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What can vinspired.com offer my 

organisation?

•A captive audience of 65000 users

•A simple, easy-to-use online platform to 

advertise volunteering opportunities

•A profile page for your organisation that 

provides vinspired.com users with 

information about you. 



•Functionality that allows volunteers to 

apply to your opportunities.

•Functionality that allows you to manage 

applications to opportunities from 

vinspired.com. 

•Functionality that allows you to group 

message all volunteers you have 

accepted onto an opportunity.



Your personal profile

Your profile is designed to give a face to your organisation.

.  



Click here to log in



Click here to edit 

your profile



You can get to this 

screen at any time 

by clicking here

Edit your profile by 

clicking here



Click here to 

upload a picture (If 
you don’t want to use a photo 

of you, choose something else 

you like, or use a logo)

Choose your 

interests if you 

want

! Continues over 

the page…

You can 

connect with 

your Facebook 

page so that 

every time you 

undertake 

activity on 

vinspired, it 

shows up on 

Facebook. 



You can change 

contact details 

and passwords 

here

Ignore this –it won’t show up.
(We’ll be removing from staff profiles shortly)

Don’t forget to click save!

Write a little bit about you –e.g. I’m a 
youth volunteer advisor  from xxx and I can help you 

xxxx. 



Every time you create 

an opportunity, your 

name will appear on the 

right hand side so that if 

a young person wants 

to find out more 

information about an 

opportunity, they can 

message you. 

You are also able to 

delegate who receives 

these messages.



Messages sent to 

you will be sent to 

your profile. Click 

through to your 

profile and then click 

on ‘messages’ to 

read & reply

Click here to reply
Please note that when you are send 

a message on vinspired.com, you 

will receive an email notifying you of 

this into the email account that you 

registered with.  



The ‘Admin’ Tab

The ‘Admin’ Tab is only available to organisations. It gives you 

access to the core functionality, such as uploading 

opportunities, managing applications and messaging 

volunteer. 



When you click on the ‘Admin’ tab, you will see a summary of the activity on 

your vinspired.com profile, to include a graph telling you how many people 

have applied to your opportunities. Please read on to find out how to make 

use of all of the great functionality available to you in vinspired.com



Your organisation page

This page is essentially like a profile page for your 

organisation, providing details about what you do and 

what you stand for. 



Your organisation page should look something like this:

Information about your org

Your logo

contact

Direct messaging

Your opportunities

Recent activity



To edit your organisation profile page, you need to log in 

and click on the ‘Admin’ tab



Click on organisation

Edit text here

Continues…

You can message all the young 

people that have chosen to follow 

your organisation by clicking here 

and typing your message



Facebook link will only work if you 

have a Facebook fanpage (not 

group or profile)
You only need this bit of the web address of your 

fan page:

The url looks like this:

http://www.facebook.com/pages/Manchester-

vinvolved-

team/23960077072?ref=search&sid=500237513.41

94073943..1

All you need to enter into the facebook field 

is: 23960077072

If you have a blog, you 

can link to it here

http://www.facebook.com/pages/Manchester-vinvolved-team/
http://www.facebook.com/pages/Manchester-vinvolved-team/
http://www.facebook.com/pages/Manchester-vinvolved-team/
http://www.facebook.com/pages/Manchester-vinvolved-team/
http://www.facebook.com/pages/Manchester-vinvolved-team/


Don’t forget to save!

Choose an official image/logo 

that represents your 

organisation from your PC

Choose an image that 

represents your organisation 

that you think will make your 

organisation stand out to 6-

25 year olds. It will appear 

here. 

http://www.vinspired.com/opportunties


We have added functionality so that organisations can add pages 

to their profile pages with more information about them. 

Pages to sit alongside your 

organisation’s profile 



Once added, these pages will sit here:



Click on ‘pages’

Click on   

‘Content’

To create an additional page:

Click on ‘New Page’



Add content 

here

This should be the 1st

line of your text



To add a link

Highlight text you want 

to be a link

Click the link button

Paste in URL

Click insert



To add video from YouTube

Click on the film 

icon

Paste in the link to 

the YouTube page 

with your video on. 

(N.b. Not the embed 

code, just the URL)

Click on insert



Putting a photo on 

your page #1

Click on the 

v icon

You can find your 

article in pages

Put your cursor 

where you want 

the photo to be



Putting a photo on 

your page #2

Use the search box 

to find your photo
N.b. It might take a little time to 

appear after you’ve uploaded it.

When your photo 

appears, click on it 

and hit this icon to 

make text run 

around it



NB. You can also upload a document using this functionality 

(PDF format only). You can then attach it to a page by scrolling 

to the bottom of the ‘New Page’ screen and clicking ‘Add 

Document’, then choosing your document from the list.  



NB. You will not be able to add a photo/document to your page unless you 

have uploaded it to the ‘Content’ Tab first. You can do that by...

Click on 

new asset

Click on 

Content

Continues…



Click on browse to 

upload your photo

Write description here so 

it’s easily searchable



Creating Opportunities

The main aim of vinspired.com is to provide users 

with a database of exciting, interestingly displayed 

volunteering opportunities. In order to do this, 

vinspired.com has innovative functionality that allows 

organisations to upload opportunities themselves. The 

following pages will explain how to do this.



To create an opportunity step 1

Click on 

Opportunities

Click on New Opportunity

These 3 buttons are from left to 

right, to view, edit and delete an 

opportunity. You can not delete an 

opportunity that someone has 

applied for. 

‘Hours’ = Number of hours a 

volunteer has logged against your 

opportunity. 

‘Pending’ = Number of applications 

still to be processed.

‘Accepted’ = Number of volunteers 

accepted onto an opportunity



To create an opportunity step 2

Name of opportunity

Short & longer descriptions

Please note character limits

Age limit



To create an opportunity contd...

Scroll down...

This is how you tag an opportunity so it 

appears in the correct categories on the 

opportunities page. 

http://www.vinspired.com/opportunties


To create an opportunity contd...

Scroll down...

Click on the 

interests most 

closely related to 

your opportunity 

so it appears in 

the right 

category on the 

opportunities 

page

Upload a picture to illustrate the 

opportunity to users. 

This confirms you have rights to use 

it commercially.

Don’t forget to click 

‘create’

http://www.vinspired.com/opportunties
http://www.vinspired.com/opportunties


What are activities?

Opportunities are general, whereas activities are 

regional. When you upload activities, you are 

required to give an address. You can create 

several activities attached to the same location. 

In order to ensure an opportunity shows up 

when volunteers search by postcode, you need 

to ensure the correct regions are covered in the 

opportunities created by creating activities. 

You can create any number of activities, but you 

don’t need to repeat opportunities information as 

the activity is already related to the opportunity. 

Once you have clicked ‘Create’, you will be taken to the Activity 

Description page (please see next slide)



Filling in the Activity Page...

N. B. If you fill this in, then 

once you have accepted this 

number of applications using 

the system, it will 

automatically stop recruiting. 



Date it’s happening. 

If it is ongoing, you 

don’t need to fill it in

Where its 

happening

Trivial detail about when 

volunteers have to be there, 

skills they need, etc. 

To create an activity contd...

Scroll down...



Once you have scrolled down on the 

‘Create an activity’ page’
N. B. When a 

volunteer applies to 

your opportunity via 

vinspired.com, they will 

receive an automated 

email. YOU choose 

what goes into that 

email. This is where 

you write the copy that 

they will receive. 

PLEASE DO NOT ask 

them to email you 

directly to tell you they 

are interested in your 

opportunity, but instead 

take this as 

confirmation of their 

interest and email 

them back using the 

systemDon’t forget to click create



When you click create you will be 

taken back to this page, where you 

can click on ‘new activity’ to add new 

activities in different locations. 

Click on ‘End Activity’ when you are no longer recruiting and 

the activity will automatically stop recruiting and the green 

‘recruiting’ tag (see next slide) will be removed. You can 

start recruiting again by clicking ‘start activity’...



When an activity is recruiting, it will 

show a green ‘recruiting’ tag in the 

following places



Finally...

If you ever need to add another activity 

to an opportunity, just click ‘Admin’ > 

‘Opportunities’ and then the ‘Activities’ 

button on the right hand side.



Managing applications

One of the key functionalities of vinspired.com is 

allowing volunteers to apply for opportunities directly 

from vinspired.com, and in turn allowing organisations 

to manage those applications from the ‘Admin’ 

section. The following pages will tell you how you can 

do this.



To get to the Applications section, you need to click 

‘Opportunities’ and then the relevant ‘Activities’ button. You 

will see a blue ‘Applications’ button, next to each one. 

Click on the envelope to 

message ALL volunteers 

who have applied to your 

opportunities. 



The Applications section will look like this. It will fill up as more people apply:

Click these buttons to accept or reject applications. 

Continued on the 

next page...

Any links to hours/evidence 

are only relevant to 

organisations that validate the 

vinspired awards. To find out 

more about becoming a 

validator for the vinspired 

awards, please email 

info@vinspired.com

mailto:info@vinspired.com


‘Promoting to organiser’ is functionality specifically for 

youth led projects. By promoting an applicant to 

organiser, you give them limited access to the ‘Admin’ 

tab, allowing them to create opportunities, but not to 

change your organisation page. A list of organisers can 

be found under the ‘Organisers’ tab



The ‘Application’ section also allows you to email volunteers 

who have applied for your opportunity directly. Click the 

envelope at the top to email all/accepted/rejected/pending 

applicants. Click on the envelope next to the name to email the 

individual. This will go into their vinspired.com inbox and a 

notification will be send to their email inbox. 



Managing applications: What happens 

when I click those buttons?

Accept: When you click accept, the volunteer gets an email saying:

Hi Jemima

Thank you, your application for Digital marketing  has been submitted.

You should hear from the organiser within three days as to the success of your application.

Here’s a message from the people behind this opportunity:

This message is whatever you have put into SECTION 4 OF THE ACTIVITY EDITOR. To get here press Admin>Opportunties>Activites>Edit

and scroll down

Thanks, the vinspired Team

v is an independent charity dedicated to helping young people volunteer in ways that matter to them. vinspired is the website where 16-25 year-

olds can connect to volunteer opportunities that fit their interests and interests.

This automated email has been sent to you because you signed up at http://www.vinspired.com. If it has been sent to you in error, please forward 

it to jemima.jordan@vinspired.com.

http://www.vinspired.com/
mailto:jemima.jordan@vinspired.com


Reject: When you reject an  applicant, they get an email saying:

Hi Jemima

Thank you for your interest in Speaking Out. We’re sorry but on this occasion we can’t offer you a place.

What now? You can contact for us feedback on your application, or you can take a look at the other opportunities on offer and find something that fits at 

http://www.vinspired.com.

Thanks, the vinspired Team

v is an independent charity dedicated to helping young people volunteer in ways that matter to them. vinspired is the website where 16-25 year-olds can 

connect to volunteer opportunities that fit their interests and interests.

This automated email has been sent to you because you signed up at http://www.vinspired.com. If it has been sent to you in error, please forward it to 

jemima.jordan@vinspired.com.

NB: This will NOT show up in the activity stream on the website

Managing applications: What happens 

when I click those buttons?

http://www.vinspired.com/
http://www.vinspired.com/
mailto:jemima.jordan@vinspired.com


The Coordinator Tab

You can give other members of your organisation access to 

your organisations profile through the ‘Coordinator’ tab. The 

will then be able to log in, create opportunities, manage 

applications and do everything that you can do.  



To create a new 

coordinator, click on 

‘New coordinator’



Fill in your 

colleague’s 

details here. 

Create a 

password for 

them here

NB. You will 

need to email 

them the 

password here 

so that they can 

log in. 



For any queries or to give the vinspired.com team any 

feedback, please email jemima.jordan@vinspired.com

The End


