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Process Overview         

General Process Overview 

 

See below for more details on application process 

Funded Project Application Process  

 

▪ Required documents for funded applications:  
o Captain upload: Store quote 
o Nonprofit upload:  

▪ Certificate of Liability Insurance (COI) is required for all funding 
applications 

▪ For funding requests greater than $25,000, the Board of Directors listing 
and most recent Form 990 are required 
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Volunteer-only Project Application Process 

 

▪ No required documents for funded applications for volunteer-only applications  

Site URLs             

▪ Captain Site: https://admin.joindeed.org/ [admin.joindeed.org]  

o Enter your Home Depot email address  

▪ Note: For those with generic or shared email addresses, please enter this email 

o Click “The Home Depot Foundation Company log in” button  

o Enter your Home Depot username (formerly known as LDAP) and password 

▪ Associate Site: thd.co/volunteer 

 

  

https://urldefense.com/v3/__https:/admin.joindeed.org/__;!!HR4Zk_QqkEPgHrsGXw!xEilgyZ_Ls7_Dz82toQWObYf-C-5HP4U9aZMGFMqohsnauVTqopoD1kyO88u-4-X_m8synEw4dGF5RGVS4at5co7MRecH3w$
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How to Submit a Funded Application (Captains + Nonprofits)       

1. Login to the VMS portal here   

a. Enter your Home Depot email address  

i. Note: For those with shared email addresses, please enter this email 

b. Click “The Home Depot Foundation Company log in” button  

c. Enter your Home Depot username (formerly known as LDAP) and password 

2. Select the Access the Team Depot project application portal button next to “Submit a 
Team Depot Project Application” at the top of the screen   

  
3. Determine if you are applying for a funded or volunteer-only project and select Click Here 

to Apply under the corresponding title   
 

  
a. Note, if you ever navigate to a different screen and want to return to this landing 

page, select Programs in the top menu ribbon  
4. Select Apply 

https://admin.joindeed.org/
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5. Name your project  
a. Name the project with the location/department and then short project description 

(e.g., Store 121 - Spring Habitat Build, D26 – Foodbank Day, Culture Team – Trees 
Atlanta Project, etc.).  

6. Select Eligibility Check 

 

a. Please note there is a known ‘screen lag’ of ~ 5 seconds when you click on this (due 
to the size of the available nonprofit listing). You do not need to refresh your screen 

7. Complete the eligibility acknowledgement, select your partner organization, and click Next 
a. Note: if someone selects “I disagree”, their application will be declined 

automatically 
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8. Click Mark as Complete 
a. Note: at the end of each application section, you will be asked to Mark as Complete 

once you have entered your answers & hit next.  

 

9. Your first completed section is now displayed. Scroll down and click the right arrow to move 
to the next section (or select the next section on the left side of the screen) 

10. Complete each of the sections labeled “Team Captain”  
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11. For funded project applications, ensure you’ve added your primary partner organization 
(nonprofit) contact as a collaborator to the application to allow them to complete their 
portion of the application.   

a. Select "Back to application" in the top left corner and then Add Collaborator. Here, 
please enter the name and email address of your primary contact at your Partner 
Organization. This will trigger an email to them inviting them to collaborate on this 
application with you.  

b. Reminder - if you are requesting more than $25,000 in funding, please ensure the 
authorized partner organization signer has been added as a collaborator in addition 
to your primary partner organization contact (if they are different people).  

12. The partner organization will receive an email inviting them to the application. They must 
click Join Now from the email to gain access to the application.  
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13. The partner organization will complete each of their relevant sections, labeled “Partner 
Organization”  

 

14. Once the partner organization completes their sections, the Captain will receive an email 
notification to go back in, review the partner’s inputs, and submit the application 

a. Note that emails will come from “noreply@mail.smapply.net”. See an example 
email below  
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15. The Captain can log back in, review the partner organization inputs for alignment, and 
complete their acknowledgement 

 

16. The last step is to click Submit 
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17. The Captain, Captain’s leader, partner organization contact, and any other emails added for 
visibility will receive an email confirming submission. Everyone will also receive a second 
email with Team Depot’s review decision.  
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How to Submit a Volunteer-Only (no funding) Application (Captains)     

1. Login to the VMS portal here   

a. Enter your Home Depot email address  

i. Note: For those with shared email addresses, please enter this email 

b. Click “The Home Depot Foundation Company log in” button  

c. Enter your Home Depot username (formerly known as LDAP) and password 

2. Select the Access the Team Depot project application portal button next to “Submit a 
Team Depot Project Application” at the top of the screen   

  
3. Determine if you are applying for a funded or volunteer-only project and select Click Here 

to Apply under the corresponding title   

  
a. Note, if you ever navigate to a different screen and want to return to this landing 

page, select Programs in the top menu ribbon  
4. Select Apply 

https://admin.joindeed.org/
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5. Name your project  
a. Name the project with the location/department and then short project description 

(e.g., Store 121 - Spring Habitat Build, D26 – Foodbank Day, Culture Team – Trees 
Atlanta Project, etc.).  

6. Select Eligibility Check 

 

7. Complete the eligibility acknowledgement, select your partner organization, and click Next 
a. Note: if someone selects “I disagree”, their application will be declined 

automatically 
8. Click Mark as Complete 

a. Note: at the end of each application section, you will be asked to Mark as Complete 
once you have entered your answers & hit next.  
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9. Your first completed section is now displayed. Scroll down and click the right arrow to move 
to the next section (or select the next section on the left side of the screen) 

10. Complete all sections  

 

a. Note: Captains will not invite partner organizations to edit a volunteer-only 
application, but the primary partner org contact will receive a copy of the 
submission email for visibility   

11. Once all your sections are complete, the last step is to click Submit 
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12. The Captain, Captain’s leader, partner organization contact, and any other emails added for 
visibility will receive an email confirming submission. Everyone will also receive a second 
email with Team Depot’s review decision.  
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Managing the project registration page (Captain)      

How to edit the project registration page details 

1. Navigate to https://admin.joindeed.org/ [admin.joindeed.org]  and login  
a. Enter your Home Depot email address  

i. Note: For those with shared email addresses, please enter this email 
b. Click “The Home Depot Foundation Company log in” button  
c. Enter your Home Depot username (formerly known as LDAP) and password 

2. Select Manage Deeds from the left-hand menu  

 

3. Find your event – either scroll the page, or utilize the filters + search function 

 

https://urldefense.com/v3/__https:/admin.joindeed.org/__;!!HR4Zk_QqkEPgHrsGXw!xEilgyZ_Ls7_Dz82toQWObYf-C-5HP4U9aZMGFMqohsnauVTqopoD1kyO88u-4-X_m8synEw4dGF5RGVS4at5co7MRecH3w$
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a. Note – Selecting the “Created by me” button will automatically filter to only projects 
you have an approved application for  

4. Click on the event and view the details. To edit, click Edit Details  

 

a. Note: there are some sections available in the “Edit Details” page that are not 
relevant to Team Depot. Please bypass these. Any necessary field has been auto-
populated for you from the project application  

5. When you are done editing, click Submit at the bottom of the page  
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 Communication  

▪ How to invite associates from the Captain portal 
o Once you have navigated to the event page in the Captain portal, click the Invite 

button in the bottom right corner 

 

o There are a few ways you can invite associates: 
• Option 1 – type in an individual name and select them from the drop down 

list. For people with the same first and last name, double check their 
location to select the right person! Then, click the box next to their name to 
“select” them.  

 
• Option 2 – select a group of people you wish to invite. Select a store district, 

Management Level 3 (generally, SVP level), or a specific location.  
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o CAUTION! Please note, by selecting a group, you will be sending an 
email invitation out to every person in this group.  

 
• Option 3- upload a file of specific associates you wish to invite. You must 

include at least three columns – First Name, Last Name, and Email.  

 
o Scroll down, select the ‘role’ you want to invite them to, and click Invite Attendees 

▪ What emails does the system automatically send out? 
Reminder that emails will only be sent to associates who have a THD email address or who have 
added a personal email address to their profile 

o Project registration confirmation email  
o Project registration cancellation email (if applicable)  
o Project details update email (if Captain edits project details)  
o Project reminder – 24 hours  

▪ How to send a custom email to the registered volunteers     
o From the Manage Deeds tab, navigate to your project page and select Contact 
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o Draft your email into the window below that pops up. Leave anything in brackets 

(e.g., [Volunteer Name]]) as is and the system will populate this.  
o Note: only associates who have a dedicated Home Depot email address or have 

added an email to their profile will receive this message 
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Registration 

▪ Can the associates register themselves for the volunteer project?  
o Yes! They should login to thd.com/volunteer with their Home Depot username 

(formerly known as LDAP) and password  
o Navigate to the project they are interested in  
o Click “sign up for shifts”, complete the Team Depot waiver, and confirm their desired 

volunteer shift  
▪ Can I register an associate on their behalf?  

o Yes, you can ‘add’ or register them to the volunteer event via your Captain portal! 
Note – this will only send them a confirmation email if they have an email on file  

o Once you have navigated to the project page in the Captain portal, click the Add 
button in the bottom right corner 

 

o There are a few ways you can add associates: 
• Option 1 – type in an individual name and select them from the drop down 

list. For people with the same first and last name, double check their 
location to select the right person! Then, click the box next to their name to 
“select” them.  
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• Option 2 – select a group of people you wish to add. Select a store district, 

Management Level 3 (generally, SVP level), or a specific location.  
o CAUTION! Please note, by selecting a group, you will be registering 

every person in this group for this event (indicating they are attending 
the project). There is no way to reverse a ‘bulk add’, so please use 
this function with caution.  

 
• Option 3- upload a file of specific associates you wish to add. You must 

include at least three columns – First Name, Last Name, and Email.  
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▪ Scroll down, select the ‘role’ you want to invite them to, and click Add Attendees 

▪ How can I see who has signed up for the project? 
o Once you have navigated to the project page in the Captain portal, click the 

Attendees tab in the top left corner 
o In this screen, you can see who has registered for your project, along with how many 

open spots you have left  

 

Project registration page visibility  

▪ How do I restrict visibility to the project registration page by location? 
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o From the Manage Deeds tab, navigate to your project page and select Edit Details  

 
o Under the project address, find the text box labeled “If this event should be available 

only to users from a specific location, select the location here:”  

 

o Type in the location number or name you want to limit visibility to and click the box 
next to the correct location 

 

o IMPORTANT NOTE: by selecting this location(s), no one with a different work 
location in Workday (HR system) will be able to see this project. Ensure you have 
considered all possible attendees’ Workday work locations (e.g., district managers 
are not normally tied to a store location).  

o Select Submit at the bottom of the page to apply changes 
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▪ How do I restrict visibility to the project registration page to only be visible to specific 
associates?  

o From the Manage Deeds tab, navigate to your project page and select Edit Details  

 
o Scroll to section #12 and select “Link only: only users with access to the link can 

view” 

 
o Scroll to section #12 and select “Link only: only users with access to the link can 

view” 
o Select Submit at the bottom of the page to apply changes 

 

o Click View in App and send this project page URL to associates to you want to view 
the project  

o IMPORTANT NOTE: by turning this on, no one will be able to search for the project in 
the associate portal. The only way associates will be able to find the project page is 
by clicking on the shared link   

Steps to Check-in on Project Day          

▪ How do associates check themselves in on project day?  
o Open thd.co/volunteer in your web browser or mobile app and click the blue “Check 

In” banner at the bottom of your screen  
o Additional notes: 
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▪ The associate may have to enable location services to check in on their 
phone  

▪ Geofencing ensures volunteer is within valid project address radius and will 
not allow check in until it recognizes the associate is within this radius  

▪ How do Captains check registered associates in on their behalf? 
o Navigate to the project page in the Captain portal and click the Attendees tab in the 

top left corner 
o From here, you can click Check In next to anyone that is present at the project 

 
▪ How do Captains register + check in walk-up (non-registered) associates? 

o Once you have navigated to the project page in the Captain portal, click the Add 
button in the bottom right corner 
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o Then search for their name, select the correct associate (a purple checkmark will 
appear next to their name), select the applicable ‘role’ you want to sign them up for, 
and click Add Attendees 

o Note – once the project has started in the system associates will not be able to sign 
themselves up. Only a Captain can add someone to the project after the start time 
has passed 

 

 


