
Granting Portal Access to Partner Staff who 
have registered their organization via the 
public site 

Having an organization register on the public site is the easiest way to initiate the process of 
granting portal access to contacts at a partner organization.  This lesson describes what the 
process is like when the partner signs up via the Organization Sign Up page. 

You may find it easier for even your staff and administrators to enter partner organizations 
in this way, as it automatically creates both the organization and a contact (or two) for the 
organization, and ensures that all required fields necessary to grant them portal access are 
completed. 

When an organization registers on the public site, contacts are created for their Organization 
and for their Primary Contact and a Volunteer Coordinator  (if they specified one).  All 
required fields are automatically populated.  An email notification is sent to the partner 
notifying them you are reviewing their application. 
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This email is sent to the person who submits an application 
to become a partner on your public site: 

When the application is submitted, your Partner Approval Manager receives an email 
notification and a Task is created for them on their admin home page reminding them that a 
partner is awaiting review and approval. 
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The task on your partner approval's home page looks like 
this. 

You can click on the link to the organization name and be taken directly to the organizational 
record you need to review. 
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There are three fields to update before granting portal 
access to a partner organization: 

What business processes your organization uses before granting portal access and making an 
organization a full partner are up to you, but you can use email templates, tasks and events to 
manage that process.  When it is complete, you'll need to update the organization record 
before granting portal access to its contacts through their contact records. 

Before Granting partner portal access to an organization's contacts, you must update 
three fields in the organization record 

1. Choose the correct type of organization in the Type field 

2. Change the status of the organization from pending to Active Partner.  

3. Specify who in your organization will approve opportunities submitted for posting from this 
partner.  Populate this in the "Opportunity Approval Manager" field. 

(It you only have one Opportunity Approval Manager - this may be automatically filled in for 
you!) 

You can add any other detail to the organization record, but these three fields are mandatory 
before granting portal access. 

NOTE: Be sure to train your partner contact on using the portal before granting them access. 
 Using the portal is not self-explanatory! 
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 If you've administratively created this account, you'll need to also fill in the field 
"Primary Contact" and save the record, before you can change them to an active 
partner.   (This is automatically populated for you when the organization registers 
themselves via the public site). 

 Note:  This is the procedure for HandsOn Connect instances in the 'standard 
configuration".  (Unless you've been informed you are in the 'Flex" configuration, you 
are in the HOC Standard Configuration. 

If your organization is in the 'Flex Configuration" see this article on granting partner 
staff access as its handled differently in the flex configuration. 

Now go to the contact record of each contact associated 
with the organization you wish to grant portal access to. 

Generally, you will be granting access to the primary contact of the organization, and perhaps 
to a Volunteer Coordinator if they named a second person during the application process. 

Clicking on the "Grant Portal Login" link for a contact that is associated with an organization 
that is an Active Partner - will give you the option of granting them "Partner Staff" profile and 
license.  This enables you to add as many contacts as needed with access to a partner's portal. 

When a partner staff portal license has been granted - the contact(s) will receive an email with 
instructions on logging in and a temporary password.  When they first log-in they will be asked 
to reset their password and then they will be logged into the Partner Portal. 
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When you grant portal access for the contacts in a partner 
organization they receive one (or two) emails 
The First email is the email template "Organization Registration Activation".   This email notifies 
them that you have approved their application and granted them partner login status. You can 
optionally edit this email template and add information about how to get trained on using the 
portal, etc. 

They may also receive a second email with instructions on 
setting a password for their account. 

 Note:  If they already had an account as a volunteer or volunteer leader, they will not 
receive an email asking them to set a password.  Their previous login password will still 
be in affect. 
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