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INTRODUCTION 
 

VIRA 
 

VIRA (Volunteer Information Records Administrator, pronounced VEERA) is a volunteer 

management database that allows volunteer involving agencies to collect important information 

about their volunteers. Information such as personal details, volunteer contribution in hours and 

services provided, recognition, reimbursement and training undertaken can all be recorded in a 

user-friendly format. Not only does VIRA record information, but also produces a range of reports. 

These reports can be used to provide accurate, up to date and relevant information to decision 

makers, policy makers, and program planners, and will assist in more accurate budget preparation 

and funding submissions.  

 

VIRA and other platforms 
 

VIRA connects with VIKTOR Online, as well as the SEEK Volunteer and GoVolunteer websites. This 

means any details entered into any of those systems will be brought across to VIRA, saving you re-

entering data. To bring a volunteer from any of the above systems into VIRA, you simply need to 

accept the referral. (Set the referral outcome as accepted)  

Note that you can view expressions of interest with no outcome entered in the pending section. 

VIRA can also interface with the Volunteer Profile, allowing volunteers to update their own details. 

 

VIRA Public Access 
 

Since VIRA contains possibly sensitive information, VIRA does not allow the general public access 

to the system. A volunteer may, however, set up a Volunteer Profile (volunteer.org.au) and update 

their details from there. Any modifications made to a volunteer’s profile data will be reflected in 

VIRA. 

 

Logging In  
VIRA is accessible anywhere with an internet connection. To access VIRA, you simply log in to the 

VIKTOR Online database at https://www.vol.org.au/ 

 

 

Enter your user name and password.   

 

Please be careful not allow the 

browser to save your password on a 

publicly accessible machine. 

 

If you forget your password, you can 

reset it by clicking on the forgotten 

your password? link underneath the 

login box. 

https://www.vol.org.au/
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HOME PAGE  
 

Once you successfully log in, you will arrive on the home screen. Here you will find any 

announcements regarding updates, as well as an overview of volunteer-related information 

 

 

Click the  tab to enter the volunteer management section and view the VIRA 

dashboard. 

 

 

DASHBOARD 
 

 
 

The VIRA dashboard will show any system announcements, the Top 5 Volunteers this year, as 

well as the total hours this year and this week. You can also see how many Active Volunteers, 

Pending Applications and Upcoming Events you have and click on these links to be taken 

directly to these sections of VIRA. 

 

The VIRA Dashboard also has a Recently Updated Volunteers section which tells you which 

volunteers have been updated over the past two weeks, and who updated them. 
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At the bottom of the VIRA Dashboard there are also four useful buttons that take you to different 

sections of VIRA 

 

Edit Volunteers This will take you straight to the Your Volunteers section of VIRA 

 

Sign-in-Sheet This will take you straight to the Sign in Volunteers section of VIRA which is 

designed to allow a receptionist to sign in volunteers as they arrive and sign them out as they 

leave.  

 

 
 

You can use the Select Volunteer drop down list or type in a surname to find the volunteer you 

want to sign in or out. 

 

You’ll be able to see a record of the volunteers currently on-site, and their hours will be 

automatically calculated when they are signed out. 

 

Note that if the times are incorrect, we may need to adjust your time zone- you can contact 

support via vira@vol.org.au to arrange this. 

 

Detach sign-in sheet You also have the option to detach the sign in sheet  

 

 
 

mailto:vira@vol.org.au
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Just click on the arrow icon in the middle of the screen underneath it where it says Sign in 

Volunteers and then click on the   button. 

 

The sign-in sheet will then open up in a separate tab so you can log out of VIRA, but leave the 

detached sign-in-sheet open in this new tab to allow your volunteers to sign in and out.  

 

This detached sign in sheet will remain active for up to 12 hours, so you can set it up at the start of 

the day and leave it running for your volunteers to use. 

 

 

View Calendar This takes you straight to your VIRA Calendar 

 

Help and Manuals This takes you straight to the Help section where you will be able to access any 

relevant manuals. 

 

 

Timing Out 
 

For security reasons if you have not used the database for a set period of time you will be logged 

out. This works in the same way as electronic banking sites, etc. VIRA will log you out after about 

an hour of inactivity, but you will get a pop-up warning about a minute before this. 

 

Saving 

 

The save button typically appears on the bottom-right of any pages it is 

present on. Remember to save any changes before moving to another 

page/tab. 

 

Printing 

 

The Print button typically appears on the bottom-left of any pages it is present 

on. Clicking the print button creates a PDF file which you can either save or 

print. 

 

Logging off 

 

The logout button always appears on the top-right of every page. Remember 

to logout when you are finished. 
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YOUR VOLUNTEERS 

In the VIRA tab, you may view your current volunteers by clicking on Your Volunteers. You can 

add a volunteer to this list by accepting a referral, or clicking the Create new volunteer button. 

 

There may be an occasion when you go to create a new volunteer that already exists in the 

system. If this happens, VIRA will automatically pick this up with the following message: 

 

 
 

You will be shown the details of the existing volunteer and can update their information as 

necessary. Do not create a duplicate instance of the volunteer – make sure you always use their 

existing record. 

 

If the volunteer exists in the system but you do not have permission to access their record, you 

will see the following message: 

 

 

 
 

You will need to click the  button to confirm you have permission from the volunteer to 

access their record.  

 

Once you have done this the volunteer will receive an email notification advising them that 

they are now registered with your organisation. 

 

Once you have clicked the  button you will be taken to their existing record. 
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When you are using Your Volunteers to view your current volunteers you can click on the 

 button to display the volunteer search options.  

 

You can search for a volunteer by name, postcode, email, phone number, or any combination 

of those. The system will do a partial name match where appropriate. 

 

To view or edit the details of a volunteer simply click on the volunteer’s name. 
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VOLUNTEER RECORD 
 

When viewing the volunteer record, you will note the main tabs down the left hand side. 

 

 
Contact Info holds basic volunteer details such as name, address, phone numbers, emergency 

contact details, contact groups they belong to, etc. 

 

Details holds important personal, demographical and statistical information about the volunteer, 

the languages they speak, when they are available, and their current status, etc. 

 

Hours holds a record of the volunteer’s volunteering history, showing their previous positions and 

the hours contributed in each position 

 

Reimbursements shows all previous reimbursements the volunteer has received, including the 

amount and reason for reimbursement 

 

Recognition stores the different types of recognition the volunteer has received 

 

Capabilities contains any certificates and checks, including expiry dates, that the volunteer 

currently holds. Also included are records of any training received, and permissions granted. 

 

History displays any notes made regarding that particular volunteer, as well as their CV, and files 

attached to the record, and any positions they have previously volunteered for. 
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CONTACT INFORMATION 

This section enables you to store contact information and basic details about the volunteer. This 

section is typically prepopulated by information from VIKTOR or Volunteer Profile. If the volunteer 

was manually added you will need to complete this section. There are four areas for data under the 

Contact Info section, Contact Info, Addresses/Phones, Emergency Contact, and Groups. 

 

 

 

Contact Info is the section used to hold the volunteer’s name, preferred name, email address, as 

well as other basic details such as title, date of birth and gender. Job Title and Company relate to 

the volunteer’s regular employer, and can be entered if applicable and relevant.  These fields are 

commonly used for corporate volunteers, and are optional.  

You can also upload a volunteer’s photo here, and it will be displayed at the top left of the record. 

There will also be a note on this tab if the volunteer has set up a Volunteer Profile. 

 

Addresses/Phones is the section used to hold the volunteer’s contact address(es) and phone/fax 

number(s). You can store multiple phone numbers and addresses in this section, and flag which 

address to use as the mailing address. 

 

Contact Groups lists all the contact groups the volunteer belongs to. You can add the volunteer to 

any number of contact groups, or remove them from groups here. Contact groups are set up in the 

Contact Management section. If you need access to this, please contact support. 

 

Emergency Contact holds the volunteer’s emergency contact information. 
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DETAILS 
Across the top of the details tab are the subsections holding the volunteer data. 

 

 
 

Personal Properties is used to record specific information about the volunteer, such as T-shirt size, 

transportation details, dietary requirements etc. This entire section is optional. 

 

Status records if the volunteer is currently volunteering and, if applicable, the program they are 

assigned to. This is also where you would add a volunteer to a program. You can add a new 

program type using the Administration tab. When a volunteer finishes volunteering with your 

organisation, make sure you record this by using the Finish Volunteering button and select a 

reason why. You will have the option to remove a volunteer from all contact groups when finishing 

volunteering. 

 

Availability holds the time of day and days of the week that the volunteer is available. This section 

is optional. 

 

Languages shows any other languages that the volunteer speaks. This section is optional. 

 

Skills show information regarding what skills the volunteer wishes to use when they volunteer, as 

well as any particular areas that they wish to help out in 

 

Prof. Skills contains detailed information regarding the professional skills that the volunteer has, 

as well as the length of time they have been using those skills. 

 

References allows you to store the details of up to two references for the volunteer. This section is 

optional. 

 

Statistics can be found under the More drop down. This section records detailed demographical 

information about the volunteer which is used to create reports. This section is optional, but if not 

completed will affect reporting output. 

 

Tags can also be found under the More drop down. Tags are special tags that you create for your 

organisation. They can be attached to both volunteers and positions, and are kind of like a custom 

way to link volunteers and positions. 
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HOURS 
 

This section holds a record of the time each particular volunteer has spent volunteering, as well as 

the position they were in.  

 

 
 

To add in hours, click on the button.  You may enter data for each occasion, weekly, or 

monthly as you choose. The more detail you enter, the more accurate your reporting will be. 

 

 
 

Position is the general position the volunteer was working on. This is drawn from your main 

position list.  

 

Date is the date the volunteering took place on. If you are recording multiple instances, put the 

date on the last occurrence.  

 

Start Time is the time the volunteer started on this day. 

 

Hours and Minutes record the time spent volunteering. 
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Note that Pending Hours will also be displayed in this section (if any exist for this volunteer). 

Pending hours will have been entered by the volunteer, you can either confirm or delete any 

pending hours. 

 

You can also delete hours from the main section by editing them, flagging them as pending, and 

then deleting them. 

 

Scheduling 
 

This tab lets you plan out a recurring shift schedule for the volunteer. You can enter the date the 

schedule starts, the frequency, the times the volunteer will attend, and (optionally) an end date.  

The end date is when the volunteer’s scheduled time ends, and should be set as the day after their 

last day. 

 
 

Volunteers may have multiple shifts active where needed. To add a scheduled shift, click  to 

create the record, then enter the Start Date, End Date, and Frequency.  

Then enter the details for the hours the volunteer will do. 

 



 

 pg. 14 WWW.VOL.ORG.AU 

 
 

The hours entered will accumulate automatically over the selected date range. You can view an 

overall schedule in the Scheduling tab 

 

 

REIMBURSEMENTS 
 

This tab keeps track of all reimbursements paid to a volunteer. 

 

 
 

To add a reimbursement, select the Reimbursement Type then enter the Date and Amount. Click 

 to save the record to the list.  

 

 

 



 

 pg. 15 WWW.VOL.ORG.AU 

RECOGNITION 
 

This tab stores all recognition events for this volunteer. 

 

 
 

To add a record of recognition, enter the date and select the type. Click  to save the record 

to the list.  

 
 

 

CAPABILITIES 
 

This section has tabs allowing you to record Certificates the volunteer has (police check, etc) and 

when they expire. It also stores any Training the volunteer has done, and any Permissions they 

have granted. 
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Certificates  

 

 
 

This relates to the certificates often required to volunteer. It includes three types by default- a 

National Police Clearance, a Working with Children check, and a First Aid Certificate. You can add 

additional types in the administration section.  

To add a certificate to the volunteer, select the Certificate Type from the drop down menu then, if 

necessary, enter a Certificate Reference number for the certificate. You then need to enter an 

Expiry Date which is essential as this notifies you when the volunteer’s certificate needs renewing.  

Once you have done this click on to save all of the details. 

 

Training 

 

 
 

This a record of any training the volunteer has received. You can add training types in the 

administration section. 

To add a record select the Training Type from the drop down menu and then enter the Date it 

took place, the number of Hours it took place for and the Training Status which allows you to 

record whether it was completed or not.  

Once you have done this click on to save all of the details. 
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Permissions  

 

 
 

This helps you to keep track of the permissions the volunteer has allowed. (eg:  if you are allowed 

to publish their name or photo) You can add additional types in the administration section. 

To add a permission you need to first select the Permission Type from the drop down menu and 

then enter the Date it is valid until. 

Once you have done this click on to save all of the details. 

 

HISTORY 

 
The section allows you to record useful general information about the volunteer and their recent 

history. 

 

 
 

 

 

 

 



 

 pg. 18 WWW.VOL.ORG.AU 

Notes  

 

 
 

This section includes any notes made by VIRA users about the volunteer. Notes are used to track 

instances of communication with a volunteer. The name of the user making the note is stored, 

along with the date. This section can be used to keep a record of conversations or interviews with 

the volunteer. 

Click on to enter a new note record for the volunteer. Start by selecting a Date and then 

Communication Type and then enter your Note making sure you click on once you have 

finished. You can also lock a file note to prevent it being edited- once you do this, you won’t be 

able to unlock it, so be sure you want to do that!  

 

 

CV  

 

 
 

If the volunteer has uploaded one, their CV will be available for download here. You can also 

upload a copy of the volunteer’s CV here if they haven’t already uploaded one themselves. 
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Files  

 

 
 

This section allows you to store files you want to upload to a volunteer record. For example you 

might want to scan and upload copies of certificates here. 

 

Positions  

 

 
 

 

This section will display a list of positions the volunteer has been accepted for. You can also add 

positions to the volunteer here if they are not already showing.  

 

If the volunteer has a Volunteer Profile, they can then use their profile to add hours for these 

positions. You will then be able to verify any hours they add either in the hours section of their 

volunteer record or in the Pending section. 

 

SCHEDULING 
 

When you click on the Scheduling tab, you will be given an overview of the volunteers you have 

scheduled. You can click on any individual day to see the volunteers you have scheduled (if the day 

is in the future), or the volunteers recorded as attending (if the day is in the past). 
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You can update hours in the volunteer record if you need to adjust them 

 

EVENTS 
 

When you click on the Events tab you will be taken to your calendar where upcoming events in the 

current month’s calendar for your organisation will be shown. 

 

To create an event, click on the Create New Event button in the bottom right hand corner, or click 

on the date which it is occurring on if it’s currently blank. 



 

 pg. 21 WWW.VOL.ORG.AU 

To export the current month to a spreadsheet click on the Export to CSV button. 

 

 

Once you created a new event (or edited an existing one), you will be taken to the Calendar Event 

page for the event. Here is where you want to fill in the details of the event, such as the name, 

description and any relevant notes for the event. You should also input the start time and end time 

of the event as well as selecting the relevant position title.  

Once this information has been completed, click to create the event.  

 

The Volunteers Required tick box on this page changes whether 

the event appears green or red in the calendar. You need to tick 

this box if volunteers are required – the event will then show in 

red. You then need to manually update this once 

the event has reached its required number of 

volunteers by unticking this box – the event will 

then appear in green.  

 The Delete Event button allows you to remove an event if it is no 

longer needed. 
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Generate Event Mailing List will create a new contact group with 

all volunteers in the event. You can use this to email or SMS 

reminders and updates. You will need access to the Contacts tab to 

use this feature, please contact us to arrange this. 

 

      

You can make an event recurring by clicking the Recurring Event 

button.  

 

When you click on the Recurring Event button the above pop up will appear. This will give you the 

option to have the event occur weekly, every two weeks, every four weeks or monthly. Note that 

the Every Four Weeks option will occur on the same day every fourth week, while the Monthly 

(set day) option will occur on the same day of each month, for example the 5th of each month. 

The  or  buttons can be used to add volunteers to the event. 

If you know which volunteer you want to add to the event, click on the  button and a 

drop-down list will appear containing all of your volunteers. 

 

Select the name of 

the volunteer you 

want to add to the 

event and click

.  
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You will then be taken to a page similar to the above where you can then review their details, type 

in the position they will be filling, and click . 

The  button allows you to search through volunteers associated with your 

organisation.  

Click on Filter to display all volunteers, or use the Advanced Skills filter, keyword search for 

Skills/History/Hobbies or Show Additional Filters section to further refine your search. 

This view provides some basic information on each volunteer, but you can view more specific 

details regarding a volunteer by clicking on the View details link. If the volunteer has a CV 

attached to their Volunteer Profile it will be available for download from here. 
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To add a particular volunteer 

to your event, click on the 

Add to event link. This will 

take you to a summary page, 

showing you which event you 

are adding the volunteer to.  

 

 

This summary page also gives 

an overview of the volunteer 

and the event you are adding 

them to.  

Be sure to add in the position 

the volunteer is fulfilling, as 

well as the correct hours they 

will be working.  

 

Once you are satisfied the 

information is correct click 

the  button.  

 

 

Any volunteers you add to an event will appear at the bottom of the page in the Volunteers table.  

To send an email to a volunteer just click on their email address.  
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Once you have used  or to add volunteers to your event you can use 

the   button to transfer any hours you have entered for them for the event to their 

volunteer record.  

It is important that before you do this you make sure you have finalised all the volunteers for the 

event and entered the correct hours for each volunteer.  

 

Once you are ready click on  and the following screen will then pop up  

 

Click on  to calculate the hours and send them straight to each volunteer record.  

This will save you having to go into each individual volunteer record and manually adding these 

hours. 
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SEARCH VOLUNTEERS 
 

 
 

The Volunteer Search allows you to search through your agency’s current and previous volunteers, 

matching on a variety of criteria. Without inputting any criteria, all volunteers will be displayed 

when you click on  

 

You can refine your search using the Advanced Skills filter or keyword search for 

Skills/History/Hobbies based on specific skills you are looking for, or click the 

 button to display a more comprehensive criteria list. 

 

 

 

Once the list of volunteers is displayed you will see basic information displayed, such as 

gender/age, location and skills. To view more detailed information click on the View details link for 

each volunteer. If the volunteer also has a CV uploaded it will be available for download here. 

 

The  button creates a csv file containing every volunteer associated with your 

organisation. This can be useful for creating an email list as each volunteer’s email is stored here. 
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PENDING 
 

The Pending section lets you view either a summary of pending volunteer applications, or 

pending hours. Click the navigation link in the top right hand corner to switch between View 

Pending Applications and View Pending Hours. 

Pending Applications  

 

These are expressions of interest regarding volunteer positions from VIKTOR or other linked 

systems. You can fully manage the positions in VIKTOR, and the Pending Applications section of 

VIRA can record the outcome of the expressions of interest by ticking the volunteers you want to 

update, selecting the outcome, and clicking Save. You can also use the filters to search for specific 

volunteers, or switch to viewing volunteers that have been accepted or declined. 

In addition, you can also use the   and    buttons at the bottom of 

this section to export the details of the volunteers listed. This can be useful during the follow up 

process if you need to contact volunteers or if you want to review the details of volunteers who 

have expressed interest in positions you have listed. 

Pending Hours 

These are hours that your volunteers have recorded on their Volunteer Profile. As the volunteer 

manager, here you can confirm or delete the hours they have entered. 
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REPORTS 
 

The reports tab provides access to several different reports. 

 

 
 

In this section you can choose from any of the following Report Types: 

 

Active Volunteers: 

This report produces a list of all current volunteers on the system. You can use this to create a 

phone/email or mailing list. 

 

Birthday Report: 

To use this report, you must select a month. The system will then return all volunteers with a 

birthday in that month. 

 

Volunteer Contribution: 

To use this report, you must select a date range. The system will list the total volunteer contribution 

(hours worked) in that date range, broken down by volunteer and task. 

 

Volunteer Reimbursement: 

To use this report, you must select a date range. The system will list the total reimbursement paid 

to each volunteer, broken down by type. 

 

Volunteer Recognition: 

This report lists all the volunteer recognition events that occurred in a selected date range. 

 

Volunteer Statistics: 

This lists all active volunteers and associated statistical information. It can be useful to output this 

in excel format to produce detailed statistics. 
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Expiring Certificates: 

This report produces a list of all the volunteers with certificates expiring in the selected date range. 

You can also select a specific certificate if you want to view only one. 

 

Inactive Volunteers: 

This report produces a list of all past volunteers on the system. 

 

Hours Summary: 

This report is similar to volunteer contribution, but produced in a flat format more suitable for 

exporting to excel. 

 

Program Report: 

This report gives you a summary of each volunteer program, and the hours volunteered. 

 

 

Once you have selected your Report Type you can then choose the Report Output: 

 

 

 
 

 

Each report can be: 

 

- Displayed on the screen 

- Exported as an Excel spread sheet (CSV) 

- Exported as a text file (HTML)  

- Filtered by Program 

- Filtered by tag 

 

Select your desired format in the Output Format drop-down, and then click  to produce 

the report. 

 

Note that Excel output is useful for extracting statistics or importing into other software. 
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ADMINISTRATION 
 

This tab is where you update your settings and preferences. 

 

 
 

Programs 

 

This section allows you to create or edit programs. Programs are how you group volunteers for 

administrative reasons, and are defined by your organisation. This can be useful for reporting when 

you have a large number of volunteers. By creating your own specific programs you can then 

group your volunteers. This means that you can run a report on one particular group of volunteers, 

as categorised by their program. 

Volunteers can only be in one program- tags and contact groups are available as alternatives. 

 

To create a program, click on the  button. 

 

 
 

Type in the name of the program and click the  button. 
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Trainings 

 

This section allows you to enter any additional training types for your organisation. Note that 

several default ones exist. 

To add a new training type, click on the  button. 

 

 

Type in the name of the training and click the  button. 

 

 

Certificates 

 

This section allows you to enter any additional certificates for your organisation. Note that police 

check, working with children check, and first aid certificate are default types that cannot be edited. 

To add a new certificate type, click on the  button. 

 

 

Type in the name of the certificate and click the  button. 

 

Permissions 

 

This section allows you to enter any additional permissions for your organisation. Note that several 

default ones exist.  

To add a new permission type, click on the  button. 

 

 

Type in the name of the certificate and click the  button. 
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Volunteer Tags 

 

Tags can be used to match volunteers to volunteer positions. You can also use them as 

customisable interests or skills that apply only to your organisation. Reports can also be filtered by 

volunteer tag. 

 

To add a new tag type, click on the  button. 

 

 
 

Type in the name of the tag and click the  button. 

 

 

Notifications 

 

This section allows you to set up weekly reports to be automatically generated and sent to specific 

email addresses. The report that is sent to these email addresses will list your active volunteers in 

VIRA who have certificates that are about to expire. 

 

 To add an email address to the list, click on the  button. 

 

 

 
 

 

Type in the email address you want to receive updates and click the button. 

 

You can also delete email addresses listed here if at some point you no longer require these reports to 

go to one of the email addresses entered. 
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Bulk Hours Entry 

 

If you have a large number of volunteers, you can use this section to quickly enter many records of 

volunteering. 

 

 
 

Simply select the position and enter the details of the time volunteered then click on  

 

 
 

You can then select each volunteer that you want to add these hours to. 

 

You’ll see a summary of individuals that volunteered on that day below. 
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Volunteer Profile 
 

If you’d like your volunteers to be to update their own details, you can get them to sign up for a 

Volunteer Profile. 

 

They can sign up for a Volunteer Profile by going to: https://www.volunteer.org.au 

 

 
 

 

Once your volunteers have signed up for a Volunteer Profile they will be able to update their 

details themselves and any updates they make will automatically be updated in their volunteer 

record within VIRA. 

 

Your volunteers can also use their Volunteer Profile to enter any hours they have spent 

volunteering in any of the volunteer positions you have accepted them for. By doing this these 

hours will then be shown in their volunteer record as pending hours and also shown in the pending 

hours section of the pending tab. This means you can then go into VIRA and easily confirm the 

hours they have entered. 

 

If a volunteer cannot see one of your roles in their profile, you may need to add it to their record. 

You can do this in the History section of their volunteer record by adding it via the Positions tab. 

 

 

https://www.volunteer.org.au/
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Do you use VIKTOR to list volunteer positions? 
 

If you are using VIKTOR to list your volunteer positions, you will be able to link these positions to a 

VIRA calendar event. 

 

If you open up the position in VIKTOR and then go to Notifications tab you will see there is a 

section titled CONNECT WITH VIRA EVENT.  

 

 
 

If you check the box titled Connect with VIRA Calendar you will then be able to select an event 

from the drop down list that has been set up in your VIRA calendar. Once you have selected the 

event click on . Once you have done this, any volunteers who express interest for this 

position that you then accept will automatically be added to this event in the calendar in the 

Volunteers Attending section. 

 

If you want to link positions to your Calendar events then it is best to make they have the same start 

date as the calendar event they relate to in VIRA. 

 

Also note that as a VIRA user, you will see an additional Access via a private link option when 

selecting where you want volunteers to find a position in the Advertisements section of the Basics 

tab. If you select this option when creating your position, you will be given a private link to view the 

position that you can send directly to volunteers. This lets you create a role and send it to your 

volunteers without having it publicly visible.  

 

Logging Off 
 

Once you are finished, remember to log off the system by clicking on the  button in the 

top right hand corner. For security reasons you will be logged off after 60 minutes of inactivity. 

 

VIRA Demo Site 
 

If you want to experiment with VIRA and learn how to use the database without worrying about 

messing up yours or somebody else’s data, you can use the demo site. To get access to the VIRA 

demo site you will need to get in touch with us via email at vira@vol.org.au  

 

 

mailto:vira@vol.org.au
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FREQUENTLY ASKED QUESTIONS 
 

 

 How do I change my password? 

 

There is a blue link labelled Change password in the upper right, next to the Logout button 

 

 
 

 

 What do I do if I forget my password? 

 

 
 

There is a blue link labelled forgotten your password? In the lower centre of the login 

screen. You can reset your password from there. 

 

 

 How many users can access VIRA? 

 

This depends on your account type- see table below 

 

 How many volunteers can I have in VIRA? 

 

This depends on your account type- see table below 

 

Level Max User Logins Volunteers 

1 2 0-50 

2 3 51-100 

3 6 101-300 

4 10 301-500 

5 15 501-1000 

6 20 1001-2000 

7 25 2001-5000 

8 30 5001+ 
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Support 
 

If you experience any problems with VIRA or have any queries about how to use the database 

please contact us at vira@vol.org.au 

 

 

Updates and Mailouts 
 

As we continue to make improvements to VIRA we will send out mailouts outlining any major 

changes. We may also send out surveys for member feedback from time to time. You can also view 

any changes via the login screen by clicking on the View change log button to the left of the login 

box. 

 

 

 

 

mailto:vira@vol.org.au
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