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Create an Officer Report 

In order to make a new report, first select an organizational unit.  
You can either type in a name of the unit or its SPO ID (aka 
geocode).  When you start typing a name, the system will use auto 
assist technology to come up with a list of possible organizational 
units, based on the text you type. Select a name in the drop down 
menu shown and click on the “Select Unit” button to retrieve and 
display current officer data for the selected organizational unit. 

Navigate to https://officers.vtools.ieee.org/ 

3 

https://officers.vtools.ieee.org/
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Create an Officer Report – cont’d. 

Notice how starting to type “Princeton” results in dynamically 
changing drop down list with possible organizational unit names.  
Please allow time for the system to process your input and come up 
with a list of possible values. 

Note: Take care not to click off the box until you 
have selected an organizational unit. 

Once you get a short list of units that match the 
word you typed, you can scroll down the list and 
click on the one you are submitting a report for.  
Please take care not to take focus off the drop 
down (Do no click anywhere else on the screen). 4 
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Create an Officer Report – cont’d. 

Let’s select Princeton/Central Jersey Section by 
clicking on its name. 
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Create an Officer Report – cont’d. 

After you select an organizational unit in the drop 
down, it’ll be shown in the text box above and the 
drop down will disappear.  Now click on the “Select 
Unit” button to retrieve and show data for the 
Princeton/ Central Jersey Section. 
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Create an Officer Report – cont’d. 

Note the message that the 
organizational unit was 
successfully selected. 

Note the name of the 
organizational unit you 
selected. 

You can select a different unit 
by following the previously 
outlined steps  

7 
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Create an Officer Report – cont’d. 

Active elected volunteers in the 
selected organizational unit are 
shown here.  Note that vacant 
positions have a blank 
corresponding officer name. 
 

Use the inside scroll bar to view additional officers 
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Create an Officer Report – cont’d. 

If the position you are reporting is not in the list, fill 
out a request form which can be accessed by 
clicking this link. 
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Create an Officer Report – cont’d. 

In order to make changes to a position, 
click on the corresponding radio button. 

Once a position is selected, the system will show 
details about officer(s) holding that position. 
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Create an Officer Report – cont’d. 

You can also end term of an individual officer in the 
selected position. 

You can add a new officer to a selected position or 
end term for all of the officers in that position. 
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Create an Officer Report – cont’d. 

When adding a new officer, you will be asked to provide officer’s IEEE member number and the term start 
date.  Note that all of the IEEE member numbers are 8 digits long (some start with 0).  Once you click on 
the “Validate & Submit,” the system will retrieve member data and validate that (s)he is eligible to serve 
in that position based on IEEE rules.   

If you have questions regarding eligibility errors, click on the 
“contact IEEE staff” hyperlink.   
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Create an Officer Report – cont’d. 

When vacating a position, you will be asked to 
provide a term date end for all the officers in the 
selected position. 
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Create an Officer Report – cont’d. 

When ending a term for an individual officer, make 
sure to select a corresponding radio button first, 
then click on the “End Term” button above. 
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Create an Officer Report – cont’d. 

Now let’s end the term for an officer. 
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Create an Officer Report – cont’d. 

Click in the box to show 
a pop-up calendar 

Select a date. 
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Create an Officer Report – cont’d. 

Next, click “Submit” button. 
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Create an Officer Report – cont’d. 

Note how the row corresponding to the 
officer is now highlighted and a new end 
date is shown. 
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Create an Officer Report – cont’d. 

When done making changes, click on the “Confirm 
Change” button.  Note that you can make multiple 
changes before clicking on the “Confirm Change” 
button. 
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Create an Officer Report – cont’d. 

A confirmation message is shown upon submission of the officer report. 

List of changes you made will be shown.  Available actions include 
submitting changes, undoing all of the changes, or going back to the 
organizational unit to make more changes. 

If you are an officer of the organizational unit in 
which this report is for, your changes will be 
made immediately, Otherwise changes will be 
reviewed by staff before taking effect.   
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View Logs 

Clicking on the “View Logs” tab will allow you to 
search all of the logged officer reports.  By default, 
the system shows the changes made by you. 
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View Logs – cont’d. 

Just as when typing a name, the system will use 
provided SPO ID to suggest possible organizational 
units based on what you type. 

Click on “Show Log or selected Unit” 
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View Logs – cont’d. 

A detailed log report will be 
shown with changes made 
highlighted 
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Contact Staff 

You can contact staff by 
clicking on the “Contact staff” 
tab. 
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“About” tab 

Click on the “About” tab to view 
information about vTools. 

You can learn about many other IEEE tools in the 
vTools portfolio by navigating to 
http://vtools.ieee.org 
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Logging out 

Once you’re done using the system, please 
logout by clicking on the “logout” link. 

26 



1
2
-C

R
S
-0

1
0
6
 R

E
V
IS

E
D

 8
 F

E
B
 2

0
1
3
 

Thank you! 

Thank you for viewing the tutorial.  Please 
remember to visit the vTools site 
(http://vtools.ieee.org) to learn more about our 
projects. 
 

Thank you! 
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