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ALAN PORTAL USER’S GUIDE 
 
Welcome to American Logistics Aid Network (ALAN).  ALAN offers you an easy 
way to make a donation to relief organizations that are assisting the victims 
during a time of crisis such as a hurricane, flood, fire, or tornado.   
 
Connect to the Alan Web Portal 
• You do not need to register to make a donation.  Simply follow the link 

www.alanaid.org and click on Relief Needs. 
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Donating Based on Needs 
• You will be looking at a screen that shows all needs that have been 

published on the ALAN portal. 
• You can use the page numbers to browse through all un-met needs that 

have been listed. 

 
 
Sorting and Searching for Un-Met Needs 
• If multiple pages of needs have been requested, then it might be helpful to 

use the sort or search functionality to expedite your donation.   
 
Sort 
1. You may sort your selection by any of the fields displayed on the initial needs 

page (Reference Number, Priority, Description, Category, Sub-Category, 
Recipient, Minimum Quantity, Unit of Measure, and Respond by Date). 

2. The blue arrow below points to the row of column titles. Click on the column 
title for the field by which you wish to sort the data.   
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Search 
1. You may search based on categories, descriptions, or recipient 

organizations.  You may fill out all or only one of the search criteria.  
2. Select or enter your search parameters and click on the button labeled 

“Search”. 

 
 

Reviewing and Donating to a Need 
• Once you have located a need you can review the details of the request 

and submit your donation. 
 
Review Needs 
1. Locate the row for the selected need and click the “Details” button on the 

left part of the screen.  
2. The details associated with that need will be listed below the needs records.  
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Selecting a Need for Donation 
1. Locate the row for the selected need and click the “Donate” button on the 

left part of the screen. You will be directed to a screen where you can enter 
the details of your offer. 

 
 
Entering Donation Details 
After selecting “Donate” for a need you will be directed to a screen where you 
can enter the details of your offer. Fields for which information is already 
provided are grayed out.   
1. Enter the details of your donation; be as specific as possible.  Requesting 

agencies make determinations on whether or not to accept your donation 
based on the information you provide.   The fields in the following box are 
required: 
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2. Pay special attention to the fields in the blue boxes in the screen shots below.  
Make sure you have field these fields out correctly as they include storage 
and transportation requirements, including how the products will be moved 
to where they are needed.  These fields include Storage Requirements, 
Transportation Requirements, Transportation of Donation, Drop Trailer 
Offered, donation packaging, etc.  

 

 
 
 
3. Also note that the drop trailer offered field defaults to YES and that the tax 

receipt required defaults to NO.   Make sure you change these fields if 
needed.  
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4. Click the “Submit Donation” button.  You will receive a confirmation page. 

 
 
Hints: 
 
You can click on the “Need Details Tab” to see all of the information associated 
with the request. 
 
To see which fields are required, scroll to the bottom of the screen and click on 
the “Submit Donation” button.  This will place red asterisks beside required fields. 
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Donating to Additional Needs 
• To review the needs page at any time, select “Give” then “Product” from the 

toolbar. Follow the steps above for Reviewing Needs, Selecting Needs, and 
Entering Donation Details. 
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Making a General Donation without a Need 
• You can offer a donation even if there is no existing need showing on the 

portal. 
• If you are not on the original needs screen you reached after going to 

product donations, select “Give” then “Product” from the toolbar, just as 
described in the previous section. 

•  Click the “Donate” button on the top left part of the screen. 

 
 
• Enter the details of your donation; be as specific as possible.  Requesting 

agencies make determinations on whether or not to accept your donation 
based on the information you provide.  

 
• Click the “Submit Donation” button.  You will receive a confirmation page 
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Becoming a Registered User 
• Member companies can have registered users created on the ALAN portal.  
• Registered Users gain the ability to run reports to show what they have 

donated, and to whom. They also gain the ability to set up email notifications 
to find out when needs are requested that meet specified categories.  
Another benefit of being a registered user is that your contact information will 
be pre-populated when you make a donation while logged in.  

• To become a registered user you must contact your member association’s  
ALAN contact person.   

• They will have you complete a User Registration Form that they will pass to 
their ALAN Point of Contact.   

• The APC will submit the form to have the user registered.  This can take up to 
48 hours.  


