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Automation of A2 and A3 
process

• Used for all changes of roles, 
Classifications or positions of Adult 
supporters

• Used for move to Fellowship
• Used for retirement 
• leaderroles@scoutsvictoria.com.au email 

used for all State, Region Commissioners 
appointments and secondary roles 

mailto:leaderroles@scoutsvictoria.com.au


Step 1: Open member record 

On right hand side of page select Change Adult Membership 

Choose select or retire 



Select role or position to change or retire

Select to change formation or select same as 
current 

Select new role (or in case of an Adult 
supporter write position)  or same as current 

Insert comments then select submit



Step 2: Email is sent to Member 

Copied to LIC incoming and outgoing if applicable and next up LIC



Step 3: Member selects link in 
email

Member adds comments and
either accepts or rejects 
change or retirement 



Step 4: If accepted change 
or retirement : email to LIC 

(incoming and outgoing)
and next up LIC

If no response after 14 days, MST moves to next stage 



Step 5: Next-up team Leader 
approves change or retirement

Go to workflow: Adult membership change 
applications 
Open and then select approve or reject 

Open up workflow select approve reject button right hand side

Add comments and then approve or reject  



Step 6: MST 

• MST checks 
• Auto-populates the Adult membership 

list which is approved by Craig Whan 
ACC People and Culture each Sunday



Step 4: If rejected change or retirement 
: email to LIC (incoming and outgoing) 

and next up LIC

Step 5: If member rejects, follow 
instructions in email  



Hosting is now available for all 
sections 

Extranet/Admin/Youth Admin/Youth Hosting/Manage Youth Hosting 



Select add 
new 
section 

Insert hosting Group Name 

Select search 

If search is correct select



Editing Hall Hire
1.Go to Extranet/admin/home group page 
2.Scroll down to Group Asset- properties 
3.Select property

Property page will open
4.Select edit hall hire
5.Select Yes/No 
6.Select update



Workflows

Workflows will only show 
if there are matters outstanding

There ARE NO SURPRISES !



Group Page 

Once you are on Group Page;



Workflows

Admin- inform of any photos missing

Stay tuned for 2022
31st March 
Webinar TBC 

Review is for Region and District personnel 



Workflows



Workflows

• No email address or incorrect email address 
• Incorrect postal address
• No email for primary contact

Membership/search/edit member
Type in name/search
Click on name 
Edit Member 
Alter email, school etc



Workflows

GL is sent an email 
These enquiries once followed up can be finalised by 
• Clicking on finalise enquiry in email you receive
• Going to workflow and selecting ref number and then selecting follow up this member

* Please record details of enquiry as details will disappear once you have finalised 

Below is an enquiry to join your Group, received today on the Scouts Victoria 
website.
Please contact the enquirer ASAP as to how they can join your Group.
If you cannot respond within 48 hours, please ask your Section Leaders or Group 
Committee to assist you. 
Once you have responded, please finalise the enquiry via this link: Finalise 
enquiry (note, you no longer need to login to Extranet to finalise the enquiry

https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.vicscouts.asn.au%2FBranch%2FJoinUs%2FcloseEnquiry.php%3Fenquiry%3D630821c0258c2a00a12cf007ed01483d&data=04%7C01%7Cextranet.notification%40scoutsvictoria.com.au%7C32a2a59271d64f3ca63608d9df9da049%7C7631717233dc440ea20e2f8dff031272%7C0%7C0%7C637786690591484925%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=KOiY15tPMl%2B9xNCFngAstz1PLs9dBfz%2FqHXEgFp9T74%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.vicscouts.asn.au%2FBranch%2FJoinUs%2FcloseEnquiry.php%3Fenquiry%3D630821c0258c2a00a12cf007ed01483d&data=04%7C01%7Cextranet.notification%40scoutsvictoria.com.au%7C32a2a59271d64f3ca63608d9df9da049%7C7631717233dc440ea20e2f8dff031272%7C0%7C0%7C637786690591484925%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=KOiY15tPMl%2B9xNCFngAstz1PLs9dBfz%2FqHXEgFp9T74%3D&reserved=0


Workflows 

Court orders if not added in the application system or if there is an error
- send to privacy.@scoutsvictoria.com.au



Group Page

• Add/edit Group fee 

• Edit Banking Details

• See census comparison  



Group Page
• Add/edit Section Nights, this feeds to the 

website enquiries page 

• Add/edit Group Assets and trailers 

• View insurance history 



Group Page 

• View reports
• You can also get reports from  



And more reports 



Generate a Youth invite to join 

You will need correct Legal name, date of birth and email  to 
proceed 



Recommends classification (select) and then select section
Generate invitation to apply



You will receive an email once parent has completed 
• Go to workflow/Online  membership applications 

to be processed 
• Youth Membership Application(s) to join your 

Group
• Find application select

• Select approve



Youth age ranges and sections
The extranet will automatically upgrade 
a youth member to next section on their
• 9th Birthday
• 12th Birthday
• 15th Birthday
• 18th Birthday  



Youth age ranges and sections
• Joey Scouts commence at 5 years of age and 

transition to the Cub Scout Unit after turning 8 and 
before turning 9.

• Cub Scouts start from 8 years of age who transition 
to the Scout Unit after turning 11 and before 
turning 12.

• Scouts is for young people, aged from 11 years, 
who transition to the Venturer Scout Unit before 
turning 15.

• Venturer Scouts are between 14 and 18 years old, 
who transition to the Rover Scout Unit after turning 
18,whilst Venturer Scouts who turn 18 during Year 
12 can wait to transition until they complete Year 
12.

• Rovers are from 18 to 25 years. A Rover Scouts 
time in the Unit ends by their 26th birthday.



Edit 
Member services can edit a name and/or DOB on a 
record

You can alter Parental details directly from member 
record 
And by Selecting Edit on a members record you can 
update;
• Home and postal address
• Contact details 
• Email
• School



To upgrade section before 
birthday



To delay upgrade or keep in a 
section 

Same process BUT there are 2 separate steps 

Step One: You must select 
1. Classification and
2. New Section 

Step 2: Then go to member profile 



Select EDIT

Change Auto upgrade to NO
You will need to go back and change 

auto upgrade to yes when the member 
does move to next section 

Then scroll to bottom of EDIT page 



Youth Transferring
• To transfer to another Group 

• To accept a youth Member into your group



Youth Inactivation 

Or you can put in a future inactivation date :
Inactivate by schedule 



Website/Age Sections & adults/Leader resources/forms and tools/Info book 2021/pages 97,98



Select role 



Select position





Searching https://scoutsvictoria.com.au/age-sections-
adults/leader-resources/extranet-support-factsheets

https://scoutsvictoria.com.au/age-sections-adults/leader-resources/extranet-support-factsheets/
https://scoutsvictoria.com.au/age-sections-adults/leader-resources/extranet-support-factsheets/


Application stages 
https://scoutsvictoria.com.au/age-sections-adults/leader-resources/extranet-support-factsheets/

Slow points, 
waiting on 
applicant 

https://scoutsvictoria.com.au/age-sections-adults/leader-resources/extranet-support-factsheets/


Changing Adult Roles 

• https://scoutsvictoria.com.au/age-
sections-adults/leader-resources/extranet-
support-factsheets/

https://scoutsvictoria.com.au/age-sections-adults/leader-resources/extranet-support-factsheets/
https://scoutsvictoria.com.au/age-sections-adults/leader-resources/extranet-support-factsheets/
https://scoutsvictoria.com.au/age-sections-adults/leader-resources/extranet-support-factsheets/
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