordinator Features

3. Manage Opportunities

4. Manage Applications

5. Volunteer Search

6. Legal Agreements for PMI GOC-based opportunities

7. Support Contacts

GOAL:
This user guide will help you use VRMS to create 
volunteer opportunities, open applications to 
volunteers, review applications, and extend 
opportunities to volunteers.

User Guide Topics
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Which specific VRMS coordinator features would you like to 

learn more about?  Pick a feature and click Submit to continue.   

a. Start from the beginning and show me all the features. 

b. Coordinator Navigation and Feature Summary 

c. How to Manage Opportunities 

d. How to Manage Applications 

e. How to Contact Support 

f. I’m a volunteer, please show my VRMS volunteer features.  
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1.Create a new opportunity from a blank form or a template.

2.Search for and assign reviewers to evaluate applications.

3.Open the opportunity to applications.

4.Review volunteer profile, service history, application.

5.Extend opportunities to volunteers.

6.Search for volunteers within assigned region, chapter,  or 

community.

How will Coordinators use VRMS?



How to Access VRMS

Link to VRMS 



How to Access VRMS   (con’t)

Link to VRMS 

Link to Volunteer 
User Guide 

Link to Coordinator  
User Guide 



VRMS Welcome Page 

Search 
Opportunities

Create and Maintain 
Service History

View the Status of 
Your Applications
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Section 1: Coordinator Features



The coordinator role is associated with your PMI registered username and 
password. Screen color indicates coordinator features.

Access VRMS Coordinator View

Click to toggle 
between roles.



Navigation Tips
Tan underline shows briefly 
when you hover the mouse.  
Click  to access the link.

Inactive, becomes 
active if you edit
an opportunity.

Underlined active link, 
where you are now. 



Option tabs highlight when 
options are available.

Volunteer Coordinator Features
Create, edit, or view 
volunteer opportunities.

Review applications, extend 
opportunities to applicants.

Opportunities and 
applications 
display in tables.



Search for Volunteers

Search by one or 
multiple Areas of 

Interest
Type a term like 
a name, skill 

set, or 
description to 

search

Search tips
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1.VRMS search matches language to language, it will not  translate from English to 

other languages. For example, if you search in Spanish, your search will display 

opportunities written in Spanish.

2.VRMS page field names and help text are not translated. 

3.Opportunity descriptions, details, and duties will display in the language in which 

they are written by the volunteer coordinator.

4.You have two options for searching characters with accent marks: 

• Use the accent to see only accented characters in search results.

• Remove the accent to see both accented and unaccented characters in 

search results.

Language Tips for Volunteer and Opportunity Search



14

Section 2: Manage Opportunities



Only the coordinator who created an opportunity, or a VRMS 
administrator at PMI GOC, can edit that opportunity.

View, edit, copy 
links.

Create new 
opportunity.

Create new 
opportunity using a 
template.

How to Manage Opportunities



Templates based on Role Delineation Surveys. VRMS Administrators at 
PMI GOC can create templates for Chapters, Communities.

View templates to see 
if they meet your 
needs.

List of opportunity templates.
Create a new 
opportunity from a 
template, edit 
details.

Opportunity Templates



Multiple-step process:
1. Create summary

2. Define pre-requisites

3. Add time commitment details

4. Add essay question details

5. Posting dates and details

6. Assign reviewer (optional)

7. Indicate Areas of Interest 

(optional)

Create an Opportunity

Click on Help 
icons 

throughout 
VRMS for tips 

and 
additional 
information



Opportunity Preview
You may preview an opportunity or template before copying or editing to 
see how the application will display to a volunteer.

First, select the View 
option for the opportunity 
you want to preview.



Opportunity Preview

Read‐only preview of the application 
displays in the same format visible to 
the volunteer applicant.
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• Name the opportunity

• State the ownership

• Describe the opportunity, the 
type of interaction, and 
deliverables and duties

• State the region or locale 
where the opportunity is 
based

• Choose if you want local 
volunteers only

Step 1: 
Create Summary

Note the email address 
where  you will receive 

applications. 

If the opportunity is 
chapter-based, “chapter” 
automatically populates 

the Department field.

Help provides tips for 
writing clear 
opportunity 

descriptions.



Differentiate your opportunity 
in the first sentence of the 
description – shows in search 
results.

Use consistent, commonly 
known terms in all sections.

Use verbs and adjectives 
in opportunity description 
fields.

Opportunity Writing Tips
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1. When writing a chapter opportunity, use the language most commonly 

used by your chapter members.

2. GOC-based opportunities use English, so use English to search for 

GOC-based roles.

3. VRMS search matches language to language, it won’t translate.

4. In the Special Instructions section of the application, ask volunteers to 

consider adding a resume in English or completing the service history 

in English and answering application questions in their native 

language.

Language Tips for Writing Opportunities



• Describe needed experience, 
education or skills sets (1000 
characters)

• Specify the number of years 
as member or credential 
holder (number only)

• Select a credential, and years 
as a credential holder, if 
required.

Step 2: Define 
Pre-requisites

Use numbers only, no 
text. Round to the nearest 

number.



• Define the time commitment.

• Describe PDUs and other 
forms of recognition.

• Specify resume, interview, 
travel requirements.

• If a Standards opportunity, 
add Interest Category.

• State any additional steps or 
actions required during the 
application process.

Step 3: Add Details

Describe the time 
commitment in terms of 

the length of the 
opportunity.

If copying a template, 
review these options 

before posting.

“Chapter” will populate 
the Volunteer job category 
if this is a chapter‐based 

opportunity.



Interest Category Official Definition

Consultant A member who represents his/her own interest and who is knowledgeable in 
project management disciplines and earns income by providing project 
management products/processes/services. 

Organization Producer A member who is employed by or is a representative of an organization that 
develops and/or produces project management products/processes/services.

Organization User
A member who is employed by or is a representative of an organization that 
utilizes project management products/processes/services to conduct its business 
activities.

Academic/Training
A member who is employed by or is a representative of an organization that 
engages in developing new knowledge at a research level and/or delivering 
project management education and/or training to individuals. 

Government
A member who is employed by or is a representative of national, regional, local 
or international governmental bodies that uses project management 
products/processes/services. 

General Interests An individual or a representative of an organization who does not fit in any of the 
above categories.

Standards Opportunity Interest Categories



• Specify copyright, 
additional role limitations, 
and term limit.

• Add search keywords.

• Define special instructions 
and add up to three essay 
questions.

Step 4: Add Details

Use one keyword to help 
volunteers find your 

opportunity when they 
search.

Use the questions to provide 
candidates with a chance to offer 

more information. Essay 
questions will be a required field 

in the volunteer application 
process. 



• Select the application 
open and close dates.

• Select the opportunity 
start and end dates.

• Select the number of 
volunteers needed.

Step 5: 
Application 
Dates and Details

Use interactive calendar to 
select dates. Application close 
date must be before 
opportunity start date.

When copying an opportunity, or 
using a template, verify dates 
before posting.

If no end date, use the 
end of the year as the 
end date.
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Reviewers can be:

•Coordinators

•Reviewers on other opportunities

•Anyone with a PMI.org username and password

Reviewers cannot:

•Apply for the opportunity for which they are evaluating 

applications

Guidelines for Reviewers



• Search for a reviewer 
by name, username, 
PMI ID, or email 
address.

• Select from search 
results list.

• Selected reviewers 
display at the top of 
the page.

• Add and remove 
reviewers as needed.

Step 6: Select 
Reviewers
(optional)



• Select one or more 
areas of interest.

• Helps match 
volunteers to 
opportunities with 
same areas of 
interest.

Step 7: Areas 
of Interest
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Section 3: Manage Applications



Click opportunity name to 
view individual applications.

Summary of open 
positions and 
applications received. End Date, number of openings and 

number of applications.

How to Manage Applications



Click to view an applicant’s 
service history, resume or the 
complete application.

If a Standards opportunity, the 
volunteer’s Standards Development 
Special Interest will also display.

View Application Details

All applications for a 
specific opportunity 
on one page.



Application Export Options

Step 2:
Step 1:

Step 3:



Coordinator may 
read, but not edit 
the application.

Comments display only to 
the coordinator on the 
Application Details page.

Add comments to 
highlight your review, 
compare applications.

The applicant’s 
responses display 
on one page.

Review Application



Reviewer Access to Applications



Reviewers Can Comment on Applications
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Section 4: How to Extend an 
Opportunity to a Volunteer
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Important steps which must be followed:

1. Select the volunteer to which you will offer an opportunity. Click the Extend 

button.

2. The volunteer will receive an email message from the VRMS asking them 

to accept or decline the opportunity offer.

3. The volunteer’s response will trigger a change in his or her application 

status in VRMS.

4. DO NOT mark an opportunity as fulfilled until you have all acceptances 

from volunteers offered opportunities.

Do not click “Mark this Opportunity as Fulfilled” until you have 
received responses from all volunteers who have received offers. 
This button closes the opportunity and volunteers will not be able 
to accept.

Extending Opportunities to Volunteers



Click to extend 
an offer.

Step 1:

Optional: Indicate 
applicants who will not 
receive an offer.

Step 2:

Extend a Volunteer Opportunity

Email to volunteer with 
position offer, status 
change displays to 
volunteer



Resend the Offer Email (Optional)   

Resend the offer for 
the opportunity.  



Indicate 
applicants who 
will not receive 
an offer 
(optional).

Step 3:

Step 4:

Mark opportunity as 
fulfilled once all offers 
are accepted – sends 
thank you email to 
those not selected.

Fulfill or Close Volunteer Opportunities



New 
Search

Application 
review

Extend 
Offer?

End of 
Term

Accept 
Offer?

Volunteer 
Opportunity

No Yes

No

Yes

Volunteer 
Applicant

NOTE: Volunteer must read the 
Acceptance Letter – it includes 
action items.

Volunteer Status 
Change

Email Communications
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Volunteer opportunities offered through PMI’s Global 
Operations Center (GOC) will require a volunteer to review, 
complete, and return up to three PMI legal agreements, 
including:

1.Confidentiality Agreement, 
2.Conflict of Interest Agreement, and
3.Copyright Agreement (if required by the opportunity).
The latest copy of each agreement is found on www.pmi.org:

http://www.pmi.org/en/About-Us/Governance.aspx

About Legal Agreements for GOC Opportunities

Chapter opportunities do not require these three PMI 
Agreements. Chapter coordinators will notify volunteers of  
any required chapter-specific agreements.
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After downloading a copy of the agreement, the volunteer who 
accepted the opportunity must use one of the following three 
options to submit completed agreements to you:

•Print, sign, scan and email to the coordinator OR

•Print, sign, and send to the coordinator by postal mail OR

•Fill out the agreement online, save a copy, print, sign and 

either email or send by postal mail.

How to Receive Signed Agreement

PMI GOC these coordinators (or VELs) must forward 
completed agreements to the PMI Legal team along 
with a list of volunteer names and opportunity for 
which each volunteer is applying.
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• How can I learn tips for creating opportunities or using 
templates?

• What should I look for when reviewing applications?

• How do I extend an opportunity to a volunteer?

Read the context-sensitive help tips available on the 
opportunity creation and application review page.

View the VRMS Guide available from the link in the 
upper right of each page.

Volunteer Coordinator Questions
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• Who do I contact if my volunteer doesn’t receive an offer 
email?

 Ask the volunteer to check his or her spam filter, verify 
they are checking the email in their profile.

 Contact volunteer@pmi.org to request that a VRMS 
admin investigate the problem.

• What happens if a volunteer quits a position?

 Contact voluteer@pmi.org to request that a VRMS 
Admin re-open the opportunity so a new volunteer 
can be assigned.

Volunteer Coordinator Questions
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• Will the VRMS import my permissions from the 
Component System (CS)?

 The  Component System will not convey your 
permissions to VRMS. If you have access to the 
Component System, you must request coordinator 
permissions in VRMS.

• Can I add chapter or community specific agreements to 
the application?

 Continue to process other agreements according to 
your current processes.

Volunteer Coordinator Questions



49

Section 5: Support Contacts



Context-sensitive help and training video links:

User guide video links

Context-sensitive help

Learn more about the VRMS
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1.Use this email for VRMS questions from volunteers, 
requests for training, questions about using VRMS:

volunteer@pmi.org

2. Use this link for feedback or system feature 
suggestions:

Volunteer Programs and Services Team:
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Good luck with your volunteer coordinator 
activities!


