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VOOP or Volunteer Optimiser is a resource optimisation platform that helps social 
service organisations to augment their volunteers and resources, streamline 
operations and digitise workflow.
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1. Open any web browser (Google 
Chrome preferred) & go to this 
website: app.voop.sg.

2. On the login page, enter your 
account credentials and click on 
Sign In button.

Logging In
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1. To reset your password, click on 
the Reset password button 

2. Enter your username and click on 
Send Code to receive a token via 
email. Follow the instructions to 
complete the process. 

Forgot Password
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1. Upon logging in successfully, the 
Home page is loaded.

2. The navigation sidebar on the left 
contains access to different 
modules.

3. The upper right profile icon 
contains access to Kiosk and Log 
Out.

After Logged In
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Add New Volunteer
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1. From the navigation sidebar, go to 
Volunteers > Individual Volunteers.

2. Click on Add Volunteer button to 
access the volunteer registration form.

3. Otherwise, click on External Links > 
External Registration Form for the 
form that can be used by the public.

Registering Individual Volunteer
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1. After clicking on Add Volunteer 
button, the internal volunteer 
registration form will be loaded.

2. Fill up the form and click on Next 
Page button at the bottom. Once all 
pages are done, click on Add 
Volunteer button to submit. 

Register By Centre Manager
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Note: You can only see volunteers who are assigned to centre location, under Preferred Location, 
that you are in.



1. After clicking on External Links > 
External Registration Form, external 
volunteer registration form will be 
loaded.

2. This registration form does not require 
login and is accessible by the public.

3. Hence, you may share the url to 
anyone who is interested or on your 
corporate website.

Register By Public
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1. After new volunteer is added to the 
system, her status will be shown as 
New.

2. Volunteer Manager can assign location 
to this new volunteer (if not assigned).

3. Centre Manager to verify the 
information provided by the volunteer, 
and set her status to Probation.

Verifying New Volunteer
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Put existing volunteers in groups, for better 
categorisation and management. 

For example, you can have interest groups 
or group by area.

Volunteer can be added to multiple groups.

Group Volunteers
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Register organisation as one entity without 
having register each member as volunteer.

For example,  20 staff from Citibank 
volunteer as an organisation. You can 
create Citibank and put the 20 staff in it, 
without creating as volunteer one by one.

Organisation Volunteers
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Create Activity
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1. The structure of activity is like your 
favourite drama.
a. Activity - Game of Thrones
b. Batch - Season 1 to 5
c. Session - Episode 1 to 10

Understand Activity Structure
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1. From the navigation sidebar, go to 
Activities > Recurring, if you 
need to create repeating activity.

2. Go to Activities > Events, if you 
need to create one-off activity.

3. Go to Activities > Trainings, if 
you need to create training 
activity.

Choosing Activity Type
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1. Click on Create Recurring Activity, 
you will see 3 tabs:
a. Activity Description
b. Batch Information
c. Session Information

2. Fill up the fields. Click on Create 
Recurring Activity to save the 
activity.

Creating Activity
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1. After creating the activity, it will show 
up on Activities. 

2. Click on the activity name to views its 
details and the batch list. You can add 
new batch by clicking on Add Batch.

3. Click on the batch name to view its 
details and the session list. You can 
add new batch by clicking on Add 
Session.

Adding Batch And Session
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Participate
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1. There are 3 ways to sign a 
volunteer up to a session.
a. On VOOP - Volunteer 

Manager add the volunteer to 
the session

b. On Kiosk - Volunteer sign up 
for session at the centre

c. On VOPO - Volunteer sign up 
for session on mobile phone

Sign Up to a Session
VOOP

2020 © TRAMPOLENE

Volunteer 
Manager

VOOP Kiosk

Volunteer

Sign Up to a Session

VOPO

Volunteer



1. Go to the Activity > Batch > Session 
that you need to add volunteer to. 

2. Click on Add Volunteer.

3. A pop-up will show to allow searching 
for volunteer(s) and click on the Add 
Volunteer(s).

Add Volunteer to a Session
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Attendance
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1. There are 2 ways to record the 
volunteer’s contribution.
a. On VOOP - Volunteer 

Manager will check in/out the 
volunteer

b. On Kiosk - Volunteer will self 
check in/out

Recording Contribution
VOOP
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1. Go to the Activity > Batch > Session 
that you need to record the check-in 
date and time. 

2. Look for the volunteer’s name and 
click on the Check In.

3. The checked in date and time will be 
recorded.

Check In Volunteer
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1. Go to the Activity > Batch > Session 
that you need to record the check-out 
date and time. 

2. Look for the volunteer’s name and 
click on the Check Out.

3. The checked out date and time will be 
recorded.

Check Out Volunteer
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1. Go to the Activity > Batch > Session 
that you need to record the check-out 
date and time. 

2. Look for the volunteer’s name and 
click on the dropdown Attendance 
column.

3. Select the correct hours and click on 
the Update.

Edit Volunteer’s Contribution
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Kiosk
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The Kiosk can be opened in 2 ways:

1. After logged in, click on the profile 
icon near the top-right, click on 
Kiosk.

2. On your browser, go to 
https://app.voop.sg/kiosk and 
log in using your account.

Accessing The Kiosk
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Depending on your setup, volunteers 
can check-in at the Kiosk via:

1. Type in NRIC number

2. Scan NRIC with barcode scanner

3. Enter Date of Birth and Contact 
Number

Check-in
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Volunteer will now see activities that 
are happening today. 

1. If volunteer is registered for the 
activity, just tap on Check-in.

2. If volunteer is not registered for 
the activity but would like to take 
part, tap on Register & Check-in.

Mark Attendance
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To record an accurate contribution from 
volunteers, the system requires a 
check-out time. 

1. Volunteer to type/scan her NRIC, or 
type in her Date of Birth and 
Contact Number.

2. Look for the activity that she'd wish 
to check-out

3. Tap on Check-out.

Check-out
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Staff and Centre Manager can amend 
attendance and hour from the system. 

1. From the navigation sidebar, go to 
Activities > Recurring.

2. Go to the activity session.

3. Look for the volunteer under the session 
to update her hours.

Amending Attendance
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As Organisation Volunteers are grouped as 
one corporate entity, self service at the kiosk 
is not available to them. 

1. Go to the activity session.

2. Click on Add Volunteer.

3. Click on the Organisation Volunteers tab.

4. Search for the organisation name

Organisation Volunteers Attendance
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VOPO
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We built VOPO to let volunteers browse 
and sign up for activities by themselves. 

Volunteers can only sign up for published 
activities from organisations they are from. 
e.g. Jane is a volunteer at Trampolene. 
She could sign up for Trampolene’s 
published activities, but not Renci’s 
activities.

Volunteer Portal
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1. Your existing volunteers need to 
register an account on VOPO. 

2. Register using the same Date of 
Birth and Mobile Number as per the 
record in VOOP.

3. The matching info would allow your 
volunteer to sign up for your published 
activities.

Existing Volunteers
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