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Intro: what is EMSOnline, and the EMSOnline Data Control Centre?
EMSOnline is a handy “platform” that hosts “apps”. Think iPhone, which likewise hosts apps.

Your organisation may have downloaded EMSOnline via www.RosterCoster.com.

All the apps in EMSOnline feed off a central Data Control Centre, which is essentially lists of staff

names, client names and house names, and links between these lists. (There are other lists, but we

won’t clutter your mind with all that.)

If you are reading this, you are probably looking for “permissions”, i.e. “access” to the Data Control

Centre so that you can add and edit client names and so on.

Or, you may be happy enough for someone else to be maintaining these lists, and you may simply

want be given access to a house that you work in, and to be given permission to use, for example,

the “DHS residential statement app”, just one of the apps at EMSOnline.

Either way, you can’t move unless you actually get EMSOnline. 

How to get EMSOnline
Handy tip: if you are working INTERNAL to DHS, the EMSOnline administrator (see below) is your local CERS officer, and he or she can set you up.

OK, step 1 is contact the EMSOnline administrator for your organisation (email RosterCoster@gmail.com if you are not sure: we have a database of all EMSOnline administrators EMSOnline Australia-wide).

Then, ask to be given “permissions” to the Data Control Centre (or, more typically, to some other app – in many organisations, the ONLY person with access to the Data Control Centre is the EMSOnline administrator him or herself.
Then, ask for a file to be emailed to you that looks just like this:

[image: image2.png]



Open that file, and check your desktop: you should be able to see EMSOnline there. It looks like this:
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Double-click on that icon, and … you’re in! The home page looks like this:
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Now, click a link. If you can’t get in, give your EMSOnline administrator another buzz and ask him or her to check your permissions.

OK, the rest of this document is ONLY for people who have “permissions/access” to the Data Control Centre, so no need to read on, if you don’t, and thank you for using EMSOnline. And remember, if you ever get really stuck, or don’t know who your local EMSOnline administrator is, there’s a very nice “backup” help desk at www.RosterCoster.com.
Section 1 (section 1 is for internal DHS people ONLY!): field requests for staff permissions
FYI only: you are likely to have received an automated request for a change, arising from a user having hit the following link on the home page of EMSOnline:
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If so, or if you just want to make a change anyway, then on the home page of EMSOnline, hit the link:
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Then hit the link:
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And you are in! Your screen should now look a bit like this:
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Skip now to Section 4 (below).

Section 2 (for non-DHS people in CSOs ONLY!): edit houses
OK, the first thing to do is add a house name. Select:
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Check the top box, in case your house is already in there:
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If your house is already in there, and it’s spelt wrong (or if you have a dummy house in there, and you want to rename it as a real house), then select the house, make the adjustment as follows:
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… and press Save.

If your house is NOT in there, press:
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… and then enter the house name (invent a cost centre, if your house does not have one):
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…and press Save.

Section 3 (for both DHS AND non-DHS people!): edit clients
OK, let’s say you are already in the data control centre, via the front page of EMSOnline:
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Time to add a client (or check if the client is already logged), Use the following link:
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… and the instructions are similar to that seen for “add house” in section 2 above.

Now, attach that client to a house, using the following link:
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… pick the client name out of the top box, as shown below…
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… then, put a tick against the house name (in the little square boxes, as seen above) and then pressing “Save”.
Section 5 (for both DHS AND non-DHS people!): edit staff access to houses
OK, let’s say you are already in the data control centre, via the front page of EMSOnline:
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Time to add a user / staff member (or check if the user is already logged), Use the following link:
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… and the instructions are similar to that seen for “add house” in section 2 above.

Now, attach that user to a house (or, if you are inside DHS, and the user is a manager in charge of many houses, attach that user to one or more GROUPS of houses, not to every single house!), using the following link:
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… pick the user name out of the top box, as shown below…
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… then, put a tick against the house (or GROUP!) name (in the little square boxes, as seen above) and then pressing “Save”.

Section 4 (for both DHS AND non-DHS people!): edit staff access to apps (tools)
OK, let’s say you are already in the data control centre, via the front page of EMSOnline:
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Time to add a user / staff member (or check if the user is already logged), Use the following link:
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… and the instructions are similar to that seen for “add house” in section 2 above.

Now, attach that user to an app (in the current example, give access to CERS and Resi Statement ONLY):
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… pick the user name out of the top box, as shown below…
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… then, put a tick against the apps (in the little square boxes, as seen above) and then pressing “Save”.

Need more help? Email us at RosterCoster@gmail.com.

Thank you!
