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This ‘cheat sheet’ covers all the navigation basics within Assemble and sits
alongside the accompanying video.

First Steps

We'd like you to check your profile information to ensure we have all the correct
details. Go to your profile by clicking on the top right-hand corner, and then View
profile details.

Search Assembile... Q

Lou Merchant-Locke
View profile details

Settings

This will open a window with various different tabs, where you can check and update
your information such as your contact details, emergency contacts, preferred name,
and also any skills and interests that might be worthwhile your volunteer manager
knowing about. For example — you might have a keen interest in antique coins, or
instruments. You can add this detail here, should you wish, to notify your manager in
case of any unusual donations!

User Details

ADD TOUCHPOINT » ADD NOTE ADD RECOGNITION ADD ACTIVITY ADD TASK OTHER ~

Rachel Volretail D 239641
R V Status Active
Volunteer for 4 months On call No
DOB 14 Apr 2001

Upload Photo | Send Message Add to favourites

TOUCHPOINTS NOTES DETAILS SKILLS & INTERESTS CONTACTS ROLES & RESPONSIBILITIES ACTIVITIES MORE ~
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Home Screen

Your home screen is where you will ‘land’ when you first log in to Assemble. It shows
you news articles, has a calendar that will populate with key dates, birthdays, and
events. It will also have occasional videos for you to watch about different events and
activities at the hospice, that we feel are relevant for you.

If you are a volunteer that needs to undertake any specific training for your role such
as e-learning (not retail volunteers), there is a button that takes you to your training
page. There are also quick links to our social media sites.
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Messaging Centre and Notifications

You will receive Notifications within Assemble when things happen that are
relevant to you such as someone’s birthday, a milestone, training that needs
completing, or you simply update your profile. They work as simple reminders.

You can change your notification preferences within Settings, but they are a good
way of keeping you updated, especially while new to Assemble and its
functionality.

5
Search Assemble... Q N

5 R Your Message Centre works like a
ﬂ simple email system within

Assemble, where you can send and

Notifications receive messages to any volunteer
Dismiss all Settings or volunteer manager that is set up
0 John Test has an upcoming birthday on % & W|'th|n the System'

18 June.
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Pamela Pretend is celebrating a birthday YOU Slmply CIiCk into eaCh oneto

today. H g

o s view the detail.
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New Message Mark all read
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Tamsin Tranter
You are invited to Bucket Collecting -
World Cup Event

Tamsin Tranter ~ -
You are invited to Skipathon TEST
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VIEW LIST You are invited to Fashion Show - Front of
House
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Document Hub

This is where you will find any relevant documents to yourself and your volunteer
role. This could be things such as the volunteer handbook, code of conduct or
confidentiality statement. They are there for you to access and read, share or
mark as a favourite if they are something that you want to regularly refer to.

You will only see documents relevant to your role.

DOCumenT HUb Search files Q

ADD FOLDER ~ RENAME FOLDER

E CREATED
HUB HOME NAME SIZE TYPI
+ Favourites - Role Handbooks Folder 14/04/2026
~\olunteer Documents »
- Role-Specific Documents Folder 14/04/2026
[%2 Role Handbooks
[ Role-Specific Documents s0¢ Volunteer Code of Conduct 2026 101.3 KB 14/04/2026
e Volunteer Confidentiality Statement 2026 118.5 KB 14/04/2026
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Directory

Here you can contact any of your volunteer colleagues across the organisation,
along with volunteer managers. You can narrow down your search by selecting
‘my team’, which will then only show you the details of your own volunteer
team(s). You can then message them within Assemble, should you need to.

ys

Directory

PEOPLE ADDRESS BOOK

Aimee Backwell
In-Patient Unit General Volunteer (I...

Send message

Amy Carmichael
In-Patient Unit General Volunteer (I...

AM

Send message

Angela Stabb
In-Patient Unit General Volunteer (I...

Send message

Alisha Singhal

Coffee Shop Volunteer Jfoffee Sh...

Send message

Ana Marques

In-Patient Unit General Volunteer (I...

Send message

Angela Hall

Coffee Shop Volunteer (Coffee Sh...

Send message

Search pg

MY TEAM v ALL SKILLS AND INTERESTS v

Alison Neubert
u N In-Patient Unit Reception Voluntee...
Send message
o~
Andy Hancock
SuperAdmin (St Peter’s Hospice)

Send message

Ann Murphy
Coffee Shop Volunteer (Coffee Sh...

Send message

Your Support

You can speak directly to your Volunteer Manager at any time, you can also use
the Support function within Assemble (bottom right-hand of your screen at all
times), and type in a key word that you need help with. You can also contact the
Volunteer Engagement Team directly via ‘contact us’ from the left-hand menu
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