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Lincolnshire Volunteers Programme – Digital Volunteering Platform
Quick Start ‘How to’ Guides to Register your Organisation and Opportunities
Registering your organisation
The platform refers to volunteer involving organisations as ‘Providers’.
1. To register your organisation, please visit: https://lincolnshirevolunteers.teamkinetic.co.uk/volunteers/registration-provider and complete the registration form. This should take up to a maximum of 10 minutes.
a. Please note that the e-mail address that you register with will need to be the one that you would like volunteer enquiries to go to. This is normally a generic inbox rather than a personal one.
2. Once you have completed the registration form and created a password, an account will have been created for your organisation.
3. The email address that you have registered with will receive an email containing an authentication link. Please use this link to confirm the email address.
Once you have completed step 2, our team will be notified of your provider registration. We will review your form and get in touch with you if we need any further information.
Registering your opportunities
1. Log in to your account. You can do this by following this link: https://lincolnshirevolunteers.teamkinetic.co.uk/ and selecting Login  Login as a Provider. Use the email address and password you used to register.
2. Go to Opportunities  Create Opportunity as seen blow:
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3. You will be shown a series of screens with questions to complete. (See end of this document for Hints and Tips.
4. Once you have completed these steps, an opportunity will have been created. You can edit this opportunity at any time from your provider account.
5. A member of our team will review your submission and it will go live to the website once it has been authorised. 
Adding to your public profile
Each provider has a public profile page with it’s unique URL. This is a great opportunity to tell volunteers and those looking to volunteer, more about your organisation. We know that a big motivator for volunteers is feeling an affinity to the organisation that they are giving their free time to support. Any opportunities that your organisation has listed are also housed on this page. Here is an example: https://lincolnshirevolunteers.teamkinetic.co.uk/volunteers/provider-profile/VoluntaryCentreServices 
To populate your public profile:
1. Log in to your account. You can do this by following this link: https://lincolnshirevolunteers.teamkinetic.co.uk/ and selecting Login  Login as a Provider. Use the email address and password you used to register.
2. Go to Account  Public Profile (shown below)
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3. Here you can add an image for your organisation (this can be a bit tricky to get correctly sized, so do get in touch if you need help). The perfect size for this is 1380 by 335 pixels.
4. You can then add some text about your organisation. This could also include information that you would specifically like volunteers to know.
5. You can preview your public profile:
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Opportunity Registration Hints and Tips
Opportunity Images
Each opportunity gives you the option to add an image. The perfect size is 1200 (width) by 300 (depth) pixels. You can use a website called Canva to create custom image sizes. If you are struggling, get in touch as we can edit images for you.
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Location
Opportunities must have a location. If ‘It’s a Home Opportunity’ is selected, the opportunity is visible in all searches regardless of where a volunteer is situated across the county.
Locations can be specific addresses or they can be an area (e.g. Lincoln). If an area is selected, a central point of that area will be used to calculate distance from a volunteer’s address. You can move the green icon to be precise about the opportunity location.
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When the opportunity has been created, you can use the ‘Convert and Copy’ tab on the left to make a complete duplicate. You are then able to change the location of the opportunity to cover your other areas.
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Opportunity Application Process
There is a difference between opportunities that are ‘applying’ rather than ‘joining’. Applying opportunities are ones that have application processes. Joining are opportunities that do not have an application and volunteers can just turn up and join in. 
Select ‘Yes volunteers can apply but must be approved before joining’ here for opportunities with application processes. Shown below:
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There is the option to add volunteers to provide some information about their experience in relation to the opportunity. We would only recommend selecting Yes here if you find you receive a lot of applications for your opportunities without them converting to active volunteers as it creates an additional step prior to volunteers connecting with you.
Opportunity Times and Sessions
Opportunity times can be set up in 2 different ways:
1. Flexible
2. Sessions
Selecting Flexible means that the provider and the volunteer discuss when the volunteer is going to attend the opportunity.
Selecting Sessions means that approved volunteers (ones that have been successful in any application processes) will be able to join sessions that you set and manage within the system. We recommend selecting Flexible as a start point as opportunities can be converted to session-based if this is a feature you find you will use.
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If you need any support, please contact Abbi Taylor: abbi@voluntarycentreservices.org.uk 
image1.png
AdminVK - Providers Edit x

Provider - Main Dashboard - L X+

c

lincolnshirevolunteers.teamkinetic.co.uk/vk/providers/indexhtm

3 AdminVK - Login 2} ProviderVK - Login

#  Manage Volunteers ~ Opportunities  Reporting Help & Resources
& Summary Create Opportunity

# Open Opportuniies Opportunities

Events e 0

Logged Hours

Opportunities Waiting to be Authorised Volunteer Hours Logged

hitps:/lincolnshirevolunteers teamkinetic.co.uk/vk/providers/opportunity-create.

H £ Type here to search (]

22 TK Volunteer Login %% VASTK ) VCSHome A/ Lincolnshire Volunt... @ Lightful

Q search

Outlook - free pers... » | [J AllBookmarks

™3

Sessions
Emails

Subject: Test Email
What does this look like when it comes through?

sent by 7001724

Tuesday 28 November 2023

RepLY.

Subject: A volunteer has joined your
‘opportunity

Lincoln





image2.png
v % AdminVK - Opportunity Creat: X | % AdminVK-ProvidersEdit X % Provider - Main Dashboard - | X %% ProviderVK - Profile Edit x |+ - x
c lincolnshirevolunteers.teamkinetic.co.uk/vk/providers/index.htm * in] a2
“2% AdminVK - Login %% ProviderVK - Login TK Volunteer Login VASTK ) VCSHome A/ Lincolnshire Volunt.. @ Lightful (@ Canva Outlook - free pers... » | [3J All Bookmarks

Q search

#  Manage Volunteers portunities  Reporting A p & Resources

& Summary Public Profile

# Open Opportunities Organisation Details.

2 3
Users * 8
Opportunities Sessions
Email Log
Opportunities Waiting to be Authorised Volunteer Hours Logged Emails

Subject: Test Email
What does this look like when it comes through?

sent by 7001724

Tuesday 28 November 2023

RepLY.

Subject: A volunteer has joined your
https:/flincolnshirevolunteers teamkinetic.co.ukik/providers/profile_edithtm opportunity

T
H O Type here to search (] : °C Partly sunny ) EN

30/11/2023




image3.png
© % AdminVK-Opportunity Crest: X | %% AdminVK-ProvidersEdit X % ProviderVK-Profile Edit X %% ProviderVK-ProfleEdit X | + - x
<« c lincolnshirevolunteers.teamkinetic.co.uk/vk/providers/profile_edit.htm * O O a2
22 AdminVK - Login "% ProviderVK - Login "% TK VolunteerLogin '3 VASTK b VCSHome A/ Lincolnshire Volunt... @ Lightful (@ Canva B8 Outlook - free pers... » | [3 AllBookmarks

Q search

Manage Volunteers portunities  Reporting  Account  Help & Resources

£l Profile Image.

[3 Profile Text

Q Preview Profile

hitps:/lincolnshirevolunteers teamkinetic.co.uk/volunteers/provider-profile/VoluntaryCentreServices

ot
H £ Type here to search (] : °C Partly sunny D) ENG 112023





image4.png
AdminVK - Opportunity Creat. X Search Volunteer Opportunitic X | + - X

€ c

lincolnshirevolunteers.teamkinetic.co.uk/vk/admin/opportunity-create htm# * O O 2

AdminVK - Login %% ProviderVK - Login %% TK Volunteer Login %% VASTK ) VCSHome 4 Lincolnshire Volunt... @ Lightful @ Canva

Outlook - free pers... » | [J AllBookmarks

Choose your opportunity image

[ gury |

Upload a new image (1200 by 300 pixels is the perfect size)

Choose File | No file chosen

Or click to choose one of your past images

shaw trust

Select opportunity badges

oore

“u R sy





image5.png
v 2% AdminVK - Opportunity Crest. X % Search Volunteer Opportunitic X | +

lincolnshirevolunteers.teamkinetic.co.uk/vk/admin/opportunity-create htm#

€ > C

22 AdminVK - Login "% ProviderVK - Login ": TK Volunteer Login % VASTK b VCS Home

‘This opportunity is at a certain location or area

Start typing opportunity location

A/ Lincolnshire Volunt...

@ Lightiu Outiook~ free pers..

@ cona

‘You can do this opportunity from anywhere

‘ Lincoln

Lincoln Uk
Lincolnshire Uk

Lincoln's Inn Fields London, Uk

Lincoln Cathedral Minster Vard, Lincoln, UK.

Lincoln County Hospital Greetwell Road. Lincoln, UK

IEgglpgastle

urs of wi

Travel Information (English) @

How to get to your venue

powered by Google
White Hart 4
4.2 % 3-star hotel Chapter House wr
Map dots €2023 Gocgle Teme Reperta mp rer

& 3°C Partly sunny

* O

»

Z 1) ENG

o =

[ All Bookmarks.





image6.png
AdminVK - Opportunity Creat. X AdminVK - Opportunity Detall X Search Volunteer Opportunitic X | + - X

€« > C lincolnshirevolunteers.teamkinetic.co.uk/vk/admin/placements_info.htm?pid=10214317 * in] a2
2 AdminVK - Login "2 ProviderVK - Login ": TK Volunteer Login 23 VASTK b VCSHome A/ Lincolnshire Volunt... @ Lightful (@ Canva B8 Outlook - free pers... » | [3 AllBookmarks
9 Location -
—— PageViews
@ Restrictions
C Post Opportunity

& Downloadable Docs

< sharing
¥ Promote
S e P Y A R N S o o> 3

& Download CSV (&{'v& v & v Wé‘s N v

S & S s

N ¥ Ea
3 Convert & Copy

Volunteer Ethnici Volunteer Age Groups.

X Delete =5 =3 P





image7.png
* AdminVK - Providers Edit X | % ProviderVK - Profile Edit X | % ProviderVK - Profile Edit x| + -

* O 0 a

v %% AdminVK - Opportunity Crest. X

lincolnshirevolunteers.teamkinetic.co.uk/vk/admin/opportunity-create htm#

€ c

Outlook - free pers... » | [J AllBookmarks

VASTK  J» VCSHome  \/ Lincolnshire Volunt... @ Lightful @ Camva

ProviderVK - Login TK Volunteer Login

2 AdminVK - Login

Lincolnshire Volunteers | Volunteer Q search Logout &

#  Volunteer Management portunities & Providers  Clubs/Se urses  Reporting  Messaging & Email  Help & Support

Opportunity Application Process

Do volunteers need to apply first @ Ask for experience @

No, volunteers can immediately join the opportunity v| No

Yes, volunteers can apply but must be approved before joining
No, volunteers can immediately join the opportunity

Send a customised email when joining this opportunity ? ]

NexT

°C Partly sunny





image8.png
v 2 AdminVK- Opportunity Creat: X % AdminVK-ProvidersEdit X | % ProviderVK - Profile Edit X | % ProviderVK - Profle Edit x |+ - x
< c lincolnshirevolunteers.teamkinetic.co.uk/vk/admin/opportunity-create htm# * in] a2
“2% AdminVK - Login %% ProviderVK - Login TK Volunteer Login VASTK ) VCSHome A/ Lincolnshire Volunt.. @ Lightful (@ Canva Outlook - free pers... » | [3J All Bookmarks

Lincolnshire Volunteers | Volunteer Q search Logout &

#  Volunteer Management  Opportunities & Providers ~ Clubs/Services  Courses  Reporting ~ Messaging & Email ~ Help & Support

Opportunity Times and Sessions

i3

Individual Sessions FLEXIBLE
You need volunteers for specific times or dates which you You may have a completion date in mind but are flexible
already know (you can add extra sessions at anytime). about when the volunteer attends.

BAC CREATE OPPORTUNITY

https:/lincolnshirevolunteers.teamkinetic.co.uk/vk/admin/opportunity-create.htm# >

15
H £ Type here to search (] : °C Partly sunny D) ENG 112023





image9.tif
W Volunteer Centres

Lincolnshire





