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What is the portal?
This is your company’s Volunteer Program social network. Through it, 
you can participate in actions promoted by the company or your 
colleagues, sharing experiences and inspiring each other. You can also 
share your ideas, recruit volunteers, publish pictures, testimonies and 
results.

Welcome! 
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By registering on the portal, you will be able to interact with other volunteers, take part in existing actions, publish new actions 
(if allowed for your user type), see the latest news from the Program, etc. 

You can register on the Portal in two ways, depending on the configuration the administrator has set for your Program. 

Registration and Access to the Portal

Click “Enter” 
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Note: in all the ways of entering the Portal, you 
will first need to click on the “Enter” button on 
the home page.



It is possible to access the Portal with company data, depending on the configuration that the administrator has set for your Program. 

1. Enter your Company Credentials (SSO) for registration and login 

Registration and Access to the Portal

Note: when you log in for the first time, you 
will need to fill in some information, but from 
the second time onwards you will only need to 
fill in your email and password by clicking on 
the same “Enter” button.

On the next screen, enter your company email 
address and the password you already use.
Then complete the fields that are requested. 

Click on: “Enter” in 
the first box1
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In case you are unable to access the Portal with company data, you can login with an email and password of choice.

If you haven't registered yet, 
create a new account by 
clicking on “Signup”.
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If you already have an account, you have 
two access options: password or code. 
Find out more about the two ways of 
logging in on the following pages.
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Registration and Access to the Portal

2. Enter your Username and Password or Temporary Login Code, after your registration



Signing up to the Portal: Create Account

After click 
on “Signup”, 
select your 
user type;

1 Enter your business email
(if you don’t have it, follow the screen 
instructions or send an email to Contact Us);
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Fill in the fields;3

Register a password to facilitate 
your access;4

Accept “Terms of Use";5

Click “Signup” and check your 
email.6

When you receive your first access email, 
use the code that you’ll find in the message.

NOTE: if you do not receive the email in your 
inbox, check your Spam or send an email to 
Contact Us.



Accessing the Portal (already registered): Email and Password

You can log in to the portal using the login with password or login without password: 

Enter your registration email1

Enter your password2

Click “Enter”.3

If you do not have a password or do not remember it:

Click on “Forgot your password?” and enter your 
registered email and we will send you an access code! 
Use the code to log in and then immediately create / 
change your password.



Accessing the Portal (already registered): Temporary Code

You can log in to the portal using the option login with password or login without a password, using a temporary code. 

Click on “Login with temporary code”1

Enter your registration email2

Open your email and copy the numeric code 
found in the message3

Enter the code and you will be logged.4

If you find it easier to use a password, you can create 
it. You need to be logged to access User Menu > Edit 
Profile > My Password.



On the portal homepage, you can find the cards with highlighted actions.

Homepage

You will also see the “Publish Action” 
button, if you are allowed.

Explore Actions

My Actions

Institutional 
Menu  
with actions grouped 
by themes, news, 
contact us and other 
institutional pages.

User Menu
with useful links for your profile.

Search Enter Chat

Network you are a part of
(your team, committee, unit, etc.)



User and My Profile Menu

1 User Menu 2

In “My Profile”, you see how your profile is viewed in the 
Network. It also shows your friends, actions, recognition badges 
and pages you are linked to.



User and My Profile Menu

1 User Menu 2

Click “Edit Profile” to change your description, email, picture, 
location, preferable SDG (Sustainable Development Goals), 
password and receive alerts options.

Click “My credentials" to manage your email 
addresses linked to your account. The most 
important  is that you will receive alerts.



Mobile

Institutional Menu User Menu

Home



Interacting with Other Volunteers

By visiting a volunteer's profile, you can request friendship, send private messages and find out about their actions.

“Chat” with your friends

Send “Badges” to praise 
outstanding volunteers.

"Add to friends"
In your personal menu, under: “My 
Friends” you will see a list of your 
contacts on the network and can 
follow up on new friend requests.



Expanding the Network

Help increase this network of good by 
bringing in new friends under “Invite to 
the Network.” 

Note: The option to send invitations must 
be enabled on the platform. Tip: use SEARCH to find the 

people you're looking for.



Participating in Volunteer Actions

1 To take part you just need to be logged in, access the 
action and then click on “Join”. 

2 As a participant in the action, you can:

Confirm your participation in the action! On the 
day/place of the action, click on “Check-in” (you need 
to be within a radius of 1km of the address given by 
the leader). If the action is virtual, click on “I did it”. 

In the central bar, you can see details of the action. 
For example: see who the participants are, post 

photos and documents, interact in the chat and more!

Attention: if for any reason you can no longer 
participate, simply click on “Subscribed” > 
“Stop participating” to unsubscribe.



Tip: To view or change the selected item, 
click on “My choices”.

Other Types of Participation

In some actions (depending on the company's program), by clicking on “Join”, the user can choose how to participate in the action. 

For sponsorship actions such as “Items Bag” or “Vacancy control 
by occasion”, select the option you want and click on “Save”.

For Fundraising Campaigns, fill in the amount to 
be donated and click on “Save”.

Under Financial Donation, click or enter the amount 
you wish to donate and fill in the payment information. 



Feedback on Actions

Feedback is an excellent tool for learning and improving work. For this reason, after the actions have been completed, an 
email will be sent informing you that a form has been released so that participants can make evaluations and express their 
opinions on the volunteer action. Get involved!

Leader: Check with the portal 
administrator that the feature is 
enabled for your action theme.

If you don't want to receive alert emails, 
uncheck the “Action survey” option in 
Alerts & Notifications on your profile.



Publishing an Action

If your company's program allows it, you can publish and lead actions. You can promote an action that is yet to take place 
or record an action that has been carried out. To do this, you need to be logged in to the portal.

1 Click on “Publish Action” on the portal home 
page (or within the Action Theme)

2 Firstly, choose a Theme.

3 Fill in the fields for each step and click 
on “Publish” at the end.

Attention: In step 2: “Volunteer participation”, if 
the theme is configured, you can indicate whether 
the action is Simple slot control, Spot control per 
occasion, Items Collection or Patronage.

Instructions for the Action Leader



Publishing an Action: Steps

Create actions in a simple and organized way with our new step-by-step process!
Now, in just 3 steps, you can register the essential information for your action.

1 Step 1: Action data - enter all the important 
information;

2
Step 2: Volunteer participation - choose between 
checking for vacancies (simple or by occasion), 
collecting items or sponsorship (bag);

3 Step 3: Publish - finish and share your 
action with the network!



Publishing an Action: Draft

Your action, in your own time! If you prefer not to finish publishing the action at the moment, just click on “I want to 
publish it another time”. It will then be saved as a draft and you can finalize it and publish it at your convenience.

To find it, go to the “My Actions” tab.



Activating Patronage (Items Bag)

1 Click on the Patronage option in the Volunteer 
Participation step when creating the action. Select the 
limit of choices per volunteer to Single or Unlimited. 

2 You can then register items, so participants can 
choose who they want to benefit.

3
By clicking on “New”, you can choose between 
Registering an item or Importing (XLSX). 

4 If you choose the “Register item” option, 
the entry will be made individually.

5 Fill in the Title, Description and Picture of the 
beneficiary to be sponsored and click on 
“Save” at the end.

6
If the option selected is Import XLS, the insertion will be done in bulk via an 
.xlsx spreadsheet which must be filled in as follows: 
Column A: Name (will be visible in the choices) 
Column B: Description (will be displayed when you click on “+”) 
Column C: Name of the photo file (exactly the same as in the photo zip, if you 
choose to insert photos)

7 After adding the spreadsheet, insert the ZIP file with the photos (in JPG, 
JPEG or PNG format) of the items/people to be sponsored.

Instructions for the Action Leader

Attention: Don't forget to check that you 
have the rights to use the image!



Activating Activity/Collection Item

1
Click on the Vacancy control by occasion option, then select 
the limit of choices per volunteer to 1 per person or Multiple 
per person.

2
To register Activity items, click on “New” in the next step. Fill in 
the Title, Limits of Choices/Vacancies, Description, Image and at 
the end, click on “Save”.

3
The same process will be necessary for Collection, fill in the 
Title, Collection target (optional), Items collected outside the 
platform, Description, Image and at the end, click on “Save”.

Tip: Fill in the “Limits of Choices/ 
Vacancies” field with the number of 
opportunities available in each activity.

Instructions for the Action Leader



Managing a Volunteer Action Instructions for the Action Leader

In the central bar of the action, click on “Manage” to edit the information, manage participants and much more!

See the documents, linked actions, 
badges and results of the action! 

Depending on the options that are enabled in the 
Program's action theme, by clicking on “Manage”, you 
will see the possible edits centralized in one place:

Management of photos/videos, participants, application 
form, linked actions, organizers/beneficiaries, as well as 
partial results, conclusion and highlight of the action on 
the homepage!



Application Form

1
If you want to add questions for the volunteers to fill in 
when they click on Participate, go to “Manage” > 
“Manage Application Form”. 

2
Click on “New” to create the questions you need 
and in “Manage Form” you can change the order and track 
the answers in a spreadsheet. 

3
At the end, you can see how the questions 
you have created will appear to the 
volunteers when they take part. 

Instructions for the Action Leader



Managing Participants

When you click on 
“Participants” in an Action, 
you will see a list of those 
who have signed up and 
you can add more people if 
you have permission on the 
platform to do so. Click on 
“Add” or use the “Search 
for Volunteers”.

By clicking on “Manage Participants”, you can: 

• “Grant management” to a user who shares 
leadership of the page with you. 

• “Confirm participation” of those who actually 
took part in the action. 

• “Remove from page” those who did not 
participate. 

• “Edit choices” of the participants.

Instructions for the Action Leader



Concluding the Action

1 Click on the “Complete Action” button 

2
In step 1: Confirm participants, removing anyone who 
didn't attend from the action. If confirmation of attendance 
by the leader on the website is activated, you must also 
confirm the attendance of those who did attend.  

3 In step 2: Enter the Results achieved and fill in 
the final data.

4 Finally, click on the “Save and Finish” button.

Instructions for the Action Leader



Other Pages (Teams, Committees, Institutions, etc)

If your company's program has these types of pages enabled: 

On the page, it will be possible to see general information, all 
participants, linked actions and their recorded results, recognition 
seals, documents and the possibility of participation (if this option 
exists). 

The page leader will be responsible for the page and can edit the 
information and manage the participants - passing on or sharing 
leadership of the page with other people or adding/removing 
members. 

Some Action Themes require the action to be related to other page 
types. To create other page types: 

1. Go to the top menu, click Browse on the type of page you want 
(Teams, Committees, Institutions, etc.) and use the search to see if 
the page you want already exists or not. Example: search for the 
specific name of your team; 
2. If the page doesn't exist, click Add - to see this button you must 
be logged in to the network and have permission to make this 
publication. 

Once you've checked that the page already exists, all you have to do 
is Publish Action and link the pages in the action form itself, when 
you need to say who is promoting (teams, regions, committees, 
institutions, etc.) or receiving the action (institutions). 



Avatars and Sizes

The crop tool allows any picture to be resized in any avatar. 
However, sometimes it is good to know the image size (if you register a logo, for example). 
These suggested sizes include retina screens (that need a higher resolution).

User
600x600 (px)

Groups
600x600 (px)

Actions
3:2 aspect ratio; 
Suggested size: 
1200x800 (px)

The tool can crop photos of all sizes. If it doesn't work, 
follow the instructions below.

Tip: Choose an image editor (Photoshop, Paint Brush, 
etc). Open a 300 x 300 px document and paste the 
logo. Save as JPG or PNG and submit it.



Thank you!

Any questions? 
Check the Institutional Menu: 
•  Frequently-asked questions
•  Or write in Contact Us


