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Background

A new SSNO 2 Portal has been created as a virtual platform for the Scheme to
Support National Organisations. This document will provide important information
and helpful guidance to assist you with the registration process for this new portal.

The SSNO 2 Portal is the official Portal for the SSNO (2019-2022) and henceforth,
all eligible users need to register to have access.

Please note, if you have an account on the existing SSNO portal, this will not

give access to the new Portal.

The new portal is specific to SSNO (2019-2022) so you will need to have

access to undertake your required duties.

The purpose of this new portal is to:
U Assist you in viewing current information;
U Support you in your ongoing interactions with Pobal

U Facilitate the submission of reports required by your grant-agreement with Pobal.



https://ssno.pobal.ie/
https://ssno.pobal.ie/
https://online.pobal.ie/ssno/SitePages/Home.aspx

Important Information

Please review the information and instructions in this document, as it will assist you,
the Primary Authorised User (PAU) in completing the registration process and setting
up secondary users for the SSNO 2 Portal.

Primary Authorised User(s) (PAUs) are the only person(s) who can legally enter into
contract with Pobal on behalf of the organisation. Please note that the PAU(s) have
oversight of all governance, security and operational roles. It is recommended in line
with good governance that the nominated PAU is a Director or Member of the Board
of the organisation.

U Please use Internet Explorer Browser to access the portal as this is the
supported browser.

U You can access the SSNO 2 Portal directly via this link.

U To access the Portala | | PAUG6S must register

0 We recommend that you allow sufficient time between registering for the SSNO
2 Portal and completing the online returns process. For example 3 working days
to ensure Pobal support is available to you should you encounter any issues.

U There are separate guides available on the portal for completing the Financial
and Progress returns. These can be found withinthe i My Pr ogr a mme
| nf or masdctionondhe SSNO portal.

U Please complete all fields in a timely manner as the form will time out after 10
minutes of inactivity.

i All fields marked with a red asterisk (*) are mandatory and must be

completed.
U All mandatory fields must be filled prior to registration. If there is a mandatory

field that is not applicable to you, please enter N/A.

U Many questions include a dropdown menu, please select the relevant option.
Failure to select an option will prevent you from registering.

U Some fields require further information based on the option you select. Please
ensure that you have selected the most accurate option and have provided the
additional information as required.

For any issues accessing the portal or any queries on the form content, please
contact Online Support on 01-5117222 or email onlinesupport@pobal.ie



https://ssno.pobal.ie/
mailto:onlinesupport@pobal.ie

Who can access the SSRIPortal

The PAU must register first on the SSNO 2 portal. Once, registration is complete,
they will have the authority and ability to set-up, update and delete secondary users

on the Portal e.g. Operational Progress and Financial Users.

How to access the SSId@ortal

You can access the SSNO 2 Portal directly via this link, which takes you to the sign
in page, as shown below. Please note it may be useful to bookmark the sign-in page

for quick access in future.

SSNO POI’ta‘ L ‘ Sign In

Welcome to the Scheme to Support National Organisations Portal

The Scheme to Support National Organisations (SSNO) is funded by the Department of Rural and Community Development (DRCD)
and administered by Pobal. The SSNO provides multi-annual funding towards the core costs of national, community and veoluntary
organisations in Ireland. The scheme assists grantees to operate and fund core staff positions

The SSNO primarily focuses on the provision of core funding to national organisations that:

« provide supports (both direct and indirect) to those who are disadvantaged

= demonstrate good governance

= deliver services and supports that have a focus on one or more of the following: addressing poverty, addressing social exclusion,
and promoting equality.

If you want to setup a SSNO account, please register

If you are already registered log in to your account

Rialtas na hEireann
Government of Ireland

government supporting communities

Contact Pobal

31-36 Uoper Ormond Quav. Dublin 2 D02 EY 84

Alternatively, to access the SSNO 2 Portal, you can go to www.pobal.ie and on the
homepage-c |l i ck onTherruudteal 8§&oci al l nclusion an
fISSNO 2 Portalo .



https://ssno.pobal.ie/
http://www.pobal.ie/

ﬁ pObO| About Pobal Programmes

government supporting communities

Home > Portals

Q

Social Inclusion and Equality

Ability Portal >
C&V Stability Scheme Portal b
DAF Portal >
DAF 2 Portal >
HIF Round 2 Portal b
Healthy Ireland Fund Portal >
SAS Portal >
SSNO Portal >




The Registration and Login Process

Please note the registration process will be applicable to new P A U,Geatting up their
organisational contacts for the first time on the system. Secondary user accounts
such as Operational, Finance and Progress users will be set up by the PAU within

the portal. For further information on this, please click here.

SSNQO Portal # | signin

Welcome to the Scheme to Support National Organisations Portal

The Scheme to Support National Organisations (SSNO) is funded by the Department of Rural and Community Development (DRCD)
and administered by Pobal. The SSNO provides multi-annual funding towards the core costs of national, community and voluntary
organisations in Ireland. The scheme assists grantees to operate and fund core staff positions

The SSNO primarily focuses on the provision of core funding to national organisations that:

= provide supports (both direct and indirect) to those who are disadvantaged

= demonstrate good governance

= deliver services and supports that have a focus on one or more of the following: addressing poverty, addressing social exclusion,
and promoting equality.

If you want to setup a SSNO account, please register

If you are already registered log in to your account

Rialtas na hEireann ;
Government of Ireland

government supporting communities

Contact Pobal

31-36 Unper Ormond Quav. Dublin 2 D02 EY 84




Registering

U You will need to create a unique Username, for example JSmith81. A message
will appear if the username is already registered on the system.

U Please ensure that you have provided a valid email address. A message will
appear if the email provided is already registered on the system.

U Your password must be at least 8 characters and contain uppercase, lowercase,
and at least 1 digit and/or a symbol.

iU Pleaser ead Pobal 6s Privacy Notice and sel

U Please read and confirm you agree to the Portal User Guidelines.

U Failure to complete any of the mandatory fields or inserting invalid data will result
in a message appearing to highlight any errors in the registration form.

U Please resolve the outlined errors before attempting to register again.

SSNO Portal

=] 5ign In Register

SSNO Portal Registration

* First Name PAL

* Surname ARNI
* Job Title Board Member v
* Username pauarni
* Email pauarni@test.ie

* Mobile Number 003531234568

* Password
All passwords must be minimum 8-12 characters long
and must contain characters from at least three of the
following four classes: uppercase, lowercase, digit, and

non-alphanumeric (special).

* Confirm Password

« Confirm you have read and agree to the Pobal
Privacy Notice.

» Confirm you have read and agree to the My
Pobal User Rules Document

ec




SSNO Portal

# Sign In Register

SSNO Portal Registration

+ Mabile Mumber is a required field.
« Invalid Mobile Number format.

U Once you have registered successfully, an email will automatically be sent to the
email address you have provided.
U To verify your account you must click on the link contained in the email. Please

note the validation link will expire after 72 hours. Please ensure that you

have verified your email within this timeframe.

U If you have not received an automated email from Pobal within 15 minutes of

registering please check your junk/spam folder.

In the instance, that you have not received the verification email please contact

Pobal Client Services on 01-5117222 or email onlinesupport@pobal.ie.

SSNO Portal

Home = User Registered Successfully

User Registered Successfully

Thank you for registering your SSNO account.

The next step is to verify your email address. A verification email has been issued to your nominated email account with further instructions.

Done




U You must retrieve the email from your Inbox and click on the link to verify your

email address to advance to the next stage of the registration process.

You have been invited to register for the Scheme to Support National Organisations (SSNO) porial by PAU

The next step is to verify your email address. You can do this by clicking on this link. (This link will expire in 72 hours).
Once you have clicked on the link, your email address will be verified and you will be navigated to the SSNO portal. From here you will be able to continue the registration process a
Please do not reply to this email. This email address is not monitored so we are unable to respond to any emails sent to this address

Kind Regards,

Pobal

U Once you click on the link within the email you will routed to the below page
where you will be required to sign in with your username and password to sign

in.

SSNO Portal

Home = Email Confirmed

Email Confirmed

Thank you for confirming your email.

To Login go to Sign In page.

SSNO Portal

#) Sign In Register

* Username
* Password

] Remember me?

Sign In Forgot Your Username/Password?




U If you have not completed the full verification process and proceeded to sign in

to the SSNO 2 Portal, you will be directed to the below screen.

Home > Email Address Not Verified

Email Address Not Verified

In order to access your HIF account you must verify your email address. You can do so by clicking on this link. By clicking on the link you will receive another
verification email. If you have not received an automated email from Pobal within 15 minutes of registering please check your junk/spam folder. Please follow

the steps outlined in the verification email.

If you are experiencing difficulties, please contact Pobal Client Services at onlinesupport@pobal.ie or at 01 511 7222.

Done

U Click on the link highlighted in the text and re-enter your email address (same

email that you registered with) to be resent the verification email.

Resend Email Confirmation

* Email

U Please note that you can reset your password, edit job title or change your email
address by selecting AProfiled within

required for any change in email address.
Please note that email verification will be required to any change in an email

address. An email will automatically be sent to the PAU/Operational user

notifying them that the user account has changed.

10
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S S N O POFta| My Programmes Events ‘

Secondary Users

Sign Out

My Programmes

Por‘tal “ ‘ My Programmes Knowledge Centre ‘ Events ‘ Q ‘

Home > Profile

Profile

e Your Information
D
B HiF Test
| | First Name * Last Name *

t Test

Profile E-mail * Phone
@pobal.ie 0871112233
& Security
Organisation Website

Pl ease click on AUpdated button to save an

11




PAU Authorisation and Onboarding

On completion of registration, you will be required to download, complete and re-
upload the PAU authorisation form. You will need to download the form by clicking

on the link and saving a copy to your device.

Once the document is completed and signed off, you will need to upload this to the
portal where Pobal will review the authorisation form.
Please note: Until Pobal has completed the review process; you will not have

permission to proceed further within the portal.

Home > Authorisation Form

Primary Authorised User Verification

Authorisation Form

PAU Authorisation Form.doox

Attach a File *
Ch\Users\aconneely\Desktopl, Browse..

Home > SSNO - Authorisation Form

Important Message

Your authorisation form has been uploaded and will now be reviewed by Pobal.
You will not be able to proceed any further on the portal while your form is under review

When your authorisation form has been successfully reviewed, you will receive an email notification

U You will receive an automated email once you have submitted your authorisation

form.

12




Dear PAU

Thank you for submitting your authorisation form. We will endeavour to revert to you within 5 working days in relation to your submission.
Please do not reply to this email. This email address is not monitored so we are unable to respond to any emails sent to this address.
Kind Regards,

Pobal

- N - -

U Once the authorisation form has been reviewed successfully by Pobal, you will

receive a confirmation email with a | ink

new Organisation) or on-board your Organisation (if an existing Organisation).

ear PAU
our authorisation form submission was successful.

he final step in the registration process is to provide your organisation’s details. Please click on this link to log into your MyPobal account and to
omplete this process.

lease do not reply to this email. This email address is not monitored so we are unable to respond to any emails sent to this address.

ind Regards,

obal

U In the event the authorisation form is not reviewed successfully, you will receive
an email directly from Pobal outlining the reasons as to why the form was not
reviewed successfully.

U Once the PAU has been approved by Pobal, you will need to on-board your
Organisation. If you do not have access to either your URN or On-boarding
code, please contact online support at onlinesupport@pobal.ie or call 01-
5117222.

SSNO Portal # | PAUARNI -

Existing Organisations

To complete the on-boarding process for your organisation, please enter your organisation URN and on-boarding code. Please contact onlinesupport@pobal.ie
or call 01-5117222 directly to obtain the unique on-boarding code for your organisation.

* Organisation URN

* On-Boarding Code

13
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Once the PAU has completed all the above steps they will be navigated to the

Landing page.

SSNO Por‘[a| # | My Programmes | Events | l | PAU National WC ~

My Programmes

Scheme to Support National Organisations

You can navigate to the different areas of your Programme from this page by clicking

on the button AScheme to Support Nat-i onal
20220

SSNO Portal # | MyProgrammes | Events | R | PAUARNI~

Home > My Programmes > SSNO - Programme Meas... > SSNO 2019-2022

SSNO 2019-2022

My Reporting My Programme info

14




Secondary Use&et up

Within the AMy Profileo section, the PAU wi

iSecondary Userso. It i s here that the PALU
them the relevant web roles including an Operational User role. The suggested

number of users is one user per role.

Secondary UserdNeb Roles

There are five web roles to choose from de

organisation.

Secondary User Type Description

Operational User This type of user can submit returns, create additional
usersmanage usero0s system pg¢
company notifications

Financial Reporting This type of user will only have the ability to read the
(Read Only) Financial Returns on the portal.

SENERHEIRE Jelgilas[/ll This type of user will have the ability to read and edit the
Financial Returns on the portal.

(Read and Edit)

BECPIESSEESIGICI  This type of user will only have the ability to read the
(Read Only) Progress Report on the portal.

G CEERRE Jolailas[/ll This type of user will have the ability to read and edit the

(Read and Edit) Progress Report on the portal.

Both the PAU and the Operational User can complete the following tasks:

U0 Submit both the Financial and Progress returns for the organisation.

U Receive notifications in regards to these returns.

U Add a new user/deactivate existing user. Please note that once the
PAU/Operational User deactivates an account, the user will no longer have
access to the Portal.

U Access the user record by clicking on it.

15
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U View contact details and web roles assigned. They cannot change Secondary
users contact details, Secondary users can make these changes themselves via
AMy Profil eo.

Remove and assign web roles. This will be outlined further on in this document.
A web role is essentially the system role currently assigned to a user.

Resend the email verification email to a user

c: c: c: c:

Only the PAU user will be able to view the contracts

Please ensure you add the correct details for the secondary user including
their email address, as this cannot be edited until the user verifies their email

address by clicking on the link within the Email they receive.

The secondary user will receive an email invitation using the email address entered
by PAU/Operational user. A link in the email will guide the secondary user to the

AUse@aame and Password set upo page.

When the PAU opens this section, the defaul't

organi sationds users as per below screenshot

AActive Userso they wil/| bfel catdi | vee tuos earcscoe sasn dd
User so.
Pl ease note AActive Userso |ist wildl i ncl ude

existing portal users already registered.

Secondary Users

i= Active Users— Create New User
PAU
Email
First Name 4+ Last Name Email Role Status Verified?
Profile Anne Finance/Admin  Active
Secondary Users Catherine Manager Active
FinadminNWC  Finance- Finadmin @testie Finance/Admin Active No

& Security Admin

16



Creating a New User

U Tocreateanewusericl i ck on the ACreate New User o I

Home > Profile > Secondary Users

Secondary Users

= Active Users~ Create New User

PAU Test
Email
First Name Last Name & Email Role Status Verifi
Profile Finance e Admin  Acti
N T T Adinictat o

U Please ensure you have completed all of the mandatory fields when completing

the secondary user set up.
U Please ensure you have provided a valid email address as a verification emalil

will be issued to the secondary user via the email address provided to complete

the secondary user set up.

SSNO - New Secondary User

PAU National WC User Information
First Name * Surname *
Profile
Role * Email *
Secondary Users v
& Security

Change Password Phone *

Change Email
Please ensure the above user’s information is correct before clicking “Next”. You will not be able to edit
this information after this point. All automated emails will be routed to the email address provided.
Next
0 Once all user i nformation has been provi|de

will be directed to the user web roles page where you must assign the relevant

web role via nAnAdd Rol eo.

17




Lookup Records

Search n

+ Name 4 Description A

Financial User (Read and Edit) This type of user will have the ability to read and edit the Financial Returns on the

portal.
Financial User (Read Only) This type of user will only have the ability to read the Financial Returns on the portal.
Progress User (Read and Edit) This type of user will have the ability to read and edit the Progress Report on the

portal.
Progress User (Read Only) This type of user will only have the ability to read the Progress Report on the portal.
SSNO - Operational User This role can submit returns, create additional users, manage user's system v

permissions and receive company notifications.

Selected Records

Cancel

it Select the relevant web role you wish to

Lookup Records

Search H

v  Name 4 Description A
v  Finandial User (Read and Edif) This type of user will have the ability to read and edit the Financial Returns on the
portal.
Financial User (Read Only) This type of user will only have the ability to read the Financial Returns on the portal.
Progress User (Read and Edit) This type of user will have the ability to read and edit the Progress Report on the
portal.
Progress User (Read Only) This type of user will only have the ability to read the Progress Report on the portal.
SSNO - Operational User This role can submit returns, create additional users, manage user's system v

permissions and receive company notifications.

Selected Records

Financial User (Read and Edit)»

U Then click ACreated to activate the wuser

18




SSNO - New Secondary User

User Web Roles

PAU National WC To give a new role, click add role. Please read all role descriptions to make sure you give the user the right

system access.
Add Role

Profile

Name Description
Secondary Users

Financial User (Read and Edit) This type of user will have the ability to read and edit the
Financial Returns on the portal.

& Security

Change Password

Change Email

U Once activated the secondary user will then receive a verification email inviting
them to register for the SSNO Portal. They will need to verify their email via the
link and this will direct them to the Username and Password setup page enabling
them to complete the registration process.

U If they have not received an automated email from Pobal within 15 minutes of

being set up please ask them to check their junk/spam folder.

You have been invited to register for the Scheme to Support National Organisations (SSNO) portal by PAU

The next step is to verify your email address. You can do this by clicking on this link. (This link will expire in 72 hours).

Once you have clicked on the link, your email address will be verified and you will be navigated to the SSNO portal. From here you will be able to continue the registration process a
Please do not reply to this email. This email address is not monitored so we are unable to respond to any emails sent to this address.

Kind Regards,

Pobal

SSNQ Portal

= Sign In Register

SSNO Portal Registration
* Username

* Password
All passwords must be minimum 8-12 characters long
and must contain characters from at least three of the
following four classes: uppercase, lowercase, digit, and

non-alphanumeric (special).

* Confirm Password

+ Confirm you have read and agree to the Pabal
—  Privacy Notice.

U Once the user sets their own username and password they are then routed to
the SSNO Landing Page.

19




ExistingSSN@@ontacts and Portal Users

As the PAU/operational user, you will be able to view and manage all SSNO
contacts and Portal Users in this section.

There are two different types:

U Existing contacts that are connected to your contract/organistion.
U Existing Portal users that are already registered and have a portal account.

To identity the above, you will need t

default view.

Email Verified? = Yes i this user has verified their email address and is a portal user
Email Verified? = No 7 this can be for one of the following reasons:

1. They are an existing contact only and have not been assigned a web role and
resent email verification to set up a portal account.
2. The PAU/Operational user may have created them as Portal users but the user

has not accessed their verification email and set up their portal account yet.

Home > Profile > Secondary Users
Email verified will identify to youl
which users are Portal users.

Clicktoadd a

List of X existing If Email Verified 2= Yes - this is new portal user
Secondary Users g

portal users If Email Verified 2 = No - this is role.

not a portal user.
Create New User

Email
Verified?

v converted into a portal user -
A PAU
|

Please see guide for steps to
follow.

First Name 4 Last Name Email Role Status

Profile Anne- Marie CEO Active No E
Secondary Users Finance Finance/Admin Active Yes E
FinanceReviewer Finance/Admin Active Yes E
& Security
James Development ~ Active Yes E
Change Password Officer
Change Email Jin Administrator  Active  Yes E
John Manager Active Yes E
Mick Board Member Active No E
Operational Administrator ~ Active Yes E
Progress Development  Active Yes E
Officer
ProgressReviewer Administrator ~ Active  Yes !
< >

o
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To convert an existing contact into a Portal user, you will need to:

0 Right click and AView Detail so.
it Add ARol eo0o as out 1 pleasedickihare tsreveew.s above
U To complete the process you will need to send an email verification to the user
by following the steps directly below.
U Once the user receives the email, they will open the link and be able to create a
username and password and access the portal ( depending on the web roles

assigned)

How to resend Email Verification to Secondary User

If the Secondary user requires the registration email to be resent by you this can be

completed by

U selecting the record in question

0O Sel ect the dropdown button at the end
Verificationé. The system wil/ resend

contact.

Deactivatiorand Reactivation of a user

U To deactivate a user, please open the user profile you wish to deactivate. Under

Web roles you wil/ see a button call ed

21

of
t h

n

De



