" Lauderdale County Master
Gardener Helpline Tips

Pictured are Kenneth & Helen Austin, M
BN

Gardener Helpline Tips

Graduating Master Gardeners are required to
work a total of 25 Volunteer hours on the
Helpline between March 1 and Sept 30

Helpline Hours
March 1 - September 30
Monday - Friday
9:00 a.m. to 2:00 p.m.

The helpline training allows you to learn as you help
others by researching landscape and garden questions

Master Gardeners answer the Helpline telephone and
assist walk-in clients with Home Grounds related
questions

Extension provides research tools such as:

- Extension Publications

- Extension Handbooks

» Key websites

- Extension Agents & experienced Master Gardeners
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Frank and Pat Watson
will manage the
volunteer helpline
work schedule calendar

Please sign up for work days through Pat or Frank at
@ 901-491-2014 or Dot Burke 757-6737

It is your responsibility to contact PAT or FRANK if you cannot
work your scheduled day & Pat & Frank will update the online
work schedule calendar
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Helpline Tips

* Wear your nametags

« Familiarize yourselves with where things are
onh your 15t day (publications files etc.)

« Bring your lunch or if two interns are
working one can go out to pick up lunch

» Make yourself at home in the office
(kitchen, fridge, etc.)

Helpline Tips

The helpline is for Home Grounds & Insect questions only

Please do not attempt to answer any
Farm related questions where livestock is
involved ...such as Pasture weeds

LR
Also “commercial “ questions from farmers, nurser
landscape companies must be redirected to a Commercial
Regional Extension Agent. This includes commercial crops
such as corn, soybeans, & wheat etc.

Put those callers on hold and ask the Secretary to redirect
those then to an Extension Specialist




Helpline Tips

The Master Gardener’s office has 2 telephones

1. The Local Extension phone (Lauderdale and Colbert Co)

2. The Toll Free Regional phone (throughout North Alabama)

The regional phone voice mail should be checked and responded
to each day. Phone log-in instructions are provided

The local Extension line is transferred directly from the Secretary

If you are assisting a client & unable to answer the local phone
the secretary can pull the call back after 3 rings and take a
message for you
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Helpline Tips

« As you represent Extension and the MG program, please be
courteous and professional

« Answer the helpline “Master Gardener’s office, may | help you” (or
something similar) you can state your name if you want to

« Ask detailed questions to define the problem, noting this on the
phone log

« Have client’s bring in a sample whenever possible

« Do not offer a client a house call ( due to limited travel budgets)

-

Helpline Phone Log o
PN

The phone log is provided for you to record details of client
questions (see next slide)

MG Phone logs help Justify our FUNDING !

Fill out the phone log completely, gathering as much info as
possible

Phone Logs are reviewed by the Regional Agent to determine if a
client needs additional information

Phone logs are then filed in the Master Gardener office

Interns should review phone logs to see what other questions are
coming in and the advice given to clients
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SHOALS MASTER GARDENER HOTLINE PHONE LOG

Master Gardener: Date: Agent Initial:

Name Phone Number

Street Address: = I N County:

City: Zip Code: Phone Call Walk-in [__|
‘Question/Problem:

I d from).

Publications Mailed: tinsluds ANRH)

Helpline Tips

« You are not expected to be able to answer all questions

« You shouldn’t feel pressured but don't give up to easy because
researching is the best way to learn

« Gather information & tell the client you will need to do a bit of
research and get back to them shortly

» When your research fails...consult with the Regional Extension
Agent

« If the agent is not available, indicate on the log the client needs
a follow up call from the REA

« Francine or Paula CANNOT answer client questions, but can
assist you in finding publications




Research Tools Uz |

AUBURN]|
RESEARCH

< You will quickly learn to navigate the tools in
place for researching client questions

» Favorites will speed your results
« Please use the favorites

Auburn Publications link

Key favorites are:

Clemson University Extension
Ohio State Extension

LSU Ag Center

Mississippi State

Virginia Tech Extension
University of Georgia Extension
University of Tennessee Extension
National Gardening Association
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Research Tips

Do not send out unreliable information printed from any website on
the internet such as “Joe’s Gardening tips”

Extension websites provide reliable research based information
(look for website addresses containing .edu & .org

.edu stands for education

.org stands for organization

.gov stands for government

Some clients will ask for website addresses to access online
publications themselves. Feel free to give them Extension websites

If you need to email something to a client ask the secretary to show
you the AU email program

a login password for the

&
computer R

* Turn the computeron [l a T Er ST Ll
(under the desk)
User name: € mgtwrh e
Password: |
« Press Ctrl + Alt + Delete "
« on the keyboard st b
* Then enter the password

here (acesagmg)

- Computer automatically logs off after
20 minutes of inactivity




The ACES shortcut is
located on the desktop
This is where you start
your research

Groupwise is the AU
email program
Use the same login

74 starnt Ere

Please do not delete any icons or favorites
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Double clicking =
the ACES Icon sout Extension - County Ofices Pubtcasons Wews Wutmed Revources
from the desktop S Decton - Eme et Opporaniies - Westvr . Roaied Webabon
will take you to

the AU Extension HRIVING ¢ "=

website CHALLENGING

: *TIMES *
From here you will +1
Select Publications

Fiiday, Jue 27, 2008 SYSTEM

Aout Examsion -
ama.

AU search box

ima Extension program aress
1 menws at e or search our site

Pubications O Seasch o of ACES nd

Al g Alsbama Cooperatie Exiension System pubicalons may be
reprnted wihou pemmessian for nonprosi. educational use: Order for-sale

Extension publications. Additional Extension
Contact P htrbution Oficeforfthr dormasen info can be found here
with over 750

Extension sites




KCCGSSII’IQ KCES PuEhcaElons

Typical search example is shown

Alabama Cooperative Extension System - Site Search
About ACES . County Ofices - Calendar - Publicaions - News - Mulimedia Resources

‘Alabama ABM University . Auburn Universty . Extension Units & Departments
Employment Opgortunites - Weather Information - Relsind Websies

) — Select the title in
O Search the Web @ Search sces.adu blue to open

Searched pages from aces.edu for bleuberries. (0,59 seconds) /

cury, Southem bightush, Bead Bive
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KCCGSSII’IQ ACES Publications

always select the PRINTABLE (PDF) version before printing
and be sure the copy you mail out is readable

5 ACES Publication : HOME GARDINNG RADBITEYE BLUCBLRRIES - ANR-1070 - Windows oter 1 Dxplorer

& - Fretommn o et scsiang o7

o E% Ve et Tk b

Google |3+ Fowh i@ O D-| B & soak | Brrd- T |

B |FAAces ublksons | HOVE CARDENSNS RABBITEVERL ..

Tursaay,Febeuary 26, 2009

Publications Homepage

ACES Homepage - County Offices

SMITH  Title: HOME GARDENING
ANR-1078 RABBITEYE BLUEBERRIES

Home Gardening

Rabbiteye Blueberries

ANR-1078, New Oct 1997. By Mary Beth Musgrove, Extension dssociate, Horticulture, Aubum University

Rabbaaye blusbames are on of tha most dalidious fruits grawn in tha South. They are also ane of the
easiest of frut plantings to grow. The plant is beautful, produces delcous frst, and has few pest

ﬂccessmg RCES FuBllcaflons

Before you print
Check the file cabinet to see if we have copies
pubs are filed by the ANR- humber
Please don'’t take the last copy

| | fABAMA ASM AND AUBURN UNIVERSITIES
ey |
Extenston / Japanese Beetles
Alabama

W ihe United Sures in 1916 [

ese beetles were TS




USE THE FAVORITES MENU FOR KEY WEBSITES
Select the for Favorites

saries Vs - D e B B O bodesiss Khrrd o Pk -
2 = Mfacesec- Google Sewrch ¥ ohio state extension - Goog.
Web Images Macs News Shopoing Gmail morew

] |
e — [ €1} | [ S

£ Aage Hoctadure
2 Commpbriversty's art Cimass Dlagpost. (e Hommpage
& Departmnent of Agpcutuee & indusries

& Fowers pics - goat

2 Forestry mages Forest eakh, Nt ez ces, Fre, Trees,

Google [8 - wonendh

w s

Favortes Contee

§T

Web Results 110 ofe

Coaperative

12 G P Scher - Gardenn e o ot Baye 43 rove the lives ar of people and
2RO - o B beath offering education programs in agncullute, farm manag
2. onderwatpets W extt edu - 13k - Cached ar page

12 Hoe . Grden Infcmatin Contee oo rvvorsty PR s

e

T ——

2 Hotosia o o, Lo, bels o ot elren..
2, i to o G refs.

m
Educational Programs ~ Calendar
Contact Us News
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Use the favorites menu to open multiple web sites for quick access
Go to a blank tab to open a new favorite site

Multiple sites are open Use Blank tab - to open a new favorite

- Home & Garden [nformation Center ; Exdension ; Clemson University : . Car Windaws Internet Explorer
g v | v donan efdersinto]
Fle ER Vew Foorles Tk hep

Gorgle|§ v s & @spre

& & Fotnons B0 8 pee-ge

Forts | Qe Bigary - -
_ [t Tet AZider Cander Map Fhonebook  [ETEEEINY
B Georpa ety ) =y

s MCEMOON ARl

B 0Bk Lo sisin b e e v 8
B Tre iwastyd TrresseeEtorsen EXTENSION Home & Garden Information Center

CU» Cooperative Exensicn ) HGIC » Home

HEIC Home & Garden Information Center

Integrated Pest Management Information

Agriculture




ACES Publications

Integrated Pest
Management Center
Has list of available

publications by category bma
|PM Center

Fruits
Vegetables
Ornamentals
etc.

Here you will find a list of
Pubs available from ACES
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The “Home Grounds, Gardens and Home
Pests” contains over 150 slides of “Hot
Topics” that we commonly see each year

This file will be available in the Master
Garderner’s office for making copies

Please leave this file on the desk when
you leave !

o Print Current Page

B ——

Click the
printer | “od d-
Icon S (o e b 5

20 B O Srnic Poess Tasas

Res=riimE

/v-'éu_?iw e WO«
1 !

2

Select

current
page and
click ok

oRy and schence.
v

e A8l
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All office printouts are defaulted to go to the
network printer located near the front desk

Be sure to get your prints only

Please ask the Secretary for assistance when
making copies of books etc. A password is
required to use the copier

ther Tips “!

Please dO not offer the clienta “house call” from an
Extension Agent. Travel Funds are limited !

We do not mail out soil sample boxes. A client can go to any
county Extension office & pick up materials or publications. All
County Extension office addresses are easily accessible on the
main ACES webpage

bout Extension - County Offices - Calendar - Publications - News - Mul
Alabama A&M University - Auburn University Units & De|
Staff Directory - Empk Opportunities

THRIVING &=

When mailing clients printed materials, please attach the
| completed 3x5 mailer form and take it to the front desk
for the Secretary to mail

Correction

Information Requested
Read & Retum
Recommendation

Chris Becker

Regional Extension Agont
Home Grounds, Garden and Home Pest
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Before you leave each day:

visible on top of the desk

3. Tidy up the office area

I_H'|'|_|_Ie pline Tips

1. Contact next days workers for a reminder that
he/she is scheduled to work. If they cannot work
they need to contact Pat or Frank Watson (backup
is Dot Burke) so a replacement can be lined up.

2. Leave the instruction sheets & phone log folder
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