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Invited Organization Contact Person Onboarding

3

1 Click the Access button in your invitation mail
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2 An email will also be sent to your organization’s email to inform them
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3 Set your password and click Create Account   
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4 You will be redirected to the log in screen, fill in your details and click 
Continue with Email   
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5 Click I Agree after reading through the privacy policy
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6 Input your organization’s information and click Save Changes   
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7 Input your organization’s contact information and click Next   
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8 Input details about your organization’s expertise/niche and click Next   
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9 Input link to media about your organization (if available)and click Next   
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10 Input details about any of your organization’s projects and click Save 
Project   
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11 Specify if you have worked with a donor in the past. Select Yes or No

14

12 If you have not worked with a donor in the past, select No

15

13 If you have worked with a donor in the past, fill in the required 
information and click Continue
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14 You will be redirected to the dashboard. You can skip to page 24 to 
proceed.
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Invited User Onboarding
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1 Click Join in your invitation mail
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2 Set your password and click Create Account  
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3 You will be redirected to the log in screen, fill in your details 
and click Continue with Email   

21

4 You will be redirected to the dashboard. You can navigate to page 24 
to proceed.
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Mapping System Guide
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1 This is the platform dashboard. You are on the map page.
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2 You can map organisations by 1 or 2 different categories.
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3 To map organisations by a category, click on ‘Select Category’ to view 
the category drop down and select your preferred category.

26

4 The organisations are in blue and the selected category (Sector) is in 
pink.
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5 Hover on the items to view the organisation or category name.
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6 Click on an organisation or category to see connections specific to it 
within the selected parameters.
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7 Right click on an organisation to view more information about the 
organisation.
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8 To view 2 categories, select a category (operational language) and it is 
mapped in orange.
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9 To further configure your map view, click on filter.
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10 You can click on specific organisation(s) or Sector(s) to filter down 
your map view
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11 For 2 category maps, you also can select and/or to help with your 
filteration.
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11 You can manually zoom in on the map with the zoom control buttons
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12 On the Organisations page, you can view all organisations on the 
platform.
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13 On the Projects page, you can add projects you have worked on or are 
working on as well as view those uploaded by other organisations.
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14 To add a Project, click on the ‘Add Projects’ button.
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15 Fill in details of your project and click Create Project.
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16 As an Organisation admin, you can invite members of your 
organisation as users on the platform by clicking Send Invitation.
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17
On the Opportunities page, you can share collaboration opportunities, funding calls, and other 
relevant opportunities with organisations on the platform. You can also browse opportunities 
shared by others and express your interest in collaborating.
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18 Fill out the relevant fields and click on Next or Submit as required.
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19 As an Organisation admin, you can update your organisation profile or 
delete it from the platform.
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20 On the Inquiries page, you can send queries or questions to the 
Platform admin.
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21 To create an inquiry, click on Create, fill in the required fields and click 
on Submit Inquiry.
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Help & Support
Have questions or need to report an issue using the platform? We’ve 
got you covered. 

Contact support at geo-rolodex@policyvault.africa
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