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lgl ;.2;" Special Olympics

Welcome to the Center of Excellence (COE) user guide series. This comprehensive
collection of guides is designed to help users navigate the various processes and
functionalities within the COE portal with ease and efficiency. Whether a user is new
or looking to deepen their understanding, these guides provide step-by-step
instructions, essential resources, and expert tips to enhance the experience.

The purpose of this particular user guide is to walk users through the account creation
process on the COE portal. Creating an account is the first and crucial step to access
the plethora of tools, information, and support available through the COE. We aim to
make this process as simple and straightforward as possible, ensuring that users can
swiftly begin utilizing the portal's full range of features.
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Vocabulary Glossary

Portal The main site that SO constituents will interact with the
Center of Excellence platform. This is where users can log in
or create an account.

Front-End Another way of referencing the portal - What SO
constituents will see and interact with.
Sandbox Environment Also called “UAT” this is a test version of the portal — where

SO staff can train and test using data that will not impact a
users’ experience.

Production Environment Also called “Live Portal” — This is the version of the COE
platform that constituents will use to manage their
experience with SO.

Account Also called “Profile” — This is a users’ information, personal to
them.
Verification Code An important step in the account creation process, this

indicates the code a user receives via email to confirm the
initial creation of their portal account/profile.

Prospect This status reason is automatically assigned and is default for
all users. This status means that the contact was created, the
profile information has not been populated or is partially
populated. At this point they are not considered to be an
Athlete, Volunteer or Parent/Guardian/Family member.
Dynamics Also called “the Backend” — This is the staff side of the COE
solution, where staff can view and interact with individual
profiles, fForms and events.

Role Indicates how a user will interact with the portal. A role can
be either Athlete, Parent/Guardian/Family or Volunteer. A
user can be more than one of these roles, only after the initial
account creation process.

Landing Zone Indicates the screen a user will see after their account
creation is completed — Dependent on the role a user selects.
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Section A: Accessing the Portal

1. Access the portal by visiting either the Sandbox or Production environment. If

purely testing and learning the COE product, it's recommended to use the
Sandbox portal environment.

?;.} Special Dlympics

Welcome to the Special
Olympics Portal

Be a part of something bigger
d inclusion by
s athlete, volunteer,

or coach.

H not have a Special Olympics account,
start here:

CREATE AN ACCOUNT

Already have an Account?

aned up before, click here to login to

SIGN IN

2. Once one the portal screen, select “Create An Account’

g;.;} Special Diympics

Welcome to the Special
Olympics Portal

Be a part of something bigger

and inclusion by
thlete, volunteer,

5 not have a Special Olympics ar~ _at,
start here:

CREATE AN ACCOUNT

Already have an Account?

ed up before, click here to login to

SIGN IN


https://soi-uat.powerappsportals.com/
https://portals.specialolympics.org/
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Section B: Completing the Email Verification Process

1. "“Create an Account” button opens a new screen, asking for the state the user
participate with and what the role is they are registering with. Selecting the
correct role for the user will walk them through the correct account set up.

« Cancel

é;.;i;" Special Olympics

Create an account

Select your state to see role options

What state do you participate in?

Pennsylvania

What is your role?
Volunteer
Athlete: | am registering myself to participate in
Special Olympics as an Athlete. ‘

Parent/Guardian/Family: | wi
someone to participa

an Athlete or Unified Parts

Volunteer: | want to volunteer as a Coach, Even'
Velunteer, LETR, or become a Unified Partner.

‘ |

¢ Cancel

él;.;f} Special Olympics

Create an account

Select your state to see role options

What state do you participate in?

Pennsylvania

What is your role?

Volunteer

| want te volunteer as a Coach, Event Volunteer,
LETR, or become a Unified Partner

~
[ Selected role: Volunteer ‘

2. After selecting the correct role (either Athlete, Parent/Guardian/Family, or
Volunteer) the user will need to confirm that this is the correct role they are
wanting to apply for. A user can be more of these roles later, but the initial
selection will determine what Landing Zone they see first.

Are you a Volunteer?
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3. Users will be asked for initial basic information; their email, password, and
name. The email is the most important piece of information regarding a user’s
profile or account. This is required for any user who would like to access the
portal. The user will need to make an account for themselves first before any
other action can be taken.

Cancel

Q'F."’;, Special Olympics
A

Create an account

Please start by verifying your email address.

State : Pennsylvania
Role : Volunteer

I want to volunteer as a Coach, Event Voluntee
LETR. or become a Unified Partner.

Email Address

Email Address ‘

Send verification code

New Password

Confirm New Password

First Name

Last Name

4. Enter an email address the user has access to and wishes to use for
communication regarding a portal account. Click “Send verification code”’

Cancel

g]éj’} Special Olympics
F

Create an account

Please start by verifying your email address.

State : Pennsylvania

Role : Volunteer

I want to volunteer as a Coach, Event Voluntee
LETR. or become a Unified Partner.

Email Address

Jlieblich+sopa1@specialolympics.org V

Send verification code
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5. After clicking “Send verification code’ a user will receive an email, containing a
verification code. This email is sent via Microsoft on behalf of Special Olympics.
A user can copy and paste this code or type it into the box that appears after
clicking “Send Verification Code”. *Note: A user may need to check spam
Folders depending on the settings of their email provider*

Special Olympics B2C account email verification code

Verify your email address

Thanks for verifying your jlieblich+so, g account!

Your code is: 418794

Sincerely,
Special Olympics B2C

Cancel

';:‘;.;;‘ Special Olympics

Create an account

Please start by verifying your email address.

e ~
State : Pennsylvania
Role : Volunteer

Volunteer

vant to volunteer as a

ETR, or become a Unif

Verification code has been sent to your inbox. Please
copy it to the input box below.

Email Address

Jhieblich+sopal@specialolympics.org ‘

e |
X
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6. Once a user has confirmed an email, they will be asked to set a password and
enter their first and last name. Passwords are a requirement, and the portal will
indicate the character requirements for them if not met, including use of an
uppercase letter, digit and symbol.

é;-;} Special Olympics

Create an account

Please start by verifying your email address.

, ,
State : Pennsylvania
Role : Volunteer

want to volunteer as

LETR, or become a U d ner.

.. S

One or more fields are filled out incorrectly. Please check
your entries and try again.

E-mail address verified. You can now continue.

Email Address

Jjlieblich+sopal@specialolympics.org

The password must be between & and 64 characters.
The password must have at least 3 of the following:
- a lowercase letter
- an uppercase letter
- a digit
- a symbol

The password must be between & and 64 characters.
The password must have at least 3 of the following:
- a lowercase letter
- an uppercase letter
- a digit
- a symbol

Jaimie

S0PA1

7. Click “Create” to move on to the next series of questions. At this point, a user is
considered a “Prospect” in the system, meaning that their journey towards
participation has started. Their information can be accessed in dynamics
moving forward, and a SO staff member can view and interact with the user’s
information.
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Section C: Completing the Profile Questions

1. The next series of screens will walk the user through answering important
questions regarding their person. Most of this information can be updated by
the user later or changed in its entirety by a SO Staff Member in Dynamics.
Required fields are indicated by a red asterisk (¥).

a. Use the dropdown to select your Country Code for the primary phone
number.

)

Role: Volunteer ()

Your progress )
0%
Registration

We'll start with a few things about you

Please type your information.

Requiredgi arked with an asterisk (¥). Fields with no symbol are optional. Then hit 'Save & Continue'.

First Name * Middle Name
[omeony | \
Last Name * Suffix
St || \
Preferred Name * Email
‘ Lemony Snicket | ‘ jlieblich+guides1@specialolympics.org ‘
Country Code (Primary Phone) * Phone *

Afghanistan (+93) v ‘ ‘

rd

Save & Continue

£\s/3 special olympics
Switzerland (+41)

Syria (+963) folun

(+886)
ajil (+092)
Youl

0% Tanzania (+255)
Regi

Thailand (+66)

Togo (+228) fer
Tokelau (+690)
Tonga (+676)
Trinidad and Tobago (+1-868) witl
Tunisia (+216)
Turkey (+90)
Turkmenistan (+093) ‘
Turks and Caicos Islands (+1-649)
Tuvalu (+688) ‘

Uganda (+256)

Ukraine (+380)

United Arab Emirates (+971) "

United Kingdom (+44)

.
United States (+1) -
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2. Clicking “Save & Continue” moves the user through the portal, saving their
information each time. A user can come back to the portal and pick up where
they left off in the account creation process.

3. “When were you born?”: A user can type their date of birth in the applicable
format (MM/DD/YYYY) or use the calendar icon on the right side of the text
box to select their date of birth. *NOTE: If a user’s date of birth is Under 18,
they may have a different experience with the portal, such as requiring a
Parent or Guardian to complete information on their behalf. Click “Save &
Continue"

Role: Volunteer (T)

Your progress

"
#

Registration

When were you born?

Please click on the field below to select your date, month and year of birth. Then click 'Save & Continue'.
Date of Birth * /
L &

® March 2025 >
Su Mo Tu We Th Fr Sa
1
8

23 24 25 26 27 28
2 3 4 5 6, 7

9 10 11 12 13 14 15
Save & Continue
16 17 18 19 20 21 22

23 24 25 26 27 28 29
30 31 1 2 3 4 5

4. As auser moves through the process they will see a progress bar at the top of
their screen, this indicates how far they are into completing their profile
information. They are still able to come back to this information and update it
later. Click "Save & Continue”

Your progress /
15%

Registration

Role: Volunteer ()

v
i

What is your gender?*

Select one option and then hit 'Save & Continue'.

O Male
@ Female

(O) Other Gender Identity
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5. Auser will also see what role they initially signed up for at the top of their
screen. This cannot be changed from the portal, but other roles can be added
later. Continue answering the questions, clicking “Save & Continue” after each
one.

Role: Volunteer ([

Your progress \ .

What is your race or ethnicity?

select the race(s) or ethnicity(ies) below.
Prefer not to answer Black or African American
Mare than one race Hispanic or Latinx
Unknown Middle Eastern / North African
American Indian/Alaskan Native Native Hawallan or Other Pacific lslander
Aslan or Aslan American Wihite or Caucasian

Save & Continue

6. “What language(s) do you speak?”: A user can type the language(s) they speak
or use the drop-down menu on the right side of the text box to select the pre-
populated options. A user should select all that apply, then select “Save &
Continue”

Your pro =
progress S
30%
Registration

What language(s) do you speak?
Please select the language(s) you speak below. Select 'Other' if your language is not reflected in the options available.

Language(s) Spoken

English *

Select or search options

Select all

-

English

French

Spanish
[ American Sign Language (ASL)
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7. T-Shirt Size can be selected via the drop-down menu. These options are set by
your SO program and can be modified at any time. Click “Save & Continue”

Your =
progress S
8%
Registration

What is your T-Shirt size?

Select one option and then hit 'Save & Continue’. /

Xxs
S

M
L
XL
2XL
3XL

4xL
Back ave & Lontnue

8. “Select Region”: Is often the question that is confusing to a user. These
options are set by your program. The user should indicate the localized area
that they participate in. By clicking the Plus Sign icon, you can expand the
options based on a programs structure. A user also has the option of selecting
“Don’t Know".

a. If auser selects the lowest level of the Region Select, Example “Beaver”,
the system will automatically make the relationship up to the highest
level of the region structure, for example “Region 9: Three Rivers”. A user
only needs to indicate one selection on this question.

Your progress
o

Select Regions*

Click the + sign For the dropdown o view and select your region and county,/program For participation with Special
Olympics. Hit Save & Continue”.

Region 9: Three Rivers = Beawver =

+ Pennsylvania
Don't Know
Region 1: Morthwest

Region 2: The Wilds

Region 3: Susquehanna Valley
Region 4: Mortheast

Region &: Greater Philadelphia
Region T: Capital Area

+ o+ o+ 4+ 4+

Region B: Ridge & Valley
= Region 9: Three Rivers

Allegheny
§ [ Armstrong/Jad;
Besver

Butler
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9. “Select Region”: The user can also utilize the search bar by typing in the
specific name they are looking for: by using the search bar this will shorten the

list to just include Regions that include the specified. They will still need to
select the Plus Sign Icon to select the box.

Your progress

Registration

Select Regions*

Click the + sign for the dropdown to view and select your region and county/program for participation with Special

Olympics. Hit 'Save & Continue'.
Region 9: ThryBeaver %

‘ beaver

+ Pennsylvania

- Region 9: Three Rivers
Beaver

- [ ] Unified Champion Schools
: + [ ] UCS Beaver

10.“Where Do You Live?”: A user will need to indicate their mailing address on this
question. In the “location” box, they can use the Bing Maps integration to
populate their address, saving time. Alternatively, they can type information
regarding their address in each of the available boxes. Apartment, suite, etc..
numbers can be entered into the Street 2 Address. Click “Save & Continue”’

¢ progr
Your progress B

Where do you live?
Type your address in the field below, and select your country and state,

Location

Street 2 Address

@ 601 5Broad 5t

Chie 0600, Unded States

3601 5 Bioad St City*
Q G, tnciana, Unted States

3601 5 Broad St
9 Koada, Onio 45053, Uned Staes

Country *

@ 601 8 Broad St

Forl Jennings, Ohio 45044, Unied States us

E Save & Continue
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11.Parent/Guardian Information: *Only applicable if user is Under 18* This
question requires a user to complete information regarding their parent or
guardian, including mailing address and email address. Once filled, click “Save &

Continue’

Your progress .
54% b

Parent/Guardian Information

Location

Parent/Guardian Primary Contact Name * Email *

Country Code (Parent Phone) * Phone*
Afghanistan (+93) v ‘ |

AddressLine 1+ Address Line 2

City * State/Province

Country *

us v

Zip

Save & Continue

12."In case of Emergency, who should we contact?”: This question asks a user to
indicate an emergency contact required for all contacts. Users will need to
provide a name, phone number, and the relationship they have with this
individual. Click “Save & Continue”

In case of emergency, who should we contact?

Complete the fields below with information about your emergency contact.

Primary Contact Name *
[

Country Code (Emergency Phone) *
Afghanistan (+93) v

Phone *

Email

Relationship *

Select v

Saves Continue
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13.This completes the steps required for the initial account creation process.
Depending on what Role a user selected, you may have one additional question
to answer before accessing the landing zone. Once all is complete you will now
see the landing zone of the role the user applied for. Please refer to the
applicable user guide on the role a user selected for more information specific
to their experience in that landing zone.

Helpful Links & Resources:

Sandbox/UAT Portal
Sandbox/UAT Dynamics (Backend)

Production/Live Portal

Production/Live Dynamics (Backend)

COE HelpDesk

COE Sharepoint Resource Page
Video Library

Userquide Library

One Pager Library

Glossary Library
FAQ Library



https://soi-uat.powerappsportals.com/
https://orgdaf8ba52.crm.dynamics.com/
https://portals.specialolympics.org/
https://soi.crm.dynamics.com/
https://soportals.specialolympics.help/en/support/tickets/new
https://soi1.sharepoint.com/sites/dcoe/SitePages/Go-Live-Resource-Page.aspx
https://soi1.sharepoint.com/sites/dcoe/DCOE%20GoLive%20Folder/Forms/AllItems.aspx?id=%2Fsites%2Fdcoe%2FDCOE%20GoLive%20Folder%2F01%2E%20Templates%2C%20Standard%20Documents%20%26%20Data%20Migration%2F02%20Change%20Management%2FVideos%20%2D%20All%20Users&viewid=af562890%2Deecf%2D4c5f%2Dbc31%2Dc5ee84f8af6e
https://soi1.sharepoint.com/sites/dcoe/DCOE%20GoLive%20Folder/Forms/AllItems.aspx?id=%2Fsites%2Fdcoe%2FDCOE%20GoLive%20Folder%2F01%2E%20Templates%2C%20Standard%20Documents%20%26%20Data%20Migration%2F02%20Change%20Management%2FUserguides%20%2D%20All%20Users&viewid=af562890%2Deecf%2D4c5f%2Dbc31%2Dc5ee84f8af6e
https://soi1.sharepoint.com/sites/dcoe/DCOE%20GoLive%20Folder/Forms/AllItems.aspx?id=%2Fsites%2Fdcoe%2FDCOE%20GoLive%20Folder%2F01%2E%20Templates%2C%20Standard%20Documents%20%26%20Data%20Migration%2F02%20Change%20Management%2FOne%2DPagers&viewid=af562890%2Deecf%2D4c5f%2Dbc31%2Dc5ee84f8af6e
https://soi1.sharepoint.com/sites/dcoe/DCOE%20GoLive%20Folder/Forms/AllItems.aspx?id=%2Fsites%2Fdcoe%2FDCOE%20GoLive%20Folder%2F01%2E%20Templates%2C%20Standard%20Documents%20%26%20Data%20Migration%2F02%20Change%20Management%2FGlossary&viewid=af562890%2Deecf%2D4c5f%2Dbc31%2Dc5ee84f8af6e
https://soi1.sharepoint.com/sites/dcoe/DCOE%20GoLive%20Folder/Forms/AllItems.aspx?id=%2Fsites%2Fdcoe%2FDCOE%20GoLive%20Folder%2F01%2E%20Templates%2C%20Standard%20Documents%20%26%20Data%20Migration%2F02%20Change%20Management%2FFAQs%20%2D%20All%20Users

