
 
 
This User Guide describes how to access and use the online submission tool to submit a 
project. Read the instructions carefully and you should have no problems submitting your 
project. 

Login, registration and accessing the submission tool 
1a. From the Start Page http://www.volvoadventure.org/home.aspx click Login if you already have a 
registration (one registration per project). Now see step 4. 
 
1b. Click Register if you are not yet registered or if you want to create a registration for a second project. 
 

 
 
2. When registering for the Environment project competition, your team members need to be over 13, if they are 
not,  can register for Bob the Bunny’s Cartoon competition via the link shown. 
 
3. Fill in all of the required details, and Be sure that you enter a working email address so that we can contact 
you if required. Click Submit when finished. 

http://www.volvoadventure.org/home.aspx


 
 
 
4. To login, simply enter the Login name and Password that you filled in the registration form and click 
Submit. 
 

 
 
5a. Now that you've logged on you can see your login name and project status at the top right of the screen. 
5b To start submitting your project, simply click on Work with your project. The next sections describe the 
steps for submitting a project. 
 

 



 

Step – 1 Enter your project team details 
1a. Team Type: Choose 
School if your team is made up 
of students working through 
your school. 
Choose Group if you are 
working as part of a youth 
group. 
 
1b. Teacher/leader name: 
Only one adult supervisor can 
be the team leader; enter their 
name here. 
 
1c. School/group name: If 
your Team type is School, 
enter your school’s name, or 
enter the name of your Group. 
 
1d. Project topic: Choose a 
topic that suits your project – 
Waste, Energy, Biodiversity, 
Water or Transport. 
 
1e. Project name: Enter a 
Title that suits your project. 
 
1f. To add a team member, 
enter their Name, Surname 
and Age. Then click the Add 
member link. 
 
1g. To delete a member, click 
the Delete link next to their 
name.   

2a. Show team in Gallery: Click the box to activate this option. When activated, the names of your team 
members will be shown in the project gallery after your project has been published. 
 
2b. Postal address 1, Postal address 2, Post/Zip code: Enter all of your postal address information in these 
fields. We will use these to contact you and send your Diploma for entering the project. 
 
2c. Email address, Telephone, Fax number, Country: Enter a Telephone number, Fax number and E-mail 
address where we can contact you; this does not have to be the same email address as the one used when 
registering. The Country should be the same as the one used to register. 
 
2d. Save: Always click Save after making any changes to information on this page. 
 
2e. To add an attachment, click the Browse to locate the file on your computer. Next, enter a File description 
and simply click Add new attachment. You can add a maximum of two attachments. Each attachment can not 
be bigger than 2mb and must be of file types: .doc, .pdf, .ppt, .xls, .txt, or .pps. 
 

 Remember: All texts should be written in English. 
 
---------------------------------------------- Click Next Step to go to step 2 ------------------------------------------------- 



 

Step – 2 Enter your project subject 

 
 
3a. Notes: This section indicates how many words you can enter, the number of images (photographs, pictures of 
graphs etc) that can be uploaded and the size and type of files. The section below describes what we expect your 
text to tell us about your project. 
 
3b. Text Input area: Type in your text here. The tools allow you to change text formatting, e.g. bold texts, 
numbering, bullets, font, italics and alignment. Do not paste images here. Add hyperlinks to external websites if 
required. 
 
3c. Save: Always click Save after making any changes to the information on this page. 
 
3d. To add a photograph (including images of graphs etc), click Browse to locate the file on your computer. 
Next enter a Photo description and simply click Add new photo. You can add up to two photographs. These 
can be up to 500kb in size and of file types .jpg, .bmp, .png or .gif. 
 

 Remember: All texts should be written in English. 
 
---------------------------------------------- Click Next Step to go to step 3 ------------------------------------------------- 
------------------------------------------- Click Previous Step to go to step 1 ----------------------------------------------- 
 



 

Step – 3 Enter your project objectives 

 
 
4a. Notes: This section indicates how many words you can enter, the number of images (photographs, pictures of 
graphs etc) that can be uploaded and the size and type of files. The section below describes what we expect your 
text to tell us about your project. 
 
4b. Text Input area: Type in your text here. The tools allow you to change text formatting, e.g. bold texts, 
numbering, bullets, font, italics and alignment. Do not paste images here. Add hyperlinks to external websites if 
required. 
 
4c. Save: Always click Save after making any changes to the information on this page. 
 
4d. To add a photograph (including images of graphs etc), click Browse to locate the file on your computer. 
Next enter a Photo description and simply click Add new photo. You can add up to six photographs. These can 
be up to 500kb in size and of file types .jpg, .bmp, .png or .gif. 
 

 Remember: All texts should be written in English. 
 
---------------------------------------------- Click Next Step to go to step 4 ------------------------------------------------ 
------------------------------------------- Click Previous Step to go to step 2 ---------------------------------------------- 
 



 
 

Step – 4 Enter your project research 

 
 
5a. Notes: This section indicates how many words you can enter, the number of images (photographs, pictures of 
graphs etc) that can be uploaded and the size and type of files. The section below describes what we expect your 
text to tell us about your project. 
 
5b. Text Input area: Type in your text here. The tools allow you to change text formatting, e.g. bold texts, 
numbering, bullets, font, italics and alignment. Do not paste images here. Add hyperlinks to external websites if 
required. 
 
5c. Save: Always click Save after making any changes to information on this page. 
 
5d. To add a photograph (including images of graphs etc), click Browse to locate the file on your computer. 
Next enter a Photo description and simply click Add new photo. You can add up to two photographs. These 
can be up to 500kb in size and of file types .jpg, .bmp, .png or .gif. 
 

 Remember: All texts should be written in English. 
 
---------------------------------------------- Click Next Step to go to step 5 ----------------------------------------------- 
------------------------------------------- Click Previous Step to go to step 3 --------------------------------------------- 
 



 

Step – 5 Enter your project action plan 

 
 
6a. Notes: This section indicates how many words you can enter, the number of images (photographs, pictures of 
graphs etc) that can be uploaded and the size and type of files. The section below describes what we expect your 
text to tell us about your project. 
 
6b. Text Input area: Type in your text here. The tools allow you to change text formatting, e.g. bold texts, 
numbering, bullets, font, italics and alignment. Do not paste images here. Add hyperlinks to external websites if 
required. 
 
6c. Save: Always click the Save link after making any changes to information on this page. 
 
6d. To add a photograph (including images of graphs etc), click Browse to locate the file on your computer. 
Next enter a Photo description and simply click Add new photo. You can add up to two photographs. These 
can be up to 500kb in size and of file types .jpg, .bmp, .png or .gif. 
 

 Remember: All texts should be written in English. 
 
---------------------------------------------- Click the Next Step link to go to step 6 ----------------------------------------- 
------------------------------------------- Click the Previous Step link to go to step 4 --------------------------------------- 
 



 

Step – 6 Enter your project results 

 
 
7a. Notes: This section indicates how many words you can enter, the number of images (photographs, pictures of 
graphs etc) that can be uploaded and the size and type of files. The section below describes what we expect your 
text to tell us about your project. 
 
7b. Text Input area: Type in your text here. The tools allow you to change text formatting, e.g. bold texts, 
numbering, bullets, font, italics and alignment. Do not paste images here. Add hyperlinks to external websites if 
required. 
 
7c. Save: Always click the Save link after making any changes to information on this page. 
 
7d. To add a photograph (including images of graphs etc), click Browse to locate the file on your computer. 
Next enter a Photo description and simply click Add new photo. You can add up to two photographs. These 
can be up to 500kb in size and of file types .jpg, .bmp, .png or .gif. 
 

 Remember: All texts should be written in English. 
 
---------------------------------------------- Click the Next Step link to go to step 7 ----------------------------------------- 
------------------------------------------- Click the Previous Step link to go to step 5 --------------------------------------- 
 



 

Step – 7 Enter your project summary 

 
 
8a. Notes: This section indicates how many words you can enter, the number of images (photographs, pictures of 
graphs etc) that can be uploaded and the size and type of files. The section below describes what we expect your 
text to tell us about your project. 
 
8b. Text Input area: Type in your text here. The tools allow you to change text formatting, e.g. bold texts, 
numbering, bullets, font, italics and alignment. Do not paste images here. Add hyperlinks to external websites if 
required. 
 
8c. Save: Always click the Save link after making any changes to information on this page. 
 
8d. To add a photograph (including images of graphs etc), click Browse to locate the file on your computer. 
Next enter a Photo description and simply click Add new photo. You can add up to twenty photographs. These 
can be up to 500kb in size and of file types .jpg, .bmp, .png or .gif. 
 

 Remember: All texts should be written in English. 
 
---------------------------------------------- Click the Next Step link to go to step 8 ----------------------------------------- 
------------------------------------------- Click the Previous Step link to go to step 6 --------------------------------------- 
 



 
 

Step – 8 Submit your project 
Simply click Submit project when you are sure you have finished filling in your project topics and adding your 
files to upload. 
 

 
 
We will then look over your project before publishing it to the Project Gallery. Since many submissions come in, 
that may take a day or two depending on how close to the deadline you submit your project. 
 
-----------------------------------------------------------END---------------------------------------------------------------------- 
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