


YOUR MYOS GUIDE

This guide will help you explore MyOS, Orange Sky's volunteer
management system, for the first time.
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GETTING STARTED

Logging In
How to log in for the first time
You will receive an email invitation from Rosterfy, which powers Orange Sky's

volunteer management system, MyOS. It should look like this welcome email
below. Please use the link in this email to complete your registration process.
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Hi Josie,
An account has been created for you in Orange Sky's volunteer management system, MyOS!
Please click the link below to complete your registration process

hitps.//orange-sky.rosterfy.co/register/IVYqO9YzrTBFRS3TZQJbVZNIESS 8y

Thanks Loads,

OrangeSky
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Once you have registered and created a password using your invitation, you
can visit the following web page at any time to login to your MyOS Dashboard:

https://orange-sky.rosterfy.co/login




How to reset your password

If you have forgotten your password, please use the Forgotten your password?
link on the login page (see below). You will receive an email with the option to
reset your password.

I‘ DrangeSky

Email address
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Forgotten your password? ((

Navigating MyOS

This User Guide will run you through the Navigation Bar tabs, found on the left
hand side of the portal. When you first log in to MyOS, you will be directed to the
MyOS Dashboard tab, as seen below:
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Your MyOS Dashboard

Your MyOS Dashboard is your personalised homepage in the system. You wiill
see a snapshot of your volunteer opportunity applications, any training
modules ready for completion, upcoming shifts, and your shift check-in and
check-out button.

Please be sure to check and confirm your upcoming shifts on your MyOS
Dashboard.

Managing Upcoming Shifts

The screenshot below shows the upcoming rostered shifts and an overview of
each - this will pop up automatically on your dashboard when you log in.

View Your Shift Information

If you click on the name of the shift, it will open a new window, showing the
shift name, who is driving and who else is volunteering on that shift.

From here you can also access the shift information links, such as the safe
place, lockbox access code and local leader contact details

Y o M st s e

e -0

P ———— [ s

@ WED 23 OCT 2024 1000 AM TO WED, 23 OCT 2024 1200 oM

: . [ e
€D Add More Shifts

_KW#N’M .

Withdrawing

To withdraw from a shift, please click on the green “Confirmed” button and
select withdraw, as shown above.

If you're withdrawing, please let your Team Leader know too, via WhatsApp!




Checking in and out of shifts

To log your activity, please remember to check in and check out of shifts on
your MyOS Dashboard when you arrive and leave your shift.

This allows us to capture your incredible impact!

Don't worry if you forget to check in or out. You can retrospectively check in or
out within 2hrs of the start of finish time.

We know most of you will check-in and out using your phone. Below, you can
see that it will have all the same functions as your desktop view:

® MON, 30 SEP 2024 3:00 PM TO MON, 30 SEP 2024 5:00
PM

Confirmed

@® SUN, 13 OCT 2024 4:00 PM TO SUN, 13 OCT 2024 6:00
PM

Sydney UAT - @ Sydney UAT (SUN

Confirmed

® MON, 30 SEP 2024 3:00 PM TO MON, 30 SEP 2024 5:00
PM




YOUR PROFILE

Complete your profile

Your MyOS profile is where your personal details
and Orange Sky information is safely stored.

To view and update your personal details, select the
My Profile tab on the Navigation Bar.

As an existing volunteer, your personal details will
already be in the system. We recommend checking
2 My Profil your profile to ensure your details are up to date. You
can update your personal information easily at any
time.

Your profile includes further tabs of information for
you to complete or review, including:

e Emergency Contact Information
e Licenses and Checks
e A little more info about you

Your page should look like the below with five tabs: General, Emergency
Contact Information, Licenses and Checks, A little more info about you and
Leave Orange Sky volunteering.

- Emergency Contact Information Licenses and Checks A little more info about you Leave Orange Sky Volunteering «
Profile Picture @ View image X Remove

First Name * Jose . Last Name * Bielenberg

Preferred Name '

You can leave this blank if it's the same 35 your fest name

Emai * josie.bielenberg + 1 @orangesky.org.au




Add or change your profile photo

To add a profile photo, please navigate to the
General tab of the menu bar (indicated by an arrow
on the previous page). Then choose Browse on the
right hand side to choose and select a photo
uploaded from your device.

- Emergency Contact Information Licenses and Checks A little more info about you

Profile Picture Choose an image Browse

= My Profile
First Name * Josie ' Last Name * Bielenberg
Preferred Name '

Once you've added your photo, please scroll to the
bottom and click save.

Once your photo has been saved, you should see it in
the top left corner above the Navigation Bar.

Notifications

The notifications section gives an update on Orange
Sky news and any activity on your account.

It includes recent communications and updates on your applications for
volunteer roles.




LOGISTICS

Access your training

All training courses can be completed directly within MyOs!

Mandatory training that is awaiting your completion will sit on your MyOS
Dashboard for easy access. You can also check out additional training by
clicking on the Training tab on the Navigation Bar.

Some courses dre mandatory for your role, while others are optional learning
for you to explore.

You'll see the green Completed button next to any completed training. You can
revisit any training by clicking on the Completed button again. To start a new
course, click the Start button.

¥ Training

Portal / Training / List

Orange Sky Induction *REVIEW*
© 4mins

Bective Training
Understanding Homelessness Training
© 10mins




My Shifts

Your ‘My Shifts’ history shows the shifts you've attended

as an Orange Sky volunteer, and what shifts you have
upcoming.

Thank you for helping us positively connect
communities!

@ MyOS Dashboard

Incident Reporting

How to log an incident

To report an incident, please navigate to the
Incident Report tab on the Navigation Bar:

This will open up an incident report form (see below)
in a new tab.

As part of the move to MyOS, the incident report form
now sits outside of the system and captures a higher-
level of detail for easier and faster resolution.

Orange Sky Incident Report Form

Name *

First Name Last Name

Date of incident *

DD.MM.YYYY

Date




My Availability

Under the My Avadilability tab, you can update your availability to let your
Team Leader know of any times you're not able to volunteer. When you first
start as a new Orange Sky volunteer, you will use this to set your general
availability (when you can volunteer).

Simply click on the start and end times, adjust to your availability and click

save below.
omaeny e
£ sun 06:00 AM QO to 10:00 PM (o) P
2 Mon 06:00 AM O o 10:00 PM o] -
£ Tue 06:00 AM O to 10:00PM (c] .
£ Wed 06:00 AM O to 10:00PM c] +
9 ™ 06:00 AM O to 1000 PM [c] +
0 i 06:00 AM O to 10:00PM [c] +
0 sat 06:00 AM O to 10:00PM [0} - ((

Booking Time Off
(aka. exceptions)

To add in any exceptions to Availabity *
your recurring availability Unavailable v
(see below), such as Description *
holidays or personal Holiday
conflicts, use the Start Date *
“Exceptions” section. O 29/09/2024

End Date *
Enter the details and click I——
“Add Exception”. .

12:00 AM o)

Exceptions are for one-off
time blocks, instead of
11:59 PM (©]

ongoing unavailability.
Ty

End Time *




My Availability (cont.)

Advanced Avadilability

Advanced availability settings allow you to preset a recurring unavailability
pattern in MyOS. Navigate to ‘Add Unavailability’ (as seen below) and you will
be able to select a start date for an ongoing fortnightly pattern to set your
predictable hours of unavailability.

Description * o
Fortnightly Pattern

Starting date * Ending date o
8 07/10/2024 8 dd/mm/yyyy
Every day?
Which days? *
Thursday x ¢
Repeat between dates every *
2 Weeks 3
Start time * © Endtime* [ ]
12:00 AM (] 11:50 PM (©]

Advanced Availability is a helpful tool for predictable, recurring unavailability
like your work schedule or other commitments you may have, while exceptions
are for casual once-off unavailabilities.

B My Availability

O Sun 06:00 AM
0 Men 0600 AM 2000 MM
O Toe 06:00 AM %000 M

O Wed  0500AM %000 M

v s L v

R 0600 AM %00 M

Q 0600 AM 000 M

o ° ° e ° ° e

L s
° ° ° ° ° L] °
+*

0 s 0600 am 9000 MM




RESOURCES
& OPPORTUNITIES

The Resource Hub

@ B

Volaby Guides Online Shift Report Incident Report
Use this Link to complete an online Help keep our community sate, fil

Looin to Velabe N2 Shiftseoot AU Lodeot (SCAL AV
SAIS react NZ e »

To access the Resource Hub, click on the Volunteer
Resources tab on the Navigation Bar. This will open
into the Orange Sky Volunteer Resource Hub.

@ MyOS Dashboard

There dre a range of great resources here including:
e MyOS Guides

e Shift FAQs

e Orange Sky Policies & Procedures

e Quick access forms

e E-learning modules

e Volunteer Employee Support Program (VESP)
..and much more!

For further support on MyOS, you can access the
Volunteer Resource Hub here.

Browse Volunteer Opportunities

How to view other roles (including leadership roles)

To apply for a different volunteer role, click on the Volunteer Opportunities tab.

You can filter roles by location, day of the week and responsibility (eg. General
Volunteer).

This is a great opportunity to consider taking on a volunteer leadership role or
browse other available volunteer roles with Orange Sky!




Shift reports have been consolidated, so there will only be one shift report to
complete. Shift reports will be completed by the Shift Leader, and accessed via
their Dashboard.

Drivers will no longer need to complete a Shift Report; they’ll only need to check
in and check out of each shift.

As a shift leader, you'll be able to see an orange Complete Shift Report button
next to the shift, as shown below.

Hi Bris Leader Two &
You've successiully been onboarded as an Orange Sky volunteer!

You're well on your way to being on shift and making a difference! @ We'l be in touch with you s00n to confim your next steps!
Upcoming Shifts &
& Covenss SR

Driving: @8

There dre also resources on the Resource Hub for finding more details on
completing a Shift Report.




MyOS SUPPORT

For further support on MyOS, you can access the Volunteer Resource Hub here
to view MyOS Hub Resources.

MyOS Hub Resources are specially designed to support your transition, with a
range of resources and support opportunities including:

e Learning Modules

e Training videos

e Submit a question

e Book in 111 support

e Log anissue

e Share an improvement

We encourage all volunteers to seek support from the resources in the MyOs
Hub, and to reach out/book in 1.1 support if you're still struggling to access the

resources you need.

MyOS is designed to simplify shift experience and streamline systems so you
can focus on the important stuff - positively connecting communities.

Thank you for your continued commitment to friends doing it tough.

Need further support?
AU - 07 3067 5800
NZ - 9 801 6455

AU - volunteer@orangesky.org.au
NZ - volunteer@orangesky.org.nz

MyOS USER GUIDE




