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1.REGISTRATION AND LOGIN 

To register or log in to the Virtual Voluteering Lab (VVL) web-based 

application, the user needs to open any web browser and input the following 

URL in the address bar: 

www.virtualinclusiveeducation.com 

1.1. Registration 

In order to register, click on the “REGISTRATION” button as highlighted in 

the first picture below, then select the “VIRTUAL VOLUNTEERING LAB” 

option, as shown in the second picture below: 
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The next step is to choose the role one wants to have in the VVL: the options 

are “STUDENT”, “TUTOR” and “PARTNER ENTITY”. Based on this choice, 

the user will have access to different functionalities in the VVL, but the 

registration process is the same in all three cases, the only difference being 

the fact that Fist Name and Last Name are asked to students and tutors 

(being individuals), whereas only the entity name is asked to the Partner 

Entities. 
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In order to register, all users are asked a unique email address (which can 
be only associated to one single user within the Virtual Inclusive Education 
platform), a username and a password, as shown in the picture below: 
 

 

Once the registration process is concluded, the user is automatically 

redirected to the Virtual Volunteering Lab login page (see paragraph 1.2). 

1.2. Login 

Logging in to the Virtual Volunteering Lab (VVL) webapp requires logging in 

to the Virtual Inclusive Education platform first, as highlighted in the picture 

below: 
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Once logged into VIE, the user is asked to input his/her email once again in 

order to confirm logging into the VVL, see picture below: 
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2.MAIN FUNCTIONS 

The functions available to users depend and change based on their role: 

students, tutors and partner entities have access to different screens and 

functionalities. 

2.1. Students 

2.1.1 Initial Test 

The first time a new student accesses the VVL, (s)he is prompted with a 

welcome screen (shown below), introducing the initial test that the student 

needs to take in order to be assigned one or more out of six possible 

modules, based on the answers given to a set of preliminary questions. 
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The initial test consists of six blocks composed of three questions each (an 

example is shown below): each block corresponds to one of the modules 

and, in case less than two answers to the corresponding questions are 

correct, the student is assigned that specific module to complete. 

Below each answer is a dropdown menu through which the user is prompted 

four posible answers; once the user selects one and clicks on “confirm 

answer” next to it, it is not possible to change that answer. Once all three 

questions from a block have been answered, the button “proceed to next 

group of questions” appears below and the user gets to move on to the next 

block/module. 

 
Once all questions from all six blocks have been answered, the user clicks 

on “finish test” before being prompted with a message listing all the modules 

(s)he has been assigned, based on the answers given: these are the 
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modules that the student will have to complete by carrying on a number of 

actions related to them. 

 

2.1.2 Home screen 

The main screen of the web-app (depicted in the picture below) consists of 

three parts: a description of the user including a recap of the modules 

assigned /completed and of the ongoing actions; a chat with the student’s 

tutor and partner (if any); a “find actions” button at the bottom, that takes the 

user to the other main section of the application (see paragraph 2.1.3). 

The central part shows the avatar picture of the student, its email and user 

name, and any self description that the user may have entered. 

At the top right corner, an icon in the shape of a pen takes the user to the 

“edit profile” screen (see paragraph 3). 

Below, in the dark gray area, are reported the number of modules completed 

by the user and those still to be completed, the number of ongoing actions 

(which details are reported below) and the “go to final exam” button (see 

paragraph 2.1.5). 
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In the area below, a list of the actions that the student has claimed and is 

carrying on, with all their details: title, description, date, associated Partner 

Entity. 

 

 

2.1.3 Finding Actions 

When the student clicks on this button, (s)he is taken to the “Your modules” 

screen, where, after a short text reminding how the platform works, and the 

possibility to download a pdf guide about the peer tutoring sessions, (s)he 

will find listed all the (one or more, up to six maximum) modules that were 

assigned to him/her to carry out, based on the results of the initial test. If 

there are actions that the student has claimed and are ongoing, and / or 

actions that have been completed by the student, the corresponding sub-

modules are highlighted, in yellow and green respectively, in the list in this 

page. 
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2.1.3.1 Modules, sub-modules and actions 

Each module (see picture below) consists of a number of sub-modules 

(between three and five), each of which has to be completed in order for the 

module to be considered completed as a whole. The sub-modules 

pertaining to the same module are framed together in a black rectangle. 

For each sub-module, there can be a number of actions available for the 

student to choose from: they are all equivalent and completing any of them 

will count in order for the sub-module to be completed, so the student can 

choose (in case there are more than one available) to claim the one that 

(s)he feels suits him/her best. In case only one action was available for a 

specific sub-module, the student has no choice but to pick that one. By 

clicking on a sub-module in the list, the user is taken to the next screen, see 

paragraph 2.1.3.2. 
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2.1.3.2 Claiming an action. 

In the screen relative to a specific sub-module, the student will find a list of 

all the actions available under said sub-module (see picture below), with a 

complete description, any attachments that may be included, and, most 

importantly, the contact information of the reference person at the Partner 

Entity, that the student has to contact autonomously (via email, phone, or 

any other means specified in the contact information) and form outside of 

the VLL. Inside the platform, the student must click on the “claim” button 

next to the action’s details, in order for the system to register that action 

(and, by consequence, the relative sub-module) as ongoing for him/her and 

allow their tutor or Partner Entity to mark it as completed, when the case will 

be. 

 

 

2.1.3.3 Carrying out and completing an action. 

Once an action has been claimed by a user, the “Ongoing” mark appears 

next to it (and next to the corresponding sub-module, in the previous screen) 

and all the other actions belonging to the same sub-module become 

unavailable for the student to claim (that is: one can and needs to only carry 

out one action per sub-module). See picture below.  
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Still, a student can, for any reason, decide to abandon an action (s)he had 

previously claimed, by clicking on the “abandon” button: all the actions 

belonging to the sub-module (including the one that’s just been abandoned) 

immediately become available for claiming again. 

In order to carry out an action, the student needs to coordinate directly with 

the reference person at the Partner Entity, who will provide all the 

information and material needed for the student to carry out the action. The 

reference person at the Partner Entity is also that who can mark the action 

as completed, except for special cases (see paragraph 2.2.1.4). 

 

 

 

2.1.3.2 Completing a module. 

Once all sub-modules have been completed (by carrying out an action 

corresponding to each of them), the student can ask their tutor to mark the 

module as completed for them, after checking that everything went fine with 

each sub-module. 
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2.1.4 Study Partner and Tutor 

The main idea around which the Virtual Volunteering Lab application and 

the Learning Helping project revolve around is that of cooperative learning: 

for this reason, each student is encouraged to find a study partner to pair 

with, in order to help and support each other in carrying out the actions that 

are part of their itinerary. Students are actually coupled by their tutor (they 

need to be tutored by the same person, in order to be matched) and cannot 

choose a partner autonomously; they can, though, ask their tutor to be split 

from the partner in case of incompatibility between the two. 

When two students are coupled by their tutor, a chat becomes available in 

their home page for them to communicate within the application, and with 

their tutor. 

Although they are encouraged to help and support each other in carrying 

out their actions, the two members of a study pair won’t necessarily have 

the exact same modules to follow, and, even in case they do, are not bound 

to select the same actions for the sub-modules. Similarly, each of the two 

will carry out their actions autonomously and the completion of an action for 

a student does not imply the completion of the same action for his/her 

partner. This allows a student to carry on with his/her study itinerary even 

in the case of a discontinuous or absent study partner. 

In order for a tutor to take on tutoring of a student, the tutor needs to input 

a personal pin code that the student will have to provide him/her with (see 

paragraph 2.2.1.1). This is to prevent unwanted tutors to take students who 

preferred another tutor to be following them. 

 

2.1.5 Final Exam 

Once the student has completed all the modules that were assigned to 

him/her during the initial test (thus, when “Modules to end the itinerary” 

states “0”), (s)he can speak to their tutor again to ask for the final exam to 

be unlocked for them: the tutor will do so (see paragraph 2.2.1.4), after 
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having checked that all modules have indeed been completed by the 

student. Only then will the “go to final exam” button become operational: 

before then, if the user clicks on it (s)he gets prompted a message reminding 

him/her that (s)he will only be able to access the exam after completing all 

the modules. The “go to final exam” button takes the user back to the VIE 

platform and outside of the VVL, to take the exam and get the corresponding 

certificate. 

2.2. Tutors 

Tutors are users (usually teachers) who assist and help students in their 

path through the VVL. They have the power to connect two students into a 

study pair, marking their actions and modules as complete and grant them 

access to the final exam. On the other hand, tutors don’t have modules to 

follow themselves, thus no initial test nor actions to complete. 

 

2.2.1 Tutor panel 

The home screen of a tutor is similar to that described for a student, except 

that the chat and “resume” parts are missing. As a matter of fact, it only 

serves the purpose of starting page, from where the user can access the 

“edit profile” screen, as well as the screen enclosing the main functionalities, 

i.e. the tutor panel, which opens via the click of the corresponding button at 

the bottom of the home screen. 
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The tutor panel, shown in the picture above, consists of two lists of students: 

on the left, the ones whom the user is tutoring; on the right, those who don’t 

have a tutor yet. By clicking on the name of a student in either list, the user 

will access a new screen with the details of that student (a list of the 

completed and incomplete modules, as well as the ongoing actions), a chat 

to communicate with the student (and his/her study partner, in case the 

student has one) and different functionalities based on whether the user is 

already tutoring that student, or not, as detailed in the following paragraphs. 

 

2.2.1.1 Tutoring a new student 

In the case of a student whom the user is not tutoring, underneath the 

student’s details (avatar picture, email, username and self-description) there 

will be a button saying “start teaching this student”, as shown in the picture 

below. 
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When clicking on said button, a message is prompted asking if the user 

confirms to start tutoring the student; the tutor is required to enter the 

personal pin code of the student (which will have to be passed on by the 

student, either via the chat provided or outside of the platform) in order to 

be able to proceed: until then, the “YES” button does not show and the 

user cannot therefore become the student’s tutor. 

 

 

 

By default, all new users are created with the pin 00000, but each student 

can personalize that in the “edit profile” screen (see paragraph 3.2) so that 

they can decide to only pass their pin code to the desired tutor(s). 

After confirming, the screen goes back to the student’s profile details, this 

time in the configuration relative to a student who is indeed being tutored by 

the user, as detailed in the following paragraph. 

Similarly, this student will from now on appear in the list to the left of the 

tutor panel (see paragraph 2.2.1). 
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2.2.1.2 Assigning and splitting pairs 

When the tutor accesses the page with the details relative to a student 

whom (s)he is tutoring, the information displayed is the same as already 

described, but the buttons available underneath the student’s avatar picture 

and description are: i) “stop teaching”, by clicking on which, after a further 

confirmation, the student goes back to not having a tutor; ii) “choose partner 

for student” or “unconnect partners” depending on whether the student 

currently has a study partner or not. 

 

 

 

In the first case, the tutor is prompted with a list of other students whom 

(s)he is also tutoring, and who do not have an assigned partner, to choose 

from. In the list, below the name of each available student, is a list of the 

modules they are following, to allow the tutor for a better informed choice in 

forming the pair. 

By clicking on the red “+” next to a student, the tutor is asked for a last 

confirmation and then proceeds to coupling the two students into a new 

study pair. 
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The name of the newly assigned partner appears in the screen relative to 

each student, together with the other details about him/her. 

In the case of a student who already has a partner, the button available to 

the tutor is “unconnect partners”, which quite intuitively allows the tutor to 

split an existing study pair, in case (s)he deems as necessary doing so 

(possibly, under request by one of the two students). 

After being separated by their study partner, both students become 

available to be assigned as partners of other “free” students tutored by the 

user. 

 

2.2.1.3 Chat 

The chat, which is located in the main page for users of category “student”, 

is available for tutors on the screen where the individual student’s details 

are. This allows the tutor to chat separately with different students, in case 

(s)he is tutoring more than one. 

As for students, each chat is between tutor, student and study partner. In 

case a student and tutor have exchanged messages before the student was 

assigned a partner, those messages will be visible to the newly assigned 

study partner, once the two have been paired. 
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2.2.1.4 Marking modules as complete and allowing access to 

exam 

Among the information that the tutor can visualize about each of the 

students (s)he is tutoring, are the actions that that student is currently 

carrying on. Normally, those should be marked as completed by the 

corresponding Partner Entity, but the tutor also has the power to do so, 

should it be necessary (for example, in the case of a Partner Entity not 

answering to messages and absent from the platform). 

The tutor is also the one appointed for marking a module as complete for a 

student, after having checked that one action for each of the sub-modules 

has been completed by the student. The tutor can do both of the above by 

clicking on “mark as completed” or “mark module as completed”, 

respectively, next to the action or module that needs to be marked as such. 

In a similar fashion, by clicking on the “allow access to final exam” button at 

the top of the student’s profile page, the tutor will allow that student to 

access the final exam, as detailed in paragraph 2.1.5). The tutor will do so 

after having made sure that the student has indeed completed all the 

modules assigned to him/her 

2.3. Partner Entities 

The third kind of user existing in the webapp are Partner Entities: like tutors, 

they don’t have an initial test to take nor modules to complete; they don’t 

manage students either. Rather, they are responsible for uploading to the 

platform the actions that students will then take care of carrying out. 

The picture below shows the homepage for a user of type “Partner Entity”: 

the lower section of the page includes a description of the Virtual Lab and 

what the partner can do within it. 

The pen icon to the top right gives access to the “edit profile” page (see 

par.3), while the button in the middle “Manage your Actions” gives access 

to the core functionalities, as described in the following paragraphs. 
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2.3.1 Managing actions 

The next screen that the user accesses is shown in the fist picture below: 

the user is prompted to select fist a module (among the six available) and 

then an item (among the three or four available for each module). Once 

these selections are made, the button below becomes clickable and takes 

the user to the next screen, shown in the second picture below, where the 

user can see listed all the actions that (s)he has already uploaded under 

that specific module and item. If no actions have been uploaded yet, the 

page will be empty except for the “add new action” button at the bottom.. 
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2.3.1.1 Uploading a new action 

By clicking on the “add new action” button the user will access the 

corresponding prompt, where to input a title, a description and any contact 

data (phone, email, other), all of which are required in order to be able to 

save and upload the action. Optionally, the user can add an attachment of 

any kind (image, pdf, other) to the action. 
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Note that the contact data inserted by the same partner entity can be 

different in each action, if needed (e.g. if there are different reference people 

within the entity) and will be the ones seen and used by the interested 

students to get in touch. There is no other way (internal to the web-app) for 

students to get in touch with the Partner Entity that has published an action 

they are interested in carrying out; it is therefore important that these data 

are correct and up to date. 

 

 

 

By clicking on “create action”, it will be created and become visible to 

students who are taking the corresponding module. It will also appear in the 

list of actions created by the partner entity (see 2.3.1). 

 

2.3.1.2 Editing an action 

In the list of actions described above in 2.3.1, each action listed has an icon 

in the shape of a pen, at the top right: clicking on it gives access to the “edit 

action” screen, shown in the picture below: 
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The form to the left allows the user to edit the three main fields of the action 

(title, description and contact data) as well as add an attachment, if desired. 

The right part of the screen separately lists the students, if any, who have 

claimed and not yet completed, and completed the action, respectively. 

 

2.3.1.3 Marking an action as complete 

In the first of these two lists, there is a red “+” icon next to the name of each 

student who has claimed (and is supposedly carrying out) the action: by 

clicking on this icon the Partner Entity can certify that the student has 

completed the action, and therefore mark the item it relates to as completed 

by the student. Note that, in case of need, a tutor has the same power. 

 

2.3.1.4 Deleting an action 

In the list of actions described above in 2.3.1, each action listed has an icon 

in the shape of a trash bin, at the bottom right: clicking on it prompts a pop-

up message asking for confirmation that the user wants indeed to proceed 

with deleting the action. If the user confirms, the action is deleted.  
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3. EDITING YOUR PROFILE 

3.1 Changing name, description, profile picture 

All users have access, from their homepage, to the “edit your profile” screen: 

this is accessible by clicking on the pen-shaped icon at the top right of the 

homepage. 

 

 

 

The form allows the user to change its name (or name of the Partner Entity), 

description and profile picture, if needed. Email and password, which are 

unique identifiers of each user, cannot be edited by the user. 
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3.2 Setting up a personal PIN code 

For students only, the “edit profile” form also shows the PIN currently set 

(by default, when a new student profile is created, the PIN is set to 00000). 

The user can change it to whatever combination of numbers or letters (s)he 

desires. The PIN allows a tutor to connect to a student and has to be 

transmitted separately (outside of the platform) to the tutor. 

3.3 Deleting your profile 

In the “edit profile” screen, a white button at the bottom allows the user to 

delete their profile from the VVL: note that by doing so all actions previously 

uploaded (if the user is a Partner Entity) will not be automatically deleted, to 

avoid damaging students who were potentially carrying out said actions, or 

have already carried them out and rely on them in order to complete the 

VVL. 

Note also that deleting your profile in the VVL will not automatically delete it 

from the VIE platform, although the two have been created together and 

respond to the same login credentials. Your profile from VIE will have to be 

deleted separately. 

3.4 Logging out 

The “logout” button at the bottom right of the “edit profile” screen will log the 

user out of the VVL (but not out of the VIE platform). 
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