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User Guide for Civil Society Organisations
1- Go to https://elearning.glorecertificate.net/#/subscribe/organisation
2- Fill out the form with the details of your organization, and its contact person, and then

click on SAVE. The data will be saved, and the contact person of the organization will
receive an email.
3- Within 5 working days, the account will be approved, and the contact person of the

organization will receive a second email, with the username, password, and a link to
login.
4- Open the following link and log in with the given credentials.

5- Once you are logged in, the first thing you should do is to update the password, by

clicking the arrow next to your user name.

6- On the homepage, you can see that there is the e-learning and the module of the soft

skills, like the homepage of the volunteers, but to manage the certification process and
the profile of your organization you have to click on TUTOR. There you will see your
organization profile.
7- So what you should do first is to edit your organization. For example, in this case,

capital letters were missing.

8- To complete the profile, you should also upload the logo of your organization and then

'SAVE' the changes. Now you can see the correct image and user name.
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10- When the volunteer registers on the platform, the contact person receives this email.

11- So, you enter the platform and go to the section “Account”, where you will find the

profile to be activated, marked with a red icon.

12- To activate the volunteer account, you have to click here, and then click on Create

User. The status of the volunteer will then turn green.

13- At this point, the volunteer receives an email, can log-in to the certification system, and

is free to use it.
14- Once the volunteer has completed the certification process, have the possibility to

request the validation of a certificate. You will receives an email informing you about
the certificate request.
15- To mange the request you have to log-in the platform by clicking the link, and go to the

area where you manage the certificate requests, called “Tutor”.

16- On the top left part of the screen there is the sector ‘certificates’, where you will see

the requests. If you click on the information icon you can see the volunteer’s name and
the day and time of the certificate sent.
17- Now you can click on “Actions”. Then, by clicking on “View”, you can find the request.

To process the certificate request, click on “Take Charge”, and the status of the request
will turn to ‘grading’.
18- Then you click on ‘edit’, and you can control the data the volunteer has put, such as

the dates, the number of hours, and the volunteering activity. Keep in mind that the
description of the activity will be visible on the certificate, so write it correctly.

19- Then you can check the answers the volunteer gave for each soft skill and in particular

the motivations. Check the final rate the volunteer gave to herself or himself in that soft
skill.
20- Then, you can decide whether to accept, increase or decrease, the rate to be given to

the volunteer. This has to be done for each soft skill the volunteer wants to

certify. Note: this phase is very important, and for this reason, you should always have
a meeting with the volunteer, to explain the motivations of your choice.

21- Once you have finished checking the soft skills, you have to fill out the ‘Blind

evaluation’, by answering the questions, about the work of the volunteer. When you
have finished it, click on the icon of the floppy disk to save.

22- If you want, by clicking on EDIT you can check and change your assessment.
23- Now you are ready to create the certificate by clicking on CERTIFY. By pressing the

PDF button you can download the certificate. In this way, you can sign it and send it

to the volunteer. By pressing the confirm button the certification is confirmed and you
can download the file.

User Guide for Volunteers
1- The volunteer is invited from the organization to create your account

2- When you open the link this form appears.
3- Fill out the form with your personal details and then click on the SAVE icon.

4- Then, you will receive an email confirming you filled the form and then, within 5 days,
another email with a username, password, and login link. Open the link and log in with the
given credentials.
5- Once you are logged in the first thing you should update the password. You can do it by
clicking the arrow next to your user name.

6- You can also edit your user details by clicking EDIT in the section ‘DETAILS’.

7- You can control your data and, if you want, upload a profile picture. Then, click on ‘SAVE’.

8- Once you are back on the homepage you have to do the orientation course, by clicking on
“ORIENTATION” in the section “SKILLS” and then clicking on it again.

9- Once opened, you will find an introductory video to watch, and then you can continue
choosing 10 soft skills you are confident in, 10 that you would like to improve,3 your
strengths and finally the 5 soft skills you think you want to certify. To help you, when you
pass over the skill with the mouse you can see the definition of that soft skill.

10- When you've finished click on the floppy disk icon to save. Note that, after saving this
course will appear COMPLETED.

11- Now in the home page you should see the list of soft skills. The 25 Skills are divided in 4
categories, which are Communication, Personal, Work and Social Skills. When you click
on the category on the left you will see all the soft skills inside that category.
12- You can freely define your learning path: you can follow all the 25 training sessions, or just
have a look at the ones you are interested in. When you choose one of these sessions,
the skills will automatically appear in the section ‘ ENROLLED COURSE’.

13- By clicking on a skill in the section ‘ENROLLED COURSE’ you start the e-learning for the
selected skill.
14- All the e-learning modules are structured in the same way: you start with the activation to
check if you know that soft skills, after which you will be given the definition, then you will
find some questions to answer and finally a self-assessment. Within the questions you will
have the possibility to insert a reason for your answers, but it is optional, while in the selfassessment it will be mandatory to insert a specific case experienced during your volunteer
experience related to the chosen soft skill to facilitate your tutor in evaluating your learning
path.

15- When you are done, you can save your progress by clicking on the floppy disk icon. Note
that it is not needed that you complete a module when you start it. You also have the
possibility to save the progress of the course and come back to it later. In this case, the
status of the course will be ‘IN PROGRESS’.

16- when you finish the course, answering all the questions, the status will change from in
progress to 'COMPLETED'.

17- Once you have completed at least 2 courses you can Click on ‘REQUEST’ in the section
‘COMPLETED COURSES’ if you want to get the certificate. I remind you that you can
certify a maximum of 5 skills and that the certified skills are those you have improved or
learned during your volunteering.

18- Once you click on it this page will open.
19- Choose the date of the start of your volunteering.
20- Insert the number of hours you volunteer. Then you describe your activities during the
volunteering period. This part is important because the text you write will be visible in the
final certificate, if your organisation doesn’t change it.

21- To continue, click the arrow to the right below.
22- The next screen appears. Answer the questions to evaluate your organisation. This part is
important to evaluate the quality of the work done by each organisation using the GloRe
Platform. If you want at the end you can also write a short comment, like in Tripadvisor!

23- Then, To continue, click the arrow to the right below.
24- Here you choose the soft skills you want to certify. Please note that you can also complete
more courses but in each certificate you can have max 5 soft skills.

25- So now you select the soft skills and you Finish the course by clicking on the floppy disk
icon.
26- At this point, the request appears in the sector ‘CERTIFICATES’. You can change it by
clicking on the three lines next to the request and clicking ‘EDIT’.
27- Otherwise, if you are happy with the request, You can send it by clicking ‘SEND’. The
status of the request will change from ‘READY’ to ‘SENT’.

28- After sending the request the only available action is now ‘VIEW’ the request.
29- So, at this point, you receive an email and you need to wait for your tutor to elaborate your
request. Remember that it is your organisation that will decide what they believe is your
grading in each soft skill so your self evaluation is valuable but is not automatic that what
you proposed will be in the certificate in the end!

30- Then you will receive an email saying that your certificate has been certified and to see it
you have to click on the link and go to your home page to view your certificate.
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