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Sign in with your 
account 

This should be the 
same email listed 
under the fund’s 

contact page 

Welcome to  

Are you a FUND manager? 

This tutorial will show you 
how to update your page  

in 5 steps! 

Step 1: 	



Once you are logged in,  
the fastest way to find 
your fund or program’s 
page by using our 
search tool.  

In the search results,  
click directly on the 
name of the funding 
body or program. 

Type the name of your 
fund/program and 
country. 

Step 2: 	



On your fund/program’s page, click on “Submit an Update” 

* In order to edit the page, you have to be listed as one of the contacts.  If you want to be 
added as an additional contact, please have the currently listed fund contact(s) email us 
with approval to add you. Alternatively, you can use the fund-log in (to be implemented).  

* 

Step 3: 	



On the left side:  

You will see what is currently 
published 

Step 4: 	

On the right side: 

- Type the information as you want it 
to be displayed. 
- If you don’t want any changes, leave 
the text as it is. 
- Please fill in all of the sections as it 
will make your page more accurate 

This is the self-update procedure.	



When you are finished typing in your changes,  click the “Submit 
Update” button at the bottom of the page. Do not forget to click, as 
your changes will not be saved otherwise. 

Your update form will be sent to the Olffi team for approval before 
being published. It may take a few days before you see them live.  

Step 5: 	



The pending update 
status will appear if 
you go back to the 

update form. 

You’re finished! 

Now just wait for 
approval. 

Thank you for using 

Don’t forget to add us on our social media 
accounts, download our APP,  

and like our page! 


