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Session Overview

 Operoo (Intro, privacy & how it works)

« Different Views (depending on access level)
 Updating Group Details

e Staff

 Adding Staff

* Assigning Staff to Sections

« Removing Staff

* Setting up events and activities

 Where do | go for help?

NB: Above tasks all need to be completed on a desktop computer 3“ ;
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Introduction to Operoo

Operoo is a tool for parents to share important
Information with Leaders:

 Health information

 Permission forms

* Any additional needs which may require
adjustments such as children with learning
conditions or non-neurotypical children
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Operoo and privacy

Data iIs stored in Australia.
Sophisticated security measures are used.

Information about this, along with their Privacy Policy, Is
avallable on their website.

Operoo Is subject to the provisions of the Privacy Act
and the Australian Privacy Principles.

Scouts Victoria are permitted under the Privacy Act to

share information within the entity *?
404‘
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How Operoo works

* [he profile in Operoo is generated overnight from
Extranet once a member is approved.

« Under 18 the profile is generated from the email provided
In the primary contact field.

* |f over 18 the profile generates from the members record.

Parental Detail(s): Relationship

s
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How Operoo works ....

Changes to the Operoo Profile -will not update records in
Extranet.

Changes to an Extranet record will only update in Operoo
if:

o A youth changes formation or group

o A youth member leaves, the profile is removed
automatically

#
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Sharing an Existing Profile

Shari

O

ng a profile will only wo
'he profile is fully completeo

O

k when

'he name and the email add

ress for the profile is the

exactly the same as the information in the share
request from Scouts Victoria

s

Sl



Understanding Profile Colours

Profiles

WHITE

Medical profile Medical profile Managed locally =~ No email address A selected profile
not received received or email bounced

J.¥
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Medical Opt-Out

All Members (25 of 25 Members)

= CareMonkey Grammar School

Actions

' Actions

Mio Mecormick || Mora Mcsween || - Mama Mor Pete Pinales Anna Smith
(Anne)

medical-opt-ouf b—

Use comma as a separator for multiple tags

Process h—

s ] o o

Iove members in


https://downloads.intercomcdn.com/i/o/80308056/082efc0aef65bba9899a3880/Select+Profiles+-+Oct.png
https://downloads.intercomcdn.com/i/o/80308280/ecb2d084569b2507fa929434/Add+manual+tags.png
https://downloads.intercomcdn.com/i/o/80308480/a7339611f394a2e6591735a0/Add+manual+tags+Save.png

‘J Operoo Central - ® Home Recent~ Formlibrary eForms~ News MyAccount~ Help~ @ Sign Out

Operoo Home

You have no current requests

Responded
Greensborough Pizza and Presentation Afternoon COVID-19 Vaccination Status Youth COVID-19 Vaccination Status
Requested for Nastasia ZOBEL Requested for Turin ZOBEL Requested for Owyne Zobel
Responded on 13 Nov 2021 Responded on 01 Nov 2021 Responded on 15 Oct 2021

VIEW RESFONSE VIEW RESPONSE VIEW RESFONSE

View all eForm responses ‘ e n t ra I
My Profiles + Add Profile Vi

Nastasia ZOBEL Owyne Zobel Turin ZOBEL
Female, 14 year old Female, 39 year old Male, 17 year old * This is the view that a
Section Leader or Parent will
oL LMEOL o8 see - It is also the view for
your personal information as
an administrator
Profiles Shared with Me
No profiles shared from family and friends.
J.‘
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Updating Group Detalils

>

PieN 1ST DEER PARK -
Actions ~

All Members (1 of 1 members)

Y Z m No Filter

To update Group details
you will need to be the
administrator for you
Group/ Formation

A o G B4

When you log in as an
administrator this is the
view you will get

& 0>

* Administrator = LIC of Group/District/Region Y
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Updating Group Detalils

Many Groups are still sending
information from the Executive
Manager and an old email

address.
Administrator name*

Jon McGregor

0

Administrator title

Executive Manager

Administrator email*

caremonkey@vicscouts.asn.au

This should be your
name, the title of your
role (ie Group Leader)
and the generic Scouts
Victoria email for your
Formation

.\
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Updating Group Detalils

Staff Permissions

Individual Staff Permissions (applies to new staff)
The permissions have been moved to individual staff settings. The

(] Allow new staff to create eForms

(] Allow new staff to enable eForm

Allow staff to send SMS messages

(] Allow staff to send Push notifications
Allow staff to send Emails
Allow staff to take roll calls

Allow staff to create news articles

Injury Reporting
To allow injury reporting, please contact your hierarchy administrator.

A bit further down the
Group settings page is the
Staff permissions section

To allow your Staff
(Leaders) to be able to
create and enable eForms
you will need to make sure
this is ticked

Don’t forget the Save button
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Staff

*We first need to check
if a Leader has already
been added as a staff in
Operoo and if there are
any outstanding issues,
before we can add

*We also need to make
sure that a staff is set
Profiles .
up in the correct
WHITE .
— formation / level

D

. B

~ = v

2

(
Connor Jackson
Allwood Arundale

@ = @ =

.\

Medical profile Medical profile Managed locally =~ No email address = A selected profile
not received received or email bounced
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Staff

._I P- I_ r'.-"| rl"-

As one of these staff
profiles is appearing
red — that indicates an
Issue with the email.

To fix this we need to
edit the profile.

Click on the 3 lines
(hamburger)

v
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A pop up screen of the
details will appear
You can see that the permissions (1)

Member Request From Tags (0)

— Not Set | Show Groups and eForms

We need to click on
Edit Staff and then
update the emall
address

User Account Details

User has not yet created an

account

.\
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Staff

Charyne Zobel Click on the 3 lines

B@ (hamburger)

Once the email is
updated the profile
colour will change to
White or Blue and you
are good to go

Now remember before
we saw how to update
to allow for new Staff to
be able to create and
enable eForms?

After a change you may
have to update these
permissions individually

.\
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We can see that this
staff member has 1
permission

By clicking on this we
can see what that
permission Is

And we can edit these
permissions for
individual staff (Leader)
if necessary

Just click the pencil and
then tick or untick the
appropriate boxes.

Staff

o

o This member belongs to the independent group named:
Staff Profile )

All eForm Responses

Audit Trai

Injury Reports

Private Notes

Edit Groups and eForms

nload Action Plan

Permissions (1)

Create Parent and Student eForms

Tags (0)

.\
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= This should show
Addlng Staff as your Group

/District/Region

Staff in Operoo need
to be added and
removed manually by
an Administrator

This is not automatic
based on a Leaders
role in Extranet

We first need to go to the Staff

We are not adding a section in Operoo
medical profile, we
are adding a
permission level

Scouts



Staff = in staff

area of Group/ Adding Staff

District/ Region

Scouts Victoria staff ~

Actions

Add single staff

Type in details for one person

Add multiple staff (or modify existing)

Upload a spreadsheet

Add photos of members/staff (or modify existing)

Upload and manage photos that are used while displaying your members

Modify staff IDs

Upload a csv file

Before adding a staff
profile you will need the
following details:

« Members Name
 Email Address (same
one they already use

for Operoo)

« Membership Number

.\
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Adding Staff

Fill in the Name, Member Number
and Email Address

* If the member is only needed as a staff for a small
amount of time please also fill in the auto-archive date

—Profile request details

Email address used for initial profile request* @

Mobile Phone Number

First name’* Last name”*

Auto-archive member on

(J Manage this profile locally (don't use Operoo for this profile)

Send Medical Reminder Emails

Use default group setting (currently 2 days) v

* |f you forget to add the
email address, you will still

~Secondary notification-only contact (optional)

Secondary email address for notification only

Secondary mobile number for notification only

be able to add the staff
profile but the member will
not be able to access any
detalls.

.\

Click Save Scouts
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Adding Staff

1ST DOOKIE staff ~

Actions =

Staff you have added

will appear here
Owyne Zobel

[&] =

A white or blue profile is good and a
pink/red profile means that there is
an issue with an email address

Now that we have added the
Staff we need to assign them to
the relevant section.

To do this we need to go back to

the members page
3‘\;
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Assigning Staff

Actions v All Youth Members (0 of O Youth Members) ?

u v W X

We can now
see the staff
we added In

the staff
Groups Active v eForms ® Staff Assignments assi gnme nts

You have no members, add some by clicking Add above.

@ \edical section

You have no Staff with "All Youth
Members" a

i 393 ; & O=
4. :8% | 2nd Mornington Sea Scouts () =
:;; AH

- s | Cubs

228 I Joeys Owyne Zobel =
- :@% | LDR

- :@% | Rovers

Staff below do not have access to this Organisation

;& | Scouts

- 2% | Venturers
[
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| [ |

Assigning Staff
Actions v All Youth Members (0 of O Youth Members) (? ClICk on the 3
MES
(hamburger)
on the staff
member you
wish to

You have no members, add some by clicking Add above.

Groups Active v eForms ® Staff Assignments

B) Medical I
wedea You have no Staff with "All Youth a SS I g n

Members" access

i 382 | 2nd Mornington Sea Scouts ‘- O =

- 82 | AH

Staff below do not have access to this Organisation

1% | Cubs
& | Joeys Owyne Zobel ’
- &% | LDR

- :8% | Rovers

- &% | Scouts

& | Venturers

.\
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When the
POp up
screen
appears,
tick the
relevant
section
you wish
to assign
the staff
member
to.

Assigning Staff

Owyne Zobel - owyne.zobel@scoutsvictoria.com.au
To see and edit other details of Owyne Zobel, use the Staff link on the side bar.
Owyne Zobel has access to the following groups

2nd Mornington Sea Scouts

Joeys
N

Rovers

Scouts

Venturers

.\
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| |
Assigning Staff
Actions + Cubs (0 of 0 Youth Members) ©)

viwixlYiZ K We can
No members to display nOW See
the staff
member

Groups Active v eForms ® Staff Assignments haS been

Owyne Zobel E aSSigned tO

the Cub
a.. =;= | 2nd Mornington Sea Scouts ‘- o — SeCtIO N

::; AH

181 Medical

- s | JOeys Staff below do not have access to this Group

e 203 I LDR

- 1% | Rovers

- :&% | Scouts

... 28 | Venturers

.\
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Re m OVi n g Staff This should show

as your Group
Staff in Operoo need /District/Region
to also be removed
manually by an
Administrator

This I1s not automatic
based on a Leaders
role or retirement in
Extranet

We first need to go back to the
Staff section in Operoo

We are not removing
a medical profile, we
are removing a
permission level

Scouts



Removing Staff

Click on the 3
MES
(hamburger)
on the staff
member you
wish to
remove

v
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Removing Staff

When the pop up
window appears we staftProfie

then need to Clle on All eForm Responses
Archlve thls Staff Audit Trai

Injury Reports

Private Notes

A pop up will ask if

Edit Groups and eForms

YOU are Sure you Upload Action Plan

want to do this. S
Click the tick box and
then the Archive

Viewed Frofiles
button

IMobile App Signins

[ Yes | understand and | am sure | would like to archive these staff.

This member belongs to the independent group named:

Scouts

Member requested from

member 10: 4060149

Mobile phone:

This staff will be automatically archived: Never edit

Permissions (1)

Tags (0)

S i mo and alCArnne
Show Groups and eForms

.\
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Setting up an eForm

For Administrators

O Accessible to me v eForms @

181 Medical

(MNLEE B Accessible to

Add Parent Form
Add Staff Form
Add Fublic Form

= |

» Duplicate one of your existing eForms
> Use one of your eForm templates

» Use an Operoo Best Practice Public eForm Template

» Start from a blank eForm

» Start from a blank eForm

* Event Form

Y --Custom Unsigned Form

* Custom Signed Form &

Self-Service Form g

Recurring Form Blueprint (day duration) & Scouts
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Filling in the Form

Parent Form

Aform for Student Contacts (e.g. parents or guardians), available for submissions

Questions
Multiple choice question Single choice question Single text line question extb estion YYes/no question
achment request

Multi columned list || Atime selection (hh:mm) regues Anumber (integer or decimal) request

Signatures

Signature Acceptance Participant acceptance

Additional Tools

Additional notes Attachment for user Payment request Body image

Here we add in a title for our

event/camp/activity.
- | like to include the location and
date where possible

You can enter whole
documents like a flyer, gear
list etc or you can add in
questions for your members
to answer If you want.

You can also leave all of this
blank if you are just wanting
this to be a place holder of
profiles for an event.

- Don’t forget the SAVE button at the
bottom

.\
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Member Selection

Here we leave the selection as Static Members — We will return to adding
member to the eForm later.

eForm Member Selection : testing

Member Selection

® Stafic Members (selected members don't change unless you manually add or remove them) 0 members selected

To add or remove members, select 'Add/Remove Members' below.

AddRemove Members

' Dynamic Members (membears change automatically based on your criteria)

@
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Settings Page

This is the settings for
the eForm and
determines who can
see it and how often
the members will
receive notifications
about it.

There are 2 main things

to note on this first bit:

- Frequency of Email
reminders

- Up to Date Care
Profile

eForm Request Settings

Enable

Parent Form

A form for Student Contacts (e.g. parents or guardians), available for submissions

Access Restrictions

Only administrators with one of the following roles can edit the eForm or view and modify responses

Super General

Manage Administrator Roles for Scouts Victoria

[ Restrict other contacts from viewing the responses

By default, all responses are viewable by other contacts of the same student.
This option limits this viewing te only the contact whe submitted the response.

Responses can be accepted and changed up undil Frequency of reminder Emails

Every 2 Days

Mo Categories Defined

To change the categories that are available, access

categories in the setfings

Requires up to date Care Profile? (emergency contacts and medical data)*

) Yes - Must confirm care profile is up to date before replying (members must already be in Medical eForm)

as additional information. This informatio

fe. If not selected, replies are or

on mobile devices

: testing

<$
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es default satting

Most of these settings you can leave

as is but feel free to adjust if needed.

Main points to make sure you have

e i ik the right information for are:

- Email notification and eForm
responses

- Reply to*

- Automatically archive eForm after

Email addresses en e Wi mail no W o this eForm i ed or changed.

Automatically archive this eForm afier An d d O n ’t fo rg et to C h Oose a CO | O u r
If a date is entered here, the Operoo system will automatfically archive this eForm after the date has passed fo r th e e FO rm

Select the colour of eForm box on the Main Screen S c V E d N EXT

<.J
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Finishing up the eForm

eForm Request Enable/Disable : testing

eForm Request Preview : testing

Send Test Email Once enabled, this Form becomes visible and emails begin

Enter an email address and we'll send you a preview email sending

ria.com.au

Preview of your eForm

testing

@
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Adding Members

 Using the Membership numbers you can bulk upload members to
Bulk Add Students

Cut and paste Profile ID's into the area below to add these members to test
Profile ID's are separated by spaces, new lines, commas or tabs

MAMAGE EFORM

Edit eForm

Lpload an eForm image

Aszsign/Delegate Staff

Sort members into Groups

Bulk Remove Studenis

[  simulate only - just show me what would be done

=ave copy as a template

Trigger Activity &

- [
Delete this eForm
Scouts
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Alternative Solutions for District,
Region and State Events

» EFach group creates an elForm

e Each group adds the designated camp first aider to the
eForm as a staff

» Not all leaders need access to all youth's files

 You may need to reach out to the level above ie Region
or State depending on who is attending to create the
eForm *7
%
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Where do | go for help?
Hecent - My Account ~ @ ¥ Sign Out @

FACl=s

Terms and Conditions

Privacy Policy

Suppor

s

Sl



Where do | go for help?

| .
idventure?  Age sections & adults  Activiti

Overview Leader Resources

Scouting at Home o v 2023 Program Planner
Policies

* |nfo Book 2023

Scouts | Terrain for Parents

Joey Scouts 5-8 Years  Member Status Check

Resources for Group Leaders

orms and Tools v Adult Forms

Png ram Resources * Individual Adult Volunteer Plans

— Cub Scouts B-11 Years

Scouts 11-15 Years

"u’en‘turerz 15-18 Years

-_._____! Rovers 18-25 Years

Youth Helpers SafEtV * Youth Peak Awards - Notice of Completion Forms

Marl(etlng » Operoo Help and Personal Health Records

Fundraising and Grants

Youth-led

Adults in Seouting

\ Leader Resources

» Child Safe Scouting

Training




Questions
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