
For SDSC Volunteers
Vome Tutorial

https://share.vomevolunteer.com/Tubo1CM4tXb
www.volunteerwithsdsc.com
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• Although Vome has a mobile app, the 
user interface on the browser 
(Google Chrome, Microsoft Edge, etc.) 
and computer is more user-friendly. 

• Nonetheless, if you would like to 
download the Vome app, please look 
out for this icon.

• You can also visit
www.vomevolunteer.com on your
phone and look out for the direct links 
to download the app.

• Rest of the pictorial guide’s 
screenshots are from Desktop.

A heads-up!
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http://www.vomevolunteer.com/


Joining as a new volunteer
Connect with SDSC on Vome
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• Visit this link: https://share.vomevolunteer.com/Tubo1CM4tXb
or scan the QR code 

Step 1 : Visit SDSC’s page on 
Vome

4

Click Get Involved

https://share.vomevolunteer.com/Tubo1CM4tXb


• In the popup that
appears, click on 
Subscribe to our 
Mailing List

There are 2 options –
a. Click on Follow 
b. Fill in the rest of the

form

Step 2 : Connect with Us
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1

2

a

b (Scroll down page) 



• Fill in your details as 
prompted

• Make sure your password 
is a strong one (with the 
usual rules – at least 8 
characters containing at 
least 1 uppercase letter, 1 
lowercase letter, 1 symbol 
and 1 number) 

• Click Agree and continue

• Check your email for OTP 
and enter the code to 
Authenticate

Step 3 : Fill in your details
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1 2

In email inbox

a



• Click Follow to receive
automated email alerts
when new volunteering
opportunities are
available.

• You need not fill in the rest 
of the form on the page 
unless you would like to. 

• Continue the rest of this
guide on Page 14.

Step 4: Follow our page
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1

a

2



• Fill in the rest of the form 
with your details.

• Click Submit 

• Wait for our backend 
team to contact you via 
email. We will help you 
create your account on 
the backend.

• Continue this guide on the 
following page – Page 9.

Step 3: Fill in the form
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b

Click Submit once you have filled in all fields



Onboarding as a returning / existing 
volunteer

Claiming your Vome Profile
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If you are a returning or existing 
volunteer to SDSC
You could have been earlier introduced to us
through any of the following ways:

• Previous engagement as a corporate 
volunteer but would like to continue on a 
personal basis

• Signed up as a volunteer on Giving.sg or
any other platform for specific
event(s)/programme(s)

• Subscribed to our mailing list via
www.volunteerwithsdsc.com

• Longtime volunteer with SDSC
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Glad to 
have you!

We can make things easier for 
you by creating your profile 
backend and sending an invite 
for you to claim. 

To go through this route, please 
contact SDSC Volunteer Team at 
volunteer@sdsc.org.sg with the
following details. 

- First Name
- Last Name
- Email Address

http://www.volunteerwithsdsc.com/
mailto:volunteer@sdsc.org.sg


Once we have created your 
profile backend, we will let you 
know. You can then look for it in 
your email inbox (or Spam/Junk).

• Search “Invitation to Vome 
Volunteer” in your Inbox. 

Step 1 : Look for the email invite
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Note: You may not receive the email 
immediately due to the platform's automatic 
speed moderation for successful email 
delivery.

This is an automated email 
address. You can verify its 
authenticity by emailing 
volunteer@sdsc.org.sg

Click to Claim Profile

mailto:volunteer@sdsc.org.sg


Step 2 : Fill in your details
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It is crucial that you do not
change the email address to 
which the invitation has been 
sent. 

If you do wish to use an
alternate email address,
contact SDSC Volunteer Team
at volunteer@sdsc.org.sg.

• After clicking Agree and
continue, you will be 
prompted for an OTP which is 
sent to your email. 

• Enter the OTP as per Page 6.

Note: Do not sign in through 
Google or other linked accounts.

mailto:volunteer@sdsc.org.sg


• Once authenticated 
through entering the 
OTP, you are 
automatically logged 
in. 

• Click Accept to 
accept the pop-up 
invite. 

• If you accidentally
clicked away, causing 
the invite to 
disappear, refresh the 
whole page again.

Step 3 : Accept the invitation 
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Click to Accept



Getting around the platform
Orientation of (in) Vome
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• Navigate to www.vomevolunteer.com
• Click Login
• Fill in your details. Note that your email needs to be

authenticated before first-time login. 

Login on Vome
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Click here
1

2

3

http://www.vomevolunteer.com/


Access the menu in the 
different pages by moving 
the mouse to the left.

Home
Dashboard

Opportunities
List of your assigned 
opportunities (see Page 25)

Schedule
View your past & upcoming 
shifts

Settings
Change your time zone, 
language or other details

Accessing the Menu
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On all pages



Some useful 
icons can be 
found on the 
top right.

Useful Icons
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Push notifications Platform Chat Function
On all pages

Shortcut/Log Out



• The first page after 
login will be your 
Dashboard. 

Your Dashboard
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Dashboard

If you are already 
following SDSC, you will 
be able to see us on the 

top right.



View Portal
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SDSC Vome Portal

• Opportunities
These are individual 
events or different roles 
under large-scale events.

• Categories 
SDSC’s volunteering 
opportunities are 
categorised into different 
categories – Adhoc, 
Regular etc. 

Depending on your
preference, you can explore
either page.



Featured Opportunities
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When viewing the opportunities on SDSC Vome Portal
• Use Filters to find suitable

opportunities for yourself. You can
click the different options to select 
and this          sign to deselect. 

• Click View to read more about the 
opportunity / event.



One useful function is to 
customise how many email 
notifications you get from 
the platform.

You can do so via the 
Settings page. 

Push Notifications 
System alerts accessible 
from the bell icon

Email
Automated email alerts 

Advanced
Option available to 
unsubscribe from all alerts

Customise Email Notifications
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Settings



Depending on each type 
of notifications as 
described, you can toggle 
each type on and off.

Toggle On / Off
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Email (Notifications)

Off 
Notifications are 
not being sent

On 
Notifications are 
being sent



Depending on your visual 
preference, you can 
explore what format works 
best for you. 

Calendar 
Can choose to toggle to
List format

Month
Choose between Month, 
Week or Day

Filter by opportunity
Choose to see all shifts or 
for (a) particular event(s)

Viewing your shifts
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Schedule

Use the < > arrows to toggle between different months, weeks or days.



Signing up for volunteering
New Event / Shift
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3-Step Procedure
The platform works in a 3-step procedure for any reservation of a volunteering shift. This is 
the overview and what each step means.

You can sign up for the 
opportunity directly. 

However, if you are 
already assigned an 
opportunity, you can 
skip the registration 
and reserve your shifts 
directly.

Opportunity 
Assignment

When you reserve a 
shift, it is not confirmed.

Only after our approval 
backend, then will it be 
confirmed for you.

Shift Reservation

This is a confirmed 
deployment for you.

It shows up on your 
schedule without any 
accompanying small 
words. 

You will receive shift 
reminders 48 hours and 
1 hour before the duty.

Shift Approved



If you join us as a 
new member, you 
may not be assigned 
opportunities prior. 

You can still view all 
the available 
opportunities through 
our Vome portal.  

This is a summary of 
Pages 18 to 20.

If you have no prior assigned 
opportunities
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Accessing SDSC’s Vome portal from your Dashboard

1 2

3 (Scroll down page) 



Click View of any 
opportunity you are 
interested for.

Finding available opportunities 
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SDSC’s Vome Portal



Click Apply of any opportunity you are interested for.

Applying for an available 
opportunity 

28

(Each) Opportunity Page

Scroll to read 
more details

1

2

Fill in the necessary application form. 

Being prior assigned for any
opportunity will mean that you need
not fill in this form.



(Each) Opportunity Page

Applying for an available 
opportunity 
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Be sure to click Reserve to book your volunteering slot.

Click Submit to finish your application.

Any particulars from your profile will be 
automatically added so that you need not fill 
in again for each new, not assigned 
opportunity.



Applying for an available 
opportunity 
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Opportunities

This is an example where the application for a 
new, prior unassigned opportunity is 
pending approval. 

This is an example where you already have 
a prior assigned opportunity and can 
reserve your shift(s) directly.



Look out for the following 
icons - Reserve shifts on the 
Schedule or the Dashboard 
pages. 

If you have prior assigned 
opportunities
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Reserve shifts

Each circle on the calendar 
indicates at least 1 
volunteering opportunity on 
the day. You can click on the 
circled dates to ‘jump’ quickly 
or use the filters to find 
suitable opportunities. Click on See more details or Reserve to proceed.



Reserving Shifts
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See more details Reserve

Click Review & Confirm.



Reserving Shifts
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Review & confirm • Click CONFIRM RESERVATION.

• You can click on View all 
information if you need a 
reminder of what the shift is 
about. Otherwise, all key 
details are seen here. 



Reserving Shifts

34

Successful Reservation • With the pop-up confirming that your reservation is successful, you 
can head to your Schedule. 

Schedule



Shift Request Pending
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Schedule • At this point, your shift 
reservation is successful, but 
your shift request is not yet 
approved. 

• Our backend team will then 
approve your shift to confirm 
your deployment based on the 
actual circumstances. 



Shift Request Approved
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Schedule

• When your shift request is approved, this is how it will look on your 
calendar, i.e. with no small words. You will also receive both push and 
email notifications. To review details of the shift, click on the shift.

1

2



Taking attendance
Checking – In & - Out
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• Check in onsite once you have reached the location. 
• Check out once you are dismissed from your shift. 

• The procedure is the same for both checking in and out. 

• There are 2 ways to do it –

1. Using the Vome App
2. Using the Onsite Portal (App not needed)

Taking attendance
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Note: If you do not wish to claim your profile / have 
a Vome account, we will still track your attendance 
through the system with you as an offline user. This
is to help us have your attendance record on 
standby as and when you need it. Also, we do not 
need you to download the app unless you wish to.



Using the Vome App

• Check in yourself once 
you have reached

• Use the app to scan a
printed QR code or
enter the ID number

Note: You can only check in if 
you are confirmed for a shift. 
The portal opens 1 hour before 
the shift’s starting time and 
closes 30 minutes after the
shift’s ending time.
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21

2

1



• No app is needed

• Enter your first name
onsite in the web 
portal (available on 
an onsite device 
provided by the 
team).

• Note that you can 
only check in if you 
have a confirmed 
shift.
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Onsite Kiosk 1

2 3

Using the Onsite Portal

Note: If your first name is set differently in 
your account e.g. to a nickname perhaps, 
please try to remember and key in onsite.



• Checking out is the same process. If you are using the app, scan the QR code or enter the ID 
number again.  
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Onsite Kiosk

Checking Out

1 2 3



Recording your volunteer hours
Hours Claim

42



Hours LoggedHours Logged

• Both check-in and 
out are done.

• Hours are 
automatically 
logged with the 
appearance of the 
small clock icon on 
your shift.

Checked-InChecked-In

• Check-in was done 
but no check-out. 

• Hours were therefore 
not logged yet.

Hours Not LoggedHours Not Logged

• No check-in and –
out was done. 

• Depending on the 
situation during the 
actual volunteering 
shift, there may be 3 
scenarios for your 
time record. 

• Different follow-up 
actions can be taken 
to reconcile all hours. 

• Be reassured that we 
place great 
importance in 
making sure your 
attendance is 
tracked!
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Summary of Scenarios



• Check-in and –out 
was done through 
the onsite kiosk or 
app.

• Appearance of the 
small clock icon on 
your shift with the 
number of hours

• Clicking on the shift, 
followed by Claim 
hours displays the 
exact timings 
logged.
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Case 1 : Hours Logged
Schedule

1

2
3



• On the pop-up, click the 
small icon next to the 
timings to change if 
necessary. Either scroll or 
click on the digits itself to
key in the timings.

• No. of hours will be 
automatically computed. 

• Click Claim hours to send
claim for approval.
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Case 1 : Hours Logged
Claim hours

1

2

3



• In the event that your 
actual timings are not 
within the original shift
timings, that is okay.

• You can still claim the
actual hours that you
have attended.

• These screenshots are an 
example. You can go
through the same claim 
process or if you have
checked-in and –out 
onsite, then the actual 
timings are logged.
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Case 1 : Hours Logged
Schedule Original shift timings

Actual checked-in and –out times



• Check-in was done, but 
no check-out. 

• Hours were therefore not 
logged yet.

• Look for the relevant shift 
on your Schedule and 
click on the shift. 

• Adjust the timings if 
necessary and submit 
for approval.
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Case 2 : Checked-In
Schedule

1

2

3

When 
claim is 
pending 

When 
claim is 

approved



• No check-in and –
out was done. No 
hours were logged.

• Likewise, look for the
relevant shift on 
your Schedule and 
click on the shift. 

• Adjust the timings if 
necessary and 
submit for approval.
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Case 3 : Hours Not Logged
Schedule

1

2

3



Other functions
Sequences & Simple 

Volunteer Record Generation
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• Sequences are basically 
a flow of steps, which 
can be administrative 
forms for you to fill out 
or a training series for 
you to complete. 

• Locate your sequences, 
if any, on your 
Dashboard.

• Click on View steps of 
any sequence.

50

Sequences : What & How

Dashboard
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Sequences : What & How
Accessing a sequence

Scroll to view the steps

• Complete the step and 
you can click Mark as 
complete to move onto 
the next step. 

• You can also Skip step if 
you would like to move 
ahead first and come 
back later. 

• Once the sequence is 
completed, it will 
disappear from the 
Dashboard.

Click Go back to return to 
the dashboard
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Simple Volunteer Record
Dashboard • The Vome platform 

enables the generation 
of a simple volunteer 
record in case you want 
to quickly check your 
total hours etc. 

• Locate the View impact 
section on your 
Dashboard. This will be 
on the bottom left. 

• Click on View impact.
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Simple Volunteer Record
View impact • More options to 

customize your report 
are also available 
through Customize 
report.

• Export as a PDF through 
the Export button. 

• Do note that only the 
total hours per 
opportunity are reflected, 
whereas the monthly 
certificate by the SDSC 
Volunteer Team will 
include a more detailed 
breakdown by date.

Adjust the date 
range if needed



Special case
Hour claims for past shifts
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• Only for approved 
opportunities and as 
directed by the SDSC 
Volunteer Team

• All such claims will be 
subject to the approval 
of the backend team. 

55

Special Case : Claiming of Past 
Shifts

Dashboard
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Special Case : Claiming of Past 
Shifts

Dashboard

1

2

• For the first option, which will be more applicable to you, you will be 
guided to the Schedule page as per Pages 42 to 48.

• For the second option, which falls under the special case, you can refer 
to the subsequent pages. 
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Special Case : Claiming of Past 
Shifts

Claim Hours

• Click on Claim hours
for the relevant
opportunity that you
wish to claim hours
for.

• Select the date(s) 
and the timing(s) to 
generate the shift(s) 
for claiming. 

• Click Send Claim for 
approval once you
are ready.
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If you need assistance
Contact the SDSC Volunteer Team at volunteer@sdsc.org.sg should you 
require any assistance – be it on Vome or if you have any questions 
regarding any of the volunteer opportunities.

Video tutorial
A video tutorial is also available at this link should you require :  
https://drive.google.com/file/d/1A2lFnpTWKePHuGsiOy7SPbRJV-
KQUOJ7/view?usp=sharing

The tutorial covers a recording from Pages 9 to 57. 

mailto:volunteer@sdsc.org.sg
https://drive.google.com/file/d/1A2lFnpTWKePHuGsiOy7SPbRJV-KQUOJ7/view?usp=sharing
https://drive.google.com/file/d/1A2lFnpTWKePHuGsiOy7SPbRJV-KQUOJ7/view?usp=sharing
https://drive.google.com/file/d/1A2lFnpTWKePHuGsiOy7SPbRJV-KQUOJ7/view?usp=sharing
https://drive.google.com/file/d/1A2lFnpTWKePHuGsiOy7SPbRJV-KQUOJ7/view?usp=sharing
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