Stop Hunger Goodness Platform Guide

Welcome to the Goodness Platform!
All the information you require to navigate the goodness platform can be found here.
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1. Connect to the Platform

To access the platform, simply follow this link on The platform is also available as an app: called
your PC. If you have a Sodexo email, please use the “Benevity”.
SSO (Single Sign On).

If you do not have a Sodexo email, you will have to
enter your USERNAME and PASSWORD for your
first connection.

e Your USERNAME is the initials of your
country (e.g. USA for United States, UKI for
United Kingdom & Ireland) + your
Employee ID (number present on your

payslip) Use the QR codes below to access the mobile
e.g. UKI2009844 ) | ) versions for Apple and Android, enter the program
e Your PASSWORD is: Surnamelyearofbirth domain: stop-hunger.benevity.org, and then use

e.g. White!1978 the Single Sign On or your username and
NB: When creating the password for the first-time password.
connection, the surname must be written as
mentioned on your payslip. &8

In some cases, the surname might have specific Your company has Single
characters that requires additional information: Sign On enat
= If the surname has more than 1 capital s the'same eredentials that you Use at
letter like McGerry o
You must include all the capitals:
e.g. McGerry!1978
Welcome! Let's get

= If the surname has an apostrophe like et e

O'Rielly,
You must include all the capitals and the
apostrophe: e.g. O'Rielly!1978

program.benevity.org

= If the surname has hyphens like Pros i

Sm /th -JOI’I€5 stop-hunger.benevity.org
You must include all the capitals and the
hyphens: e.g. Smith-Jones!1978

On? That's okay

USE PERSONAL SIGN IN

= If the surname has a space in-between like
Stevenson Brown,
You must include all the capitals and
space: e.g. Stevenson Brown!1978

CONTINUE



https://stop-hunger.benevity.org/user/login

2. Find Volunteer Opportunities

Browse Opportunities

Click Volunteer in the top navigation bar and browse
the Featured Volunteer Opportunities at the top of
the Volunteer page.

Enter the name of a cause or activity in the
search field under Find an Opportunity at the
bottom left of the page or use the interactive
map to see available opportunities in your area.
Use the filters at the top of the results page to
narrow your search.

When you find an opportunity, click its name or
the View Details link to learn more.

Click Sign-Up Now

Review the event details and select the specific
shift you want to sign up for if applicable.

You will receive an email confirmation
reminding you of the date and time you signed
up for, and it will appear on the My Dashboard
page.

If you ever need to cancel, you can do this
through your confirmation email, or go back on

!

My Dasjbard Volunteer What's New Quick Links + Search

artunity Track Volunteer Time

Featured Volunteer Opportunities

Connect with the community through volunteering

the

ssafa

charity

Armed Forces

the opportunity, click ‘Manage my Shift’, and
unclick the shift that you signed up for.

Track Your Time
After volunteering, be sure to track your time!

1) Find the Volunteer Opportunity

2) Click its name or the View Details link

3) Click the Track Time button under the
opportunity name

Track Your External Volunteer Time

You can track all your volunteering by selecting. ‘Track
your external volunteer time’on your Dashboard.

1) Complete the form provided

2) Include the name of the organization where you
volunteered, and the hours and date you
volunteered.

3) Click Submit Volunteer Time




3. Create Volunteer Opportunities - restricted to Charity Champions

To start, click on Volunteer in the top navigation bar and
select Create Volunteer Opportunity.
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My Dashboard Volunteer What's Mew Quick Links + Search

Browse Volunteer Opporunities Create a Volunteer Opportunity Track Volunteer Time

Lots of skills are straightforward to find, however some Sodexo specific skills are less obvious; please find the path below:
MNutrition = Interests > Food and Agriculture > Nutrition Programs

Health & Safety = Skills > HR > Occupational Health & Safety

Catering engineering, kitchen design = Skills > Real Estate, Facilities & Construction > Building Architecture

Cooking & culinary skills = Skills > Food Service & Events > Cooking/Catering

Procurement, purchasing = Skills > Logistics, Supply Chain & Transportation > Procurement

Communication = Skills > Project Management > Communications Mgmt

Volunteer Opportunity

I Basics

When & Where Basics

Contact Opportunity Mame: *
Cause

Shifts

Opportunity Summary (maximum 100 characters): *
Images

Violunteers

Describe the goal of this opportunity and why it's important:
Promotian

BI USI i ;== L]

Complete the information in the form to create your
opportunity. Use the Form Navigation guide on the
left to move back and forth on the page. Required
fields are marked with a red asterisk.

Basics

Opportunity Name: this should describe the
opportunity and motivate people to find out
more. Make it exciting!

Opportunity Summary: Provide a short (one
line) description of your opportunity that
states what you are trying to accomplish and
how.

Describe the goal of this opportunity and why
it’s important: Give details about the
opportunity, including the objective, why it’s
important, and the impact participants will be
making. Keep it short and sweet but cover the
main points (who, why and how). Selecting the
Enable Rich Text checkbox will give you
additional formatting options and allow you to
embed links or video content.

Event Descriptor: You need to select at least
one of the checkboxes that represent what
type of event this opportunity is for.

Note that the box Servathon can be ticked with
the other choices. However, you can only select
one option for the rest for KPI purposes. If you
need assistance, please contact
StopHunger.UKandIlE@sodexo.com.

Event Descriptors: *

W Servathon—» Multiple choice

[1 To fundraise
[] To raise awareness, advocacy

[0 Tosupport a NGO focusing on Beyond Food aid actions: by empowering
women

W To support a NGO focusing on Beyond Food aid actions: with a
community garden

[ Tosupport a NGO focusing on Beyond Food aid: other actions

[ Tosupporta NGO focusing on Food aid

One choice only

e o


mailto:StopHunger.UKandIE@sodexo.com

When and Where Contact
Add the Start, End date and time for your Provide a contact that people can reach out to
opportunity by clicking the date boxes and using regarding the opportunity. You can add several
the pop-up calendar. Note that if you don’t have contacts (including the NGO contact if applicable)
an End Date, the opportunity will be considered by clicking on Add another contact.

as “Ongoing” and will stay visible until disabled. You can also choose to be notified when users

Add the times in the corresponding fields. sign up for your opportunity.

Indicate your Time Zone (this will be

automatically updated into the volunteer
calendar). Cause

Provide any additional Date/Time Notes you may

If your event is intended to help a specific Cause
have, such as shift details or schedules. y l P a specii /

NGO, associate that charity with your

If your event has a Location, please specify or if it opportunity.

is Virtual please select (no location/remote. Use the button Filter by Country and enter the

Add notes relating to the event location if needed cause name or keywords to the search field to
(i.e. arranged transportation, a meeting spot for f|r.1d the cause, and then click +Add. Th? Cause
the event, parking information, etc.). will appear on the Volunteer Opportunity

information page.

Basics

(O This opportunity has no location or is remote When & Where Cause
® This opportunity has one location Contact Would you like to attach a Cause to this Volunteer Opportunity? *
1 - 8 [ Cause
Location Name: *
PSR . e [+ ]
| Fodexo UK Head Office x|
L J Yes No
Images
- & Velunteers
Address: Here, you can attach a Cause to this Volunteer Opportunity using the search
i field below: *
1 Southampton Row, London, WC1E SHA Search Fromation
No cause attached
&
-

Bd Filter by Country/Lacation:

Londohn All Countries R ‘ «

- 3 | As01 ] Enter the cause name or keywords Search
E3
Fitzrovia lfvﬁan CONGESTION|CHARGING ZiO
e bl .0
3
5 ® e

¥

RC (]

E3

ge
i Londan n
b ong oé © 2020 Micrisef Caiperation & 2013 HERE

If your event is not attached to an NGO, simply
Location Notes: CHCk "NO”.

Note that if you are not able to find an NGO, you
can Nominate a Cause via the Quick Links in the
main toolbar to add the cause to our database
(see in the next Chapter).

My Dashboard  Volunteer  What's New Search

Browse Volunteer Opportunities  Create a Volunteer Opportunity — Track Volunteer Time




Note that after filling in the Cause tab, you will have
two choices:

e pursuing to the next section by clicking Next
at the bottom or by going directly into one of
the left tabs.

e saving the opportunity by clicking the Submit
button.

@ NEXT: SHIFTS

Shifts

This is where you set up your shifts, indicate how
many volunteers you need and organize waitlists.

You also have the possibility to enter volunteer time
for the shift if applicable. This will help the volunteer
when tracking volunteered time.

Shifts

This is where you indicate how many velunteers you need, set up your shifts and organize waitlists.

Edit Shift

Shift name Max volunteers (optional)

General Volunteers

0 spots filled (no limit)
Does the shift have a start and end date?

O Yes @ No

Volunteering time for the shift (optional)

unteering time if you only need volunteers for a portion of the shift. Leave the field blank if you den't
time. Learn more

Close editor

hifts with sign-ups cannot be deleted

Image

A compelling image will help attract attention to your
Volunteer Opportunity. You can add a smaller image
for search results and browsing featured items and
add a larger image for the detail page of your
Opportunity.

Volunteers

Skills & Interests: Volunteers can add their skills and
interests to their Profile. This helps you target a
Volunteer Opportunity to people likely to be
interested in it. People with corresponding skills &
interests in their profile will see it when they filter or
search Volunteer Opportunities.

Volunteers

Skills & Interests

What volunteer skills would help most?

Popular Tags (Click to add)
Occupational Health & Safety  Building Architecture  Cooking/Catering = Procurement

Communications Mgmt
+ See all tags

+ See all skill tags

What type of interests does this opportunity appeal to?

Popular Tags (Click to add)

Nutrition Programs

As a reminder, you also have example lists of skills
that you can use to filter your volunteer
opportunity visible as a header under Create a
Volunteer Opportunity.

Lots of skills are straightiorward to find, however some Sodexo specific skills ane less obvious; please find the path below:
+ Nutrition = Interests > Foad and Agriculture * Nutritian Programs
+ Health & Safity = Skills » HR > Occupational Health & Safery
+ (atering engineering, kitchen design = Skills > Real Estate, Fadilities & Construction > Building Architecture
+ Cooking & culinary skills = 5kills » Food Service & Events » Cooking/Catering
+ Procurement, purchasing = Skills > Logistics, Supply Chain & Transpartation » Procurement
* Communication = 5ills » Project Management » Communications Mgmt

Waiver: You have the option to add a waiver to
sign for your volunteers if needed. Note that the
waiver can only be a link in the platform.

Extras: Any extra info you might require from
your volunteers (T-shirt sizes, etc.).




Promotion

You can promote your volunteer opportunity by

sharing its website URL, FacebOOk, and Twitter pages Volunteer Opportunr“es Templates-
if applicable.

You can also select if you want this volunteer If you're Ia_cklng inspiration OFJUS'F heed.a little
help creating volunteer opportunities, simply

opportunity to be visible company-wide or only visible :
to the people with the link (by invitation). type the k.ey words Templatfe |n. the volunteer
opportunity browser. You will find some ready

to edit and share content!

Basics
\When & Where Promate your Volunteer Opportunity
Contact Website URL (2.g. www.opportunityname.conn):
Cause
Shifts . N
Facebook Page URL (e.g. www.facebook.comfopportunityname):
Images
Velunteers
Twitter Name (e.g. @opportunityname):
Promotion

Opportunity Visibility.

® Company-Wide
Appears in search results, and may be visible as 2 featured opportunicy.

O Bylnvitation
Only visible to people with the link, which you can share via email upon
publishing. Please note that this will not appear as a featured
opportunity.




4. Edit Volunteer Opportunities and Group Registration

View Volunteer Opportunities Group Registration
Once the volunteer opportunity is submitted, it will be You can now Sign up your colleagues on their behalf!
directly Published. Go onto the opportunity and select sign up
You can Edit the opportunity by going to View this o e s
Opportunity when you have freshly submitted it. You : '
also have the option to Duplicate it at this stage (see - s
also how to duplicate more in details in this chapter,
further down below).
You can:
- e search for colleagues and do a bulk sign-up (1).
X e You can also edit your sign-ups with the Bulk
Operations and Choose an Action (2). You have

the possibility to Download a CSV file with the list
of all the volunteers that have signed up.

1 Add Volunteer Signups 2 Bulk Operations

You can view this Volunteer Opportunity in Initiatives

No user selected

§ Chaose an Action v
Your content will be searchable shortly. Find user by name or email address Search

Choose an Action
Cancel Sign-up
Move Signup

It may take & few minutes to index the great new
content you added, and peaple can find it in searches

Bulk Sign-y|
after that. Eup

Identify users by: Move to Waitlist
(O Employee ID Send a formatted email
> View this Opportunity

O Username

> Duplicate this Volunteer Opportunity

O Email address

The other way to edit your opportunities is to go Enter e unique deniferper ine.
under your Profile in the tab Initiatives. shife
Please choose a shift v
My Proﬁ]e ‘ O Motify users of sign-up by email

Remind users 24 hours before shift
Overview Volunteering  Favorites  initiatives  Settngs

Initiatives Volunteering Intiatives

Create a volunteer Opportunity

You can also edit it directly on the page of your
opportunity in the menu in the top right corner.

Sign-ups  Track Time Edit Opportunity Duplicate

3 SHARE

gt



Tracking Volunteer Time

Like the group sign-ups option seen earlier, you also
have the possibility to Track Time on behalf of your
colleagues.

Sign-ups | Track Time Edit Opportunity Duplicate

«§ SHARE
Track Time for Other User
No user selected
Find user by name or email address Search

Track Time for Volunteers

Vl Confirm

[ - Choose an operation -

Duplicate a Volunteer Opportunity

To avoid rewriting an opportunity, you can Duplicate it
as many times as you need and edit it.

Sign-ups | Track Time Edit Opportunity Duplicate

=5 SHARE

Share a Volunteer Opportunity

Simply click on the Share button.

Sign-ups | Track Time Edit Opportunity Duplicate

=5 SHARE

You can then either fill in the form and send a
message from the Goodness Platform or copy the
link of the opportunity and share it outside.

Note that only users of the Goodness Platform will be
able to view the volunteer opportunity shared.

Share Volunteer Opportunity

Stop Hunger Champion
& httpsi//stop-hunger.benevity.org/volunteer/347

Note: Only people who are able to login to this site can view this giving
opportunity.

Enter an email address:

+Add

Recipients:

Your Message:

Check out this volunteer opportunity
https://stop-hunger.benevity.org/volunteer/347

Send Message

w oA\



5. Find an Organisation

Find a Cause

Causes are what we call eligible
charities and non-profit
organizations. You can search for a
cause to learn more about them in
several places:
e The main search field on
your Dashboard
e The Search on the right of
the top navigation bar

1) Enter the name of the
organization you’re looking
for in the Search field.

2) If you know the
organization’s tax
identification number
(called the EIN number in
the United States) you can
Search for that as well.

' ﬁLDrPger My Dashboard

»

Explore

Featured Content

ssafa

the
Armed Forces
charity

WEXF MONTH
Branch Secretary

) voLUNTEER

Volunteer

3

What's New Quick Links v Search Hi Suzanne | ~

Welcome to Stop Hunger's
Goodness Platform

Please complete your profile with your address, skills

Learn More >

Search

Suzanne Brady
Set location

View profile >

0 hours volunteered

(((
W

Sodexo's Charity
Partnerships

0 events attended

s weee
Fresh Food Banks
(Kensington & Chelsea) My Favorite Causes

+ BOSTON MEDICAL CENTER CORPORATION
+ Fondation GoodPianet

 vounter B news

Help » Manage

Narrow Your Search Results

Here’s how to find exactly what you’re looking for:

1) Search by Tax ID or EIN number, which is usually the most accurate way to find your charity.

AW N

)
)
)
5)

Find specific combinations using words like AND / OR (e.g., Dogs OR Cats)
Filter out specific words using a minus sign in front of the word, (e.g., Environment -Foundation)

Select Filters at the top to narrow your results according to region or category.

Search using an exact phrase by surrounding your term with quotation marks (e.g. “Diabetes Research Institute”)

10
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6. Nominate a Cause

k

. m_)0§

* The
@
=u

top

unger

If there’s a specific charity you can’t
find, you can nominate it to be
added to the platform.

1)

2)

Select Quick Links in the
top navigation bar.

Select Nominate a Cause
from the drop-down
options.

Complete the form
provided with information
that will be used to
determine the cause’s
eligibility.

Submit and your
nomination will be queued
for approval.

You'll receive an email
letting you know the status
of your nomination.

Add a Favorite Cause

You can add an organization to your Favorite Causes for
easy reference.

' fl‘lﬂ'?ger My Dashboard

Explore

Featured Content

ssafa

the
Armed Forces
charity

NEXT MONTH
Branch secretary

0 voLunTesr

Volunteer

g

What's New Quick Links v Search

HiSuzanne |~

Welcome to Stop Hunger's
Goodness Platform

Banks

Please complete your profilewith your address, skills, .

Learn More >

Search

((¢
w

Sodexo's Charity
Partnerships

sington & Chelsea)

£) voLunTesr

B news

Suzanne Brady

Set location

View profile >

Q hours volunteered

0 events attended

My Favorite Causes

* BOSTON MEDICAL CENTER CORPORATION

» Fandation GoodPlanet

Help » Manage

-

124 o

Click a cause’s name, or the View Cause Profile link
beside it.
Click the Favorite button at the top of the Cause’s

Profile to add it to your Favorites.

See your list of Favorite Causes any time on the
right side of your dashboard.

Causes selected:

In the platform Stop Hunger has pre-selected
only the causes and non-profit organisations
with whom we are partnering.

If you would like to suggest a new partner
who is engaged for a hunger free world,
please reach out to your local Charity
Champion or contact

StopHunger.UKandIE@sodexo.com.
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7. Updating Your Account

W 2,

top

* The

¢

Change Your Password

To change your password, start by clicking My Profile
beneath your name in the navigation bar.

Click Settings and Account

Enter and confirm your new Password in the
fields provided

Click Save

View Your Volunteering History

Start by selecting My Profile > Volunteering.

1) Click Volunteer History to see your previous

activity.

2) Click Volunteer Commitments to see your

upcoming activity.

Change Your Search Location

To change your search address, go to My Profile >
Settings > Search Location

1)
2)

Enter your new address in the field

Click Confirm and then Save

Add Skills and Interests to Your Profile

To add skills & interests tags that will help you find
relevant content, go to My Profile > Skills and Interests.

1) Click See All Tags under Skills and Interests

2) Click a tag to add your skills or interests

3) You can remove a tag by clicking the X beside it

4) Add as many skills & interests as you like and Save

Update Your Time Zone

To change your time zone, click My Profile > Settings >

Account.
1)
2)

Select a time zone from the options

Scroll to the bottom of the page to Local
Settings

Select the correct Time Zone from the drop-
down menu options

Confirm and Save

3)

4)

Change Your Language
To change your language in your profile, go to
My Profile> Settings > Account > Language setting.

This is the default language for the site and email
communications.

Note that this is the best way to change your language.
If you only change it from the bottom of the page
website, it will not update your language for the email
communications sent from the platform.

Here to Help

Any guestions? Contact our software developer, Benevity.

support@benevity.com

1.855.237.7875

o W0

unger
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