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Vulnerable Persons Register User Guide

VPR Overview

® Vulnerable Persons Registers Overview
® Client Verification
® Primary and Secondary Agencies

Vulnerable Persons Registers Overview

The Vulnerable Persons Registers operate at a local level to securely track vulnerable individuals, and provide a searchable database for Police
during emergencies.

Funded Agencies manage the vulnerable client records, while Councils coordinate the registers, allowing Police to access the register in a
self-serve way in times of need. Although each register is local, agencies may span across multiple municipalities, so the VPRs offer agencies a
single portal to manage their clients across across multiple boundaries.

Each register is local and
coordinated by Councils

An agency's area of service can
overlap multiple council boundaries

T
-

Funded Agency-A

Multiple agencies may provide services
to a single vulnerable individual.

Palice can query across all local
registers in the event of an emergency

The system provides:

Distributed management of vulnerable person records by Funded Agencies.

Workflow rules to ensure data is kept current.

High security and full auditing of user activity.

Oversight and coordination at the local level by local governments.

Self-serve access by Police to the register in times of need.

Integration into council MECC Central systems.

Geographic tracking and querying, and the ability to interoperate with other geographic systems.
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Client Verification

Clients require reverification from time to time in order to ensure the data is kept accurate.

® The system will tell agency users when clients require reverification, by setting the status of the client record to Revalidate, and by
sending an email to the Agency Coordinators.

® When this occurs, the agency must update the record with current data and then Verify the client record.

® This process will typically be required twice a year, but the agency may elect to do it more frequently.

If an agency does not verify the client within 30 days of the record being flagged, the record will lapse into an Unverified state and the VPR
Coordinator will be notified.

A client record h
periodically set to
Revalidate 1o
All new clients— prompt agency
are verified users to review

when they are the record.
first added.

Revalidate

Client records
that are not
verified in time
lapse into an
unverfied state.

Revalidating a
client sets it
back to Verified

Removed

Notes:

® |tis important to keep client records in a verified state as much as possible.

® Once a client is removed, it is archived and cannot be reinstated.

® The Police will see all clients except those that are removed. The unverified status will indicate to them that the client record may not
be accurate.

Primary and Secondary Agencies

A client will often have a relationship with multiple agencies at once, so in order to prevent duplication, the system provides a way for agencies to
share a pre-existing client record. When multiple agencies share a single client, one agency will take the role of the Primary Agency, and the
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other agencies will become Secondary Agencies.

Although all agencies have an equal responsibility to assess the client and obtain a signed privacy consent form, the Primary Agency is the only
agency that can input the client's Emergency Considerations. Additionally, the client's overall verification status is dependant on the Primary
Agency's verification.

® When an agency enters a new client, a duplicate check is performed and a list of possible duplicate records will be presented to the
agency user. If the client is listed, then the agency will link to that existing record and become a Secondary Agency. If no duplicates
exist, the agency will be the client's Primary Agency.

It is possible for agencies to change the primary agency.

Secondary Agencies can unlink their agency from the client without removing the client from the register.

Primary Agencies can both unlink their agency from the client, and remove the client permanently from the register.

If a Primary Agency unlinks their agency from a client, the system will select and promote a Secondary Agency into the role of
Primary Agency. If no other agencies exist, the client is referred to the VPR Coordinator for review.

For more information, agency users should consult the For Agencies section of the manual.

Accessing the register

Logging in to the Vulnerable Persons Register
How to update your personal profile, contact details
How to log out / sign out

°
°
°
® How to recover a lost password

Logging in to the Vulnerable Persons Register

To login as an agency you will need a username and password and your account must be active. Accounts are issued by coordinators and
administrators. Once your account has been created you will be notified of your access to the VPR.

To log in:

1. Access the VPR via https://vpr.crisisworks.com.

2. In the login box (located on the left hand side of the welcome screen).
a. Enter your username into the Username box.
b. Enter your password into the Password box.

3. Press the "Login" button.

‘ Vulnerable Persons Register

Log in -

Username € access Ihe Vi
ACCount
Departiment of Hi

Password p

sardinator for i

I Funded agencie:

4. Each time you login to the VPR you must agree to the terms and conditions. Tick all three checkboxes and click the "I Agree" button to
proceed. You will then be directed to the dashboard and ready to use the system.
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L]
'* Vulnerable Persons Register

You must agree to the conditions below

User Obligations

Y'ou are accountable for all activities performed with your logon identifier. All activities performed by you are recorded and logged to an
Audit trail.

+« DO NOT access information or data for which you have no demonstrable or legitimate need
+« DO NOT use, copy, print, release or disclose information for any reason other than in the performance of your duties
+« DO NOT permit information to be viewed by any person who is not authorised to access that information. Never permit another person

to use your logon identifier, never use another person’s logon identifier and always logoff when you have finished your enguiries.

Please address the following statements and indicate a response to each. If you endorse all of these statements, YOU ARE AGREEING
that the information you are about to access is solely for genuine emergency management planning or response

ml understand that | must comply with State and/or Commonwealth legislation that prohibit disclosure of any private or sensitive[%
information to unauthorised persons.*
I [C] j understand that misuse or disclosure of any private or sensitive information may be a breach of State and/or Commonwealth

i
legislation and/or relevant organisational policy.*

EI understand that my reason for accessing information and subsequent use of the information must comply with State and/or

Commonwealth legislation and my agency policies.*

| do not agree

How to update your personal profile, contact details

To update your profile:

1. Click on the profile link at the top right corner of the screen. It is the first link in the list.
2. Make changes to the fields as required (note that you cannot edit your username).

3. Push the "Update" button.
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Wy Yulnerable Fersons Registes - Suggodi - Skgs Owi

Dashboard Vilnerable Perycns Ewy Documents My Agency

L] e & Mww Cliand

film
Cortact Detaity
LHi#rname

Pasyword
Repeat Password
Fulll Mama
Peaitiaon Titke

Mooile

=l

How to log out / sign out

The Sign Out link is on the far top right of the screen.
If you close the browser it will also sign you out.

It is good practice to sign out when leaving your device unattended to prevent unauthorised access.
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™
Wy Valnerable Persons Reglster

Johe Tmith s Prolie

Casmboard Yulnerale Persons Wy Dhoez b s Kby Agency Lisers

Welcome Recent Activity

41 minuied ago

=
Luick Links 44 minLeE aga

1 hours age

How to recover a lost password

If you have lost or do not know your password, the most secure option to recover your password is to reset your password.

The Password Recovery feature can be used for this, assuming that you have an account to begin with.

To access the feature:

1) On the VPR login screen, click on the "Forgot your password" link directly below the login button.

LK}
""- Vulnerable Persons Register

Log in

Username

Password

Forgot your password?

Vulnerable Persons Registers

To access the Vulnerable Persons Registers for Victoria, you are required to register for an account.

Department of Human Services and Victoria Police users are asked to contact the Agency Coordinatol
for their organisation.

Funded agencies can click here to register for an agency account. This includes the Home and
Community Care section of council, where relevant.

Municipal council users will be allocated through MECC Central.
Please note: This is a new system, so please be patient during the initial period as updates may be

required during final testing and setup, and registration may take slightly longer while organisations are
starting to use the system.

2) On the Password Recovery screen, enter your email address and click "Reset Password".
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1,
‘ Vulnerable Persons Register Feedback & Support Sign

Password Recovery

Enter your email address to begin the password recovery process.

Your Details
Email Address *

3) The follow screen should then be displayed.

Make certain that you keep this window open while waiting for the password recovery email to be received.

L]
f Vulnerable Persons Register Feedback & Support Sign In

Password reset instructions have been sent to the email address specified. If you don't receive it shortly, check your spam
folder or try another email address.

Password Recovery

Please check your email and enter the code into the form below.

Reset code *

4) You should receive an email which contains a '‘Reset Code'. An example is shown below.
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Password recovery

Vulnerable Persons Register

Hi,
Someone has initiated a password recovery for your user account on Yulnerable Persons Registers.

To reset your password, enter the following code into the website form now displayed
on your screen. If you didn't initiate this password recovery, simply ignore this

message.

Multiple user accounts are registered with this email address, o please enter the code
relating to the user account that you wish to reset the password.

* For user account ‘example_username_1°, enter code 987467839
* For user account ‘example username 2°, enter code 123412340

This email has been sent automatically and replies are not monitored.

If you have multiple accounts set up in the VPR under the same email address, the email will contain a reset code for each of these users.

5) Select the code for the relevant user and enter into in the "Reset Code" field, then click on the "Reset Password" button.

L]
'* Vulnerable Persons Register Feedback & Support Sign In

Password reset instructions have been sent to the email address specified. If you don't receive it shortly, check your spam
folder or try another email address.

Password Recovery

Please check your email and enter the code into the form below.

Reset code *

6) You are then taken to the "Reset your password" screen. At the Reset password screen, put a new password into the Password and Verify
Password fields and click the "Reset Password" button. Note that the password must be at least 7 characters long, and comprise of letters and
numbers.
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_l{
* Vulnerable Persons Register Feedback & Support Sign

Reset your password

Password *

aEEESEEE

Verify Password *

7) You can now login with your username and new password

L]
* Vulnerable Persons Register

Your password has been changed. You may now log in.

Log in

Username *

Password *

Forgot your password?

For Agency Users

Overview
Accessing the VPR
Self Registering your Agency
Adding Clients to the Vulnerable Persons Register
® Existing Client Check
® Confirming you have consent
® Entering Client Details
® Viewing the Clients List
® Viewing a Client Record
® Editing a Client Record
® Permissions
® Fields
® Revalidating Clients
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® Removing a client
® To remove a client when the client is no longer vulnerable
® Changing which agency is the Primary Agency
® Agency Coordinators
* Edit My Agency
® Adding Agency Users
® Removing Agency Users
® Granting Agency Coordinator access privileges

Overview

Agency users represent funded agencies and are responsible for adding and revalidating records for vulnerable client under their care.

U

VPR_Agency_User_Owverview.mov

Accessing the VPR

To access the VPR, enter the following URL into your device's web browser:
https://vpr.crisisworks.com

Note that there is no WWW at the start of the address.

A login box will appear, where you can enter your email address and password.

® |f you don't have a username and password, you should check whether your agency has registered.
® |f your agency has not used the system before then you can register your agency, otherwise you should consult your Agency

Coordinator to obtain your login credentials.
® |f you are the Agency Coordinator for your agency, you can contact your local VPR Coordinator at your council to get assistance.
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Self Registering your Agency

To register your funded Agency to use the Vulnerable Persons Registers (VPR):
1) Access the VPR (http://vpr.crisisworks.com)

2) On the login page, click the "register for an agency account" link.

LX)
‘ Vulnerable Persons Register Feedback & Sup

Viillrarakla Dars e Rasdictar
Log in Vulnerable Persons Reqgisters
Username To access the Vulnerabie Persons Registers for Viclona, you are required to register for an account
Department of Human Services and Victoria Police users are asked 1o contact the Agency Coordenator for heir
Password organisation
Funded agencies fan an a ncludes the Home and Community Care
3 O O CCHny

Municipal council users will be allocated through MECC Centra

1%
Please note: This is & new sysiem, 50 please be patient during the initial peniod as updates may be required dunmg
final lestn 3 and setup, and reqQistraton may lake shghtly longer while organisations are slaning 1o use e Syslem
Copyright 2014 Crisisworks Version 3.5.43 vpr-CrissworksWebd1a-cwam

3) Read the policy outline and push the "Begin Registration" button
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.

4 » || (2 | 2 | @ meps @ vpr.mecccentral.com W G

iy
‘ Vulnerable Persons Register

Agency Registration

Funded agencies can register for an account for the Vulnerable Persons Registers to upload and manage details on vulnerable individuals
to whom you provide services, as per the Vulnerable People in Emergencies Policy, November 2012,

Please note: Agencies are required to register once only. The registered Agency Coordinator will then administer additional agency users.
Please check whether your agency has already been registered before proceeding.

To register your funded agency for the Vulnerable Persons Registers, click the button below

Copyright 2012 Crisisworks - Wersion 3.1.0 vpr-web-02-server_mcbp

4) Complete the Agency details in the Agency Registration form. Required fields are indicated with an asterisk. This will include

. Agency Name

. Email Address - this is the general email address for your organisation.

. Website Address - optional web address which is displayed on the profile page of your agency

. Summary of Services - optional blurb which is displayed on the profile page of the agency and is useful as a briefing for those
accessing the system on the role of the agency

5. Phone Number - displayed on the profile page of the agency andmay be used by those accessing the system to contact the agency

directly
6. Administering Local Government - nominate the primary LGA that your agency is headquartered in. This council will be responsible
for supporting this agency's VPR account (password administration etc)

A OWN P
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# # * | | §4 hitps @ vpr.mecccentral com [ O

% Vulnerable Persons Register

Agency Registration

Plaasa Nl out the form Bikow 1o redgsber 40 agency iof tha Viulnarable Persons Regisier
H L ¥ L

Agency Details

Agency Name *
Email address *
Webasite Address

Summary of Services *

Phuorg Mumber *

Administering Local Government *

Alpina Shira v

5) Complete the Agency Coordinator section, and the optional Additional Agency Coordinator. It is mandatory to nominate at least one Agency
Coordinator.

6) It is optional to nominate emergency contacts for the agency.
7) Push the "Register" button

8) Wait - your agency will require to be approved by a VPR Coordinator at your nominated local council. You will receive a confirmation of your
registration, including an email (sample below) which is sent to your nominated Agency contact email address.
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i
W Vulnerable Persons Register

Administering Local Govermment
VPR Coardinator

Email:

PRiGHE

Registration received Inbox X = B
MECC Central Support via datalink-dvmh-web-02 cust 12:27 PM (38 minutes ago) - -
o me -
Dear

This email confirms that your agency registration for the Vulnerable Persons Reqgisters has been
received by .

The approval process can take up to 5 days.

This email has been sent by a computer and replies are not monitored.

Adding Clients to the Vulnerable Persons Register

There are two main ways to add new clients to the Vulnerable Persons Register:

1. The "New Client" button which appears on the top right of the screen throughout the Vulnerable Persons Register
2. The "Add" button which appears at the bottom of the datagrid on the "Vulnerable Persons" board
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% & nops:f jvpr.mecccentral.com/vprfclient-manager ¢ O

iy
W Vulnerable Fersons Register I - Feedback & Support - Sign Out

Dashboard Vulnerable Persons Key Documents My Agency

5 | Vuinerable Persons (4 ) Unverified w

Filter Show Map
Status Status 1D Cliant Name LGA Last Weritied Mt vt Ralationship
Any Status =
[ VERIFIED ] 2 Boroondara  DBM2/2012 140 >
Relationship
Show only clients for which | am the UNVERIFIED 9 . Marsondah 11122012 140 Prims
primary agancy
UNVERIFIED 10 Marocondah 11122m2 140 Primary Agency
UNVERIFIED 11 Maroandah 112012 140 Primary Agency
© Advanced
UNVERIFIED 12 Maroondah 12122012 140 Primary Agency
Quick Links Displaying 1 1o 5 of 5 items

You have no quick links, @

Existing Client Check

As clients should only be added into the system once, when adding clients, the system will check to see if any existing records match. This is
done via a combination of the name, details and location.

In the event that your record closely matches existing records you will be asked to select the closest match. It is very important to check the
details to ensure that they match an
that you are selecting the same person.
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- % & | hieps:) fvpr.mecceentral.comfvpr/client/duplicate v o

i" Vulnerable Persons Register | m—— R L T L

Dashboard Vulnerable Persons Key Documents My Agency

5 | Vulnerable Persons [ 4 ) Unverified & Mew Client

A possible duplicate has been found. Please review the list and select an existing client. You may also a create new entry if appropriate

Is this person already in the register?
It is possible that this person s already in the register. Pleasa chack the follow! ng closa matchas, or add this person as a new record if none of the suggested

matches are accurate.

#1 Fiona
Female, 12/12/.

Croyon i, Vo, 313 L]

Meals on Wheels Northwest Region

#2 Fiona |
Female, 12/02s

Meals on Wheals Northwest Region

Or create as new record

Flona

Female, 15/104

Cancel

Confirming you have consent

If you are adding a new client record, you must have consent before the record can be added. To confirm you have obtained the signed consent
form, tick the box.
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4 ) & nttps:f jvpr.mecccentral.com/vprclient /consent ¢ 0

iy
‘ Vulnerable Persons Register Julla Glllard's Profile (Meals on

Dashboard  Vulnerable Persons  Key Documents My Agency

& ) Vuinerable Persons (& ) Unverified & New Client

Client Consent

This client record doas not yat axist in the Vulnerable Parsons Registar.

To add this client you must have consent and you will become the Primary Agency for this client record.

Reter to Protocal 1: Emergency planning and screening within the Key Documents tab for further information.

| have obtained consent”
= =

Copyright 2012 Crislsworks Version 3.1.0 vprstaging-wab-04-sarver_mcbp

Entering Client Details

The next step is to edit the record, which allows you to complete the new vulnerable person record. Please consult the Protocols for a description
on the fields, along with your requirements relating to the management of the new record.
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< | & 8 hitps:) fwpr.mecccentral.com fvpr/clientjupdatefeventid/ 12 (v

i
f Vulnerable Persons Register

Dashboard Vulnerable Persons Kay Documents

5 | Vulnerable Persons 4 | Unverified & New Client

You are editing the record as a primary agency user.

(12) Fiona
& Client Detalls
Address *
Status
Unverified ’ ’ ’ '
First Name * Sumame * Gender
Fiona = Female 5
Property Name
Date of Birth * Client Phone
Show Address
© Agency Details T
g 4 |_': i 4z} Vonga Pert: Map | Satellite |
Agency Ref Revalidate By Gl
30/04/2013 .'..f = o g
Chirmskde
WarTarvdyte Faik
Person not receiving services g
Creyden m

Moth
Warrarn
VT
Orchards
& Client Emergency Contacts o

Primary Contact Ringeesod Yo

Hort o Croydon
Name Phane “T‘l'--_:_  14] Kigyth

1‘_\ = Ringwcesd  Caoydon

2 Motrooibark
ol

To save your edits, click Verify Client at the bottom of the form.
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Vulnerable Persons Register - Client Update

a0 £ @ hupsy fvpr.mecceentral.comfvprfclientjupdate feventidf 12
Parenteral nutrition Vantricle assistance Critical medication
devica
Service animal Pets

Access & Security

AWD required Side access Rear access

Behaviour Dangerous animals

Communicaticns & Cognitive

Hearing Sight Speach
Dementia Mental health Cognitive disability
Alcohol or other MNon English

drugs speaking

Additional Notes

You have 150 characters left.

= b -

Viewing the Clients List

To view a list of clients;
Navigate to the Vulnerable Persons board (click on "Vulnerable Persons" in the main menu).

The list of clients that you can see will be based on your level of access.
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¥ Vulnerable Persons Register

Joan Smith's Profile (I

Dashboard Vulnerable Persons Agency

3 | Yulnerable Persons

Filter
Status Status ¥ IO MName LGA Date Validated
Any Status b

4 10 James Hird Monash 161172012
Relationship
[ Show anly clients far which | am the 4| 11 John Doe Boroondara 161172012
primary agency’

El 2 JohnHoward  Boroondara 161142012

Apply Filter Clear Filter

Displaying 1 ta 3 of 3 items

& Advanced

Export Send to... Revalidate Report

You can use the filters and column sorting to refine the list of clients.
Record Status
There are two statuses for clients

1. Unverified - meaning that the accuracy of the record is uncertain
2. Verified - the record has been checked for accuracy by the agency

Viewing a Client Record

To view a client record, click on the ID or title wherever it appears in the VPR (for example, the clients list, dashboard etc).
The View Client screen will appear in read only mode, with the details of the client including:

Location (map) displaying the client's current address
The client's Name, Date of Birth and Gender

Contact details for the client

Emergency Contacts

Special Needs

Managing Agencies
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‘- Vulnerable Persons Register

Jean Smil's Profile m Supporl - Sign Dul

Dashboard Vulnerabls Persons Agency

&3 Hew Clhant

3
hn Doe
CHent Details SHILD HFWEhoem, WiChona
Status Type Revalidate by N Flr o v
- Pt =
CHeng 151272013 Fard v Al
CTID ey B A |
Lo '.H'l o i J' 'I
Hame Date of Birth GEnder L . LT .
T d
it D 1t i wrrEs E o f_
B 172002 A . ® e
" Cion AR F
Contact Fhane Addrecs Agency Ref g e 1
i priee o Malboume 1] At g
sty Girove d L] "““..
Hawihar : N
1-.1 ra ok ohmand B - R
e Easit
e G i i
i i [=:] 3 o
A Far Tz oy d

o | A

Editing a Client Record

Clients can only be edited from the client view screen.

To edit a client:

1) Navigate to the client (ie from the Vulnerable Persons screen)

ble Persons Reaister Client-manager Inde

| R hups:/ fvpr.mecccentral.com /vprjclient-manager

% Vulnerable Persons Register

Dashboard Vulnerable Persons Kay Documents My Agency

5 | Vulnerable Persons 4 | Unverifiad &2 New Client

Filter Show Map
Status Status 1D Client Name LGA Last Verified Next verification Relationship
Any Status L
.TZ} 2 Boroondars oaM22012 140 Primary Agancy
Relationship
1202012 140 Prirmary Agency

Show only cliants for which | am the
primary agancy

Wpondan 1111272012 140 Primary Agency
Clear Filter
11 Snow White Margondah 111272012 140 Primary Agency
© Advanced

Quick Links Displaying 1 to 5 of 5 items

You have no quick links. m
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2) On the Client profile screen, press the "Edit" button.

- o |2 o 3 https:/ /vpr.mecccentral.comvpr/client/index/ewventid/ 10 ¢ 0

1y
V Vulnerable Persons Register

Dashboard Vulnerable Persons Key Documents

5 ) Vuinerable Persons (4 ) Unverified &) New Client

(10) Mary Poppins

Client Details 35 Campbell St, Heathmont, Victoria, 3135
- 5 S - )
Status +] ki Map | Satelite
UNVERIFIED el o — e
e Ll ;
R gweod
Name Gender Date of Birth 2 North f Cromen
Mary Foppins F 121272012 — . L 4] g
Contact Phone Address -y RPEU:-“ d :c"d;
Mifcharn
. = - Bayawatar
S a Heslaon pey North
ol : )
E Werm it
Q‘%q i D)= Bayveater &
0
Agency Details § ) L3 ]
Verrmon! Mocack Pubis

Agency Reference Revalidate by South g

. Wartima
30/04/2013 i Eﬁl—h'.; Diata - Tamms of Use Report & map error

& Map Layers

Edit Client Cancel
O Agencies
Primary Agency
Emergency Considerations Meals on Wheels Northwest Region

No emergency considarations have been recorded

Permissions

Edit rights are controlled by permissions:

®* Primary Agencies - may update the record as they have primary responsibility for the client
® Secondary Agencies - may only update the Agency Reference. This is an internal code for the client that is specific to each
managing agency, which can help you to reconcile your data in your client management database against the VPR.

A message prompt will display to inform you which type of access you have to the client record after you click the Edit button.

Fields

As a primary agency, the edit client record screen allows editing of most fields including:

Name, Gender and Date of Birth

Contact details

Address - enter an address into the Address field to locate on the map using the "Show Address" button

Agency Reference

Status - Verified/Unverified

Emergency Contacts - Name, Phone, Mobile, Relationship to client

Special Needs - a series of checks including sections detailing Mobility; Equipment; Access & Security; Communications & Cognitive
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and an area for additional notes

Information

You are editing the record a5 a primary agency User

(2y John Howard

© Client Detalls

Address *
o e Genaur 737 Burwood Road, Hawthom East, Victoria,
John Howard Male v Nz
Date of Birth *
i lease Inciede siraal numbe Fme suburt and
gicode and then click Bho
Client Phone Agency Ref Address Title
P
Status * Revalidate By

© Client Emergency Contacts

Primary Contact 7R : K,_,

Mame Phone Iem_me'g. @ "ﬁnu
; =y | Richmond.._ . & =

3) Fill in the electronic form and push the "Update" button
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Communications & Cognitive

] Hearing ] sight ] Speech

[] Dementia ] Mental health O] Cognitive
disahility

[0 alcohol or other 1 non English

drugs speaking

Additional Special Needs Notes

.ltE Revalidate Remove Cancel

Revalidating Clients

Clients require re-verification from time to time in order to ensure the data is kept accurate. This process will typically be required twice a year and
typically occurs in April and October.

The VPR System will tell Agency Users when clients require re-verification, by setting the status of the client record to Revalidate, and by sending
an email to the Agency Coordinators. When this occurs, the agency must update the record with current data and then Verify the client record.

To revalidate a client:

1) If your Agency has clients requiring revalidation, you will see a message at the top of this screen and see clients with the status REVALIDATE.

Navigate to the client that requires revalidation.
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6 | Vulnerable Persons | 1 ) To Revalidate (0 ) Unverified | 0 ) Suspended [ 1 ) Clients Requiring Attention © New Client

Filter One or more of your client records requires verification.
Contai Please review your client records and ensure all your vulnerable clients are verified. You verify a client by editing its
ontains
record.
Status
Show Map
Any Status o
Status ID¥ Client Name LGA Last Verified  Next verification Relationship
Relationship
Show all clients : - 14 I BN 2007 SN Primery Agency
Clear Filter 0 G 17 S N 004207 W Primry Agency
© Advanced Poter NN NN ocr220s  NENNEEEE  Primary Agency
- g NN I 21042016 W Prmary Agency
- 7 I W cvivos SN Primary Agenoy
- ¢ I W 007 WM Primery Agncy

Displaying 1 to 6 of 6 items

2) On the Client profile screen, press the "Edit" button.
Dashboard Vulnerable Persons Documents My Agency LGAs Users

6 | Vulnerable Persons | 1 ) To Revalidate ( 0 ) Unverified | 0 ) Suspended [ 1 ) Clients Requiring Attention © New Client

©©) Peter JIIEEE
Client Details ]

Status 1E| .
] o || [
Name Gender Date of Birth |:|
- /26 17

Peter J N [ | [ ] = 2 5 [ [y |

2! BA 24 -
Contact Phone Address . A

11264 %8 - 2 dy

Agency Details e 2 ;
1/23 1]
242; 13 -
Agency Reference Revalidate by Receiving Services 34 s
Not Set Yes 113 % o "
20m
|_1:;r|t_| 2 17 10 .
Consent Form Primary Agency 38 .
No consent form Consent Form '
uploaded. No consent form
uploaded. © Agencies
Primary Agency

Edit Client Cancel

Emarmnanmuy Mancidaratinne
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3) Review the client's details and ensure all information is up to date and correct. Then complete the process by clicking on the 'Verify Client'

button

(9) Peter J
© Client Details
Status
Revalidate

© Agency Details
Agency Ref

—

Consent Form
Select File...

© Client Emergency Contacts
Primary Contact
MName Phone

Surname *

Firstname *
E mm| [ |

‘You are editing the record as a primary agency user.

Gendar

Revalidate By Receiving Services

Perzon not receiving servicas

Mobile

Client Phone

Relationship to Client

Secondary Contact
Mame Phone

Relationship to Client

© Emergency Gonsiderations:
Mobility

‘Wheelchair

‘Walking aids required

Home ventilator
# Parenteral nutrition
Sarvice animal
Access & Security
4WD required

Behaviour

Communications & Cognitive
Hearing
¥ Dementia

Alcohol or other drugs

Additional Notes

Stratoher required

¥ Waight-related mobility aids

Equipment, Critical, Medication and Pets

Oxygen

Ventricle assistance device

Pets.

Side access

Dangerous animals

Sight

Mental health

Mon English spesking

Hoist or fting aid required

Dialysis

Critical medication

Rear access

Speech

Cognitive disability

150 characters maximum

“You have 150 characters left.

VerifyClient | Remove [EEETE 0

4) Your client has now been revalidated and has a VERIFIED status.
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Cancel

Address *
I; v
Please include strest number, street name, suburb and pestcoda and then click "Show Address’

Property Name

[ ]

If applicable, &.g. The Coach House

a4 _. B b - . ]
riom el I = 229 15
20m [ | . . g

100 ft w ] B L

1
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Filter The client record has been verified. >

| Any Status 4|
Relationship

| Show all clients B

@ Advancad

Dizplaying 1 to & of 6 items.

Removing a client

Removing has two meanings in the VPR:

Client Name

Peter I

Last Verified

220372017

210452017

217042017

21/04/2016

2611172016

210452017

Naxt verification

Date not sat

Date not sat

Date not sat

Date not ast

Date not sat

Date not sat

Relationship

Primary Agancy

Primary Agancy

Primary Agancy

Primary Agency

Primary Agancy

Primary Agancy

Show Map

1. This client is still vulnerable but is no longer receiving services from your agency. Here you are removing the relationship between

you and the client. This is known as "unlinking".
2. This client is no longer vulnerable. Here removing a client will remove it from the system altogether.

To remove a client when the client is no longer vulnerable

1) Navigate to the Client screen and click Edit.
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1 I =40V 200 -] https: f (wpr.mecccentral.com/vpr/client/index /eventid /10

1y
‘ Vulnerable Persons Register

Dashboard

5 ) Vulnerable Persons | 4 ) Unverified

(10) Mary Poppins

Client Details

Status

UNVERIFIED

Name Gender

Mary Poppins F

Contact Phone Address

Agency Details

Agency Reference Revalldate by
30/04/2013

Edit Client

Emergency Considerations

No emergency considerations have been recorded

2) At the bottom of the form, click Remove.

Copyright 2017 Datalink Internet Systems Pty Ltd

Vulnerable Persons Key Documents

My Agency

Date of Birth
12M2/2012

Cancel

&2 Mew Client

35 Campbell 5t, Heathmont, Victoria, 3135

Park

» . .
"J Grchards o) | Map | Sateliite
- = W
ale el g

Ringwood
g L f Croydon
e e o
Sy,
h! Ringweod  Cioydon
Ringwood East South
Milcham
Bayswatar
) Heathenont gy orth
o Q
m Werment
ﬂ;_%ﬁ . D= Bayswater ©
o
el | o
Venmont |-.|¢.,,..('|.:\.-J.<
outh

L e Report & map srver
© Map Layers

© Agencies

Primary Agency

Meals on Wheels Morthwest Reglon
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Vulnerable Parsons Register - Client Update

4 = | | | 2| @ https:/ fvpr.mecccentral.com/vpr/client/update feventid 10 ¢ (+]
Alcohol or other Mon English
drugs speaking

Additional Notes

150 characters masimum

You have 150 characters laft.

Verity Cl ant Remove Cancel

3) Depending on your relationship with the client, the removal screen will offer different options. As a Primay Agency, who wishes to remove the
Client from the VPR, as they are no longer vulnerable, select the second option as shown below.

Reassign or Remove

As the nominated primary agency, it 15 your responsibility to follow up as much as practical o determine whether this person is still vulnerable

and whether they should remain im the Vulnerable Persons Regisier. This person has provided consent 1o be on the register and needs o be
considered vulnerable until it is determined otherwise, even if your agenty has ceased providing services to ihe client
This

[ i5 no longer receiving semvices from this agency
This client is no longer vulnerable

—

Cancel

4) Selecting this option will result in a number of removal reasons to appear. You must select a removal reason and then acknowledge(tick) the
confirmation statement.
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Reassign or Remove

As the nominaled primary agency. i is your responsibiity to follow up a5 much as practical 1o defemmine whether this person i still
vulnerable and wheiner they should remain in the Vuinerable Persons Register. This person has provided consent 1o be on the regisier and
neads 1o be considersd vulnerable until it is determined olnerwise, even il your agency has ceased providing senvices 1o he client

This client is still vulnerable but is no longer receiving senvices from this agency

* This client is no longer vulnerabie

Remove rom the Vulnerable Persons Register

Waming: Removing a person from the register means that their details will no longer be available to Victoria Police during an emergency

Before remowving clients from the Vuinerable Persons Register please notify the client{or client's nominated contact) that they will no longer
be Included in the

{rom the register

Woved to a residential facility
Moved to supported living arrangement
Client requests removal
Deceased
Emergency plan in place

Priysical or cognitive improvement

Additional Ceol

| confirm that this person no longer needs o be included in the YPR. | understand that the personal details of this person will no longer
be Enmed E 'u'n:Ena E ice !nr Emeraenr.i EI‘II‘IIE or resﬁnse K

Remove from Register Cancel

5) Click "Remove from Register" to process the removal request.

Changing which agency is the Primary Agency

When multiple agencies have a relationship with a client, it is possible for agencies to change which agency is the Primary Agency.

If you are the Primary Agency:

View the client record

Click Edit Client

Click Remove

Select the reason "This client is still vulnerable but is no longer receiving services from this agency"
You can then select the secondary agency that should become the primary

Click Submit to finish.

All agencies, and the VPR Coordinator will be notified of the change.

If you are a Secondary Agency:

® Contact the Primary Agency or the VPR Coordinator to have the client reassigned to you.
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Agency Coordinators

Agency Coordinators are nominated by VPR Coordinators and have permission to perform the following additional functions.

Edit My Agency
To edit your agency details:

1. Sign in as an Agency Coordinator.
2. Navigate to "My Agency" in the main menu.
3. Push the "Edit Agency button.

"y
‘ Vuloerable Persons Register Jomn Smilh's Profile + Suppert - Sign Ow

Dashboard Vulnerable Persons Key Documents My Agency Users

L) New Clant

Agency Details Agency Users

Status Last Revalidate 1. Joan Smith (Agency Admer
ACTVE o
Mot Set
Email FPhone Address
Manage Users
Website Primary LGA
Brmbank
LGA Contacts RE
"
& Narik
Description

4. Make changes as required (note this is how you change your Agency's name as the administering LGA if needed).
5. Push the "Update" button.

Adding Agency Users

1. Sign in as an Agency Coordinator
2. There are two ways to add new users, both essentially do the same

a. On the "My Agency" tab push the "Manage Users button (this effectively does the same as option 2)
b. Visit the "Users" tab

3. On the Users tab, click "Add Agency User"
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Ii Vulnerable Persons Register

Dashboard Vulnerable Persans Koy Documents

Filter Dasgalapinng Cotlacts
Online i .
Efther w
n Durty '
Either ks
Keyword

Clear Filter

Jain Smikh's Pralile (14

My Agency

Suppart - Sign Out

Usars

& New Clisnt

Export
Quick Links

4. Complete the "Create New User" form

a. Email - Contact email for new user (used to send invitation and as their username)
b. Agency - this shows your agency and cannot be changed
c. This user is the agency emergency contact - tick if this is a nominated emergency contact (there can be more than one

emergency contact for your agency)

d. This user is a coordinator - grants coordinator access rights to the user

e. Push the Submit button

L
W Vulnerable Persons Register

Dashboard Vulnerable Persons Hey Documents

Email *

agency

Meats on 'Whesls (Norhwest Region) |

[ This user is the agency emengancy CONEac

Joan Smih's Profile * Support - Sign Oul

My Agency Users

&2 New CHent

=

Removing Agency Users

To mark an Agency User as removed in the VPR:

. Sign in as an Agency Coordinator

. Click on the "Users" tab

. Select and edit the Agency User you wish to remove
. Select 'Edit Profile

. Click on the 'Delete’ button at the bottom of the page

O b wWNPE
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L]
'f Vulnerable Persons Register

Dashboard Vulnerable

4 | Vulnerable Persons

Edit Profile

Contact Detalls

Username *

(LR

Password

Full Name *

Position Title

Email

Phone

Mobile

Division

Region

Persons

0 ' To Revalidate

Roles & Security
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Enter the name of the user's region
Active

Only active users can log
|V C Gl Delete

Granting Agency Coordinator access privileges

To make an Agency User that is not currently an Agency Coordinator an Agency Coordinator:
1
2
3
4
5

L]
‘ Vulnerable Persons Register

. Click on the users name (in Users list, Dashboard etc).
. Edit the user's profile.

. Select the "Roles & Security" tab.

. Tick the checkbox labeled "This user is a coordinator".
. Push the "Update" button.

Dashboard Vulnerable Persons Key Documents

1 ) Vulnerable Persons (1 ) New Agencies

Edit Profile

Contact Details Roles & Security
This user is a coordinator

For VPR Coordinators

® Overview
® Accessing the VPR
® Viewing the Agency List

Copyright 2017 Datalink Internet Systems Pty Ltd

Agencies

Users



Vulnerable Persons Register User Guide

Viewing an Agency
Managing Agency Users
Adding New Agencies
Approving or Denying new Agency Requests
® Approving Agencies
® Declining Agencies
® Managing Council VPR users
® Removing persons from the register that have no primary agency
® Advanced Topic: Sharing access across multiple LGAs

Overview

VPR Coordinators are council officers that access their local register through MECC Central. The VPR Coordinator is responsible for coordinating
and supporting agencies within their local area, and resolving any changes to an agency's client relationship.

The following video summarises the key information needed by VPR Coordinators to use the system.

|x|:\]
Sl

YPE_Coordinato,,.r_Overview . mov

You should also watch the Agency User Overview video to understand how agency users will work with the system.

Note: some organisations block video streaming into their networks, and if this is the case, try viewing from another device such as a 3G-enabled
iPad. The videos are only small in filesize.

Accessing the VPR

1) Log in to Crisisworks

2) If you have previously been set up to access the VPR, you can simply click the "Vulnerable Persons Register" link in the left-hand side panel
from the Dashboard. This will automatically log you into the register. If you haven't been set up with VPR access, you will need to request that the
Crisisworks Administrator update your user permissions.
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_‘_ BSC Overview~ Events~ Operations~ Library~ Settings

Home / Overview / Dashboard

Contacts 80

REFERENCES I
Library 119

TOOLS INFRASTRUCTURE ASSESSMENT

@erable Persons Hegile

Note: If you are a VPR Coordinator for multiple LGAs, it is possible to configure common access across all the LGAs you work in, regardless if
which MECC Central you access the VPR from.

Viewing the Agency List
The Agency List will display any agencies that you have permission to view and/or edit.

To access the agency list:

1. Signin as a VPR Coordinator.
2. Select the "Agencies" tab in the main menu.

Vi
‘- Vulnerable Persons Reglater See Foo's Profile - Supporl - Sagn Oul

Dashboard Vulnerable Persons Key Documents Agencies Users

Advanced

-

Filter

Agency Stalus =

Oparation

Select Related

W =

Expasrt

Quick Links

¥You have no guick inks

The agency list is a datagrid which offers several navigation features including:
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® Filters - filters the list using the applied criteria

® Sortable Columns - click each data column to re-sort table ascending or descending

* Data Export - exports a CSV (Excel spreadsheet compatible) file containing the contact details for each agency matching the
currently set filter

The agency status field is set based on the agency's primary clients. If all clients are verified, the agency is verified. If any client is requiring
validation or is unverified, then the agency record will also show that state. Additionally, the new status is used to identify new agencies that
have self-registered but are not yet active.

Viewing an Agency

To view an agency, follow these steps:

1) Click 'Agencies' at the top navigation bar to view a list of all agencies in your area.

ible Persons Register - Agency-manager Index

k) = | & hieps:f /vpr.mecccentral.com/vprfagency-manager [+

% Vulnerable Persons Register

Dashboard Vulnerable Persons

4 | Vulnerable Parsons

Advanced
Status A Id Agancy Nama Administering LG Local Clients Users

Filter
~Agency Status ] TEST2 test2 Alpine Shire 2
Operation [ VERIFIED Datalink Alpine Shire

Is H

HELPIN Alpine Shire 3 2

Select Related

New s ZBLING Alpine Shire 2 2

AMHhr Cloar Filters Displaying 1 to 4 of 4 items

2 =

Quick Links

You have no quick links.

Copyright 2012 Crisisworks - Version 3.1.0 vprstaging-web-04-server_mcbp

2) Then, click the ID of the agency you wish to view. You can also filter your agency list using the filters to the left.
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- oy - & | 4 hups @ vprstaging.mecccentral.com v (]

i
"'- Vulnerable Persons Register

Dashboard Vulnerable Persons Key Documents

Datalink
Agency Details Agency Users
e Narme Emall Scott T, 0419 Coordinator)
| VERIFIED Datalink
Phone Website
1345 www.datalink.com.au Add User
Summary of services Administering Local Government
Test, test Council
Alping Shire
VPR Coordinators
Email:
Email:

Client Summary

0 Local vulnerable clients
0 Need revalidation

0 Unvearified

Municipalities with registered clients

No active clients

Managing Agency Users

As a VPR Coordinator, you can add and edit agency users on behalf of your agencies.
This allows you to:

® Add new users to an agency

® Edit the details of an existing agency user to update their email address, password and contact information
® Make a user active or inactive

® Promote or demote the user from the Agency Admin role

Step by step:
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1. Login as a VPR Coordinator

. Click Agencies and search for the agency you wish to manage

3. Click the agency in the search result to view the agency details. The agency's users are listed on the right hand side of the agency
details screen.

4. To edit a user, click the user you wish to manage to view that user's profile, then click "Edit". If adding a new user, click "Add User
instead.

5. From the edit screen, change the details you wish to change, then click Save to update the details.

N

Adding New Agencies

VPR Coordinators may register new agencies into the system.

To add a new agency:

1) Sign in as a VPR Coordinator

2) Select the "Agencies" tab. (This tab is only visible to VPR Administrators)

3) Push the "Add" button at the bottom of the datagrid

i- Vulnerable Persons Register Sue Foo's Profile - Sepport - Sign Out

Dashboard Vulnerable Persons Key Documents Agencies Users

Agvanced
Filter
Agency Status -
Operation
n Astralia Alpin

I8 -

Select Related 3 Alping Shire He Al ar

I -

isplaying 11 i
m Claar Filtérs e
Export

Quick Links

Yiou hiave no quick links

Copyright 2012 Crisisworks Version 310 vprsiaging-web-02-server_mcbp
4) Complete the Agency details in the Agency Registration form. Details on how to use this form can be found in the Agency Registration section.

Approving or Denying new Agency Requests

Before an Agency user can access the system, the Agency must be approved by a VPR Coordinator of the responsible LGA.

VPR Coordinators will receive an email notiffication when Agencies have requested to be added to the VPR. Newly added records will be marked
with a status of "New".

Only VPR Coordinators can approve agencies.
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Approving Agencies
To approve an Agency request:

1) Sign in as a VPR Coordinator

2) View the Agency Page marked with the status of
etc)

"New" that you wish to aprove (click on the Agency link in email notification, the Agencies list

3) Push the "Approve" button. Once approved, the Agency will be sent a notification and be able to begin using the VPR.

By
‘ Vulserable Persons Register

Swe Foo's Profile « Supporl -« Sign Oul

Dashboard Vulnerable Persons Key Documents Agencies Users
1 2
h 5 pEnoin wal 3G [Tk ADE
Uatalink
Agency Detalls Agency Users
Suxtus Hame Last Revalidate Date 1 ' 21 440
Ialaink Niol Set
Email Phane Address
SASROC EEONIAAE. COom Ay 440
LGA Contacts
Viebsite Primary LGA
-
hittp aow datalink com au Alpine Shire r
s Za
Description

DCatalink 5 the: developer of Crisssworks and MECC Centra

Decling

* Vulnerable Persons Register

Managed Clisnts

Vulnerabls Chanis

Sua Foo's Profis -

Dashboard  Vulmerable Persons  Key Documents  Agencies  Users

1 1
Advanced You have successhully approved this agency, and come email has been sent
‘hpEncy SLEles” 15 "Néw ﬂ

ﬂ An peanced liled has beda apphed. Please ook al the selelad 1o Turther mbcdmpica
Quick Links Spiayng 18

p— B2 eeon
v 1t 201 i sion 3 1 vprstaging-wek ETVET_mi by

Declining Agencies

To decline an Agency request:
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1) Sign in as a VPR Coordinator

2) View the Agency Page marked with the status of "New" that you wish to aprove (click on the Agency link in email notification, the Agencies list
etc)

3) Push the "Decline" button. Once declined, the Agency will be removed from the VPR.

‘I Vulnerable Persons Begister Soe Foo's Profile - Supporl - Sign Oul

Dashboard Vulnerable Persons Hey Documants AQENCINE UIEETrs

1 1
his a wal I 1 I
Datalink
Agency Detalls Agency Users
Status Hame Last Revalidate Date 1 il Davey 0419 552 555
Tl i
Email Phone Address

sdavey@databnk comau 0410 552
Emergency Contact
Primary LGA

Tl AL Alpane Shire Phone: 0410 552 555

Dedcription

Software deveiopment

LGA Contacts

« SieF
Decling o R

Managing Council VPR users

Council users are managed from within MECC Central, by the MECC Central Administrator.
To grant VPR access, edit the user's profile and activate the following roles:

® VPR Access - provides read-only access to the local register.
® VPR Coordinaator - provides read-write access to the register.
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. ol £ | 4 hutps @ staging mecccentral.com

Vulnerable Persons Register = Client Remowe

% MECC Central

Dashboard  Activiies  People & Property = Agency Workspace  Documents

MECC Central

Virus Contamination = 4 | Incident Tota 0 ) Council Total {0 ) Council Opan
Edit Profile
Contact Details Alert Modes Alert Options Roles & Permissions
Agency
Coundil
Coordinator

o Administrator

Case Worker

™ Case Manager

™ Access the Vulnerable Persons Register

# Coordinate the Vulnerable Persons Register

M Active

It is possible for a single VPR Coordinator to span multiple councils

The procedure for doing so is as follows:

L) Mew Log Entry

L) Mew Activity

1. Decide on a primary email address for the user, and temporarily set the user's email address in the profile of each MECC Central

instance.

2. In each MECC Central, now activate the VPR Coordinator role for that user.

3. Once you have done this, the email addresses within MECC Central can be reset to their previous settings.

By following this procedure, a VPR Coordinator with user accounts in multiple MECC Central installations will be able to get visibility in the register

across all their councils at once, regardless of which MECC Central they use to log into the register.

Removing persons from the register that have no primary agency

A VPR Coordinator can permanently remove clients that have no assigned agency.

Before removing the client, the onus is on the VPR Coordinator to ensure that the client is no longer vulnerable for the purposes of the VPR
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system. Important: this client will no longer be considered vulnerable by police and they will no longer appear in any searches or
reports.

To remove the client:

1. Login as a VPR Coordinator

2. Find the vulnerable person

3. Verify the person has no primary agency

4. Click the Remove button and specify the removal reason.

The following screenshot shows how to verify the person has no primary agency, along with the location of the remove button.
i Profile - Feedback & Support - Sign O

r Vulnerable Persons Register

Agencies LGAs My LGA

Dashboard Vulnerable Persons Documents

1 ) Unverified 0 ) Suspended 0 ) Clients Requiring Attention

0 ) To Revalidate

1 ) Vulnerable Persons

When a client is not assigned to any agency, as a VPR Coordinator
7 Elle Place, Mount Martha, Victoria, 3934

Client Details you now have the ability to remove the client, if appropriate.
Status g
= £
torroyns (& = Er =
/ 7| z &
Name Gender Date of Birth |:l g _,_5
. = @ =1
E 01/01/1970 —8h oy = Golf Clubs Down Under ( y
b Australia Pos (&
Contact Phone Address Z
o Ca
\.rrﬁs‘ﬁf“.jl-d Oy o
! Fran,
Cn
L) )
o
o
£ W’”ﬂm.
Agency Details 510 | & =
2
Agency Reference Revalidate by Receiving Services '-'«"mi:,-.- =
J'e Ryt g
Not Set Yes
Prii A c t o Osbome Primary School (% o
rima ency Consen ary Sc Y
Ty Agency I s g b
AR Map data €2015 Google TermsofUse  Report a map emor

Consent Form

No consent form uploaded Form

No consent form uploaded.
Agencies

Cancel

Advanced Topic: Sharing access across multiple LGAs

Some VPR Coordinators will be the same across multiple councils, and in this case, the Vulnerable Persons Registers system allows for that user
to create a single view across multiple LGAs.

To set up a common view across multiple LGAs, follow these steps.

Decide upon an email address to be your primary email address.
In each MECC Central that you are a VPR Coordinator, edit your email address to set it to the common email address.

Now, have your MECC Central Administrator add the VPR Coordinator role to your account. If you have already had this role,
uncheck the box and save your profile, then recheck the box and save again.

4. Now you should be able to log in from any of the MECC Central instances, and view clients and agencies across all your boundaries.
5. After you have logged in from each MECC Central for the first time, you can change your email address in MECC Central back to

1.
2.
3.

whatever it was originally.

If you have any problems then please contact our Service Desk for assistance.

For Police Users

® Overview
® Browsing and Querying Registers
® Browsing the register
® Using counters

Copyright 2017 Datalink Internet Systems Pty Ltd



Vulnerable Persons Register User Guide

® Filtering
Identifying areas with no coverage
Counter Pre-set Filters
Radius Filter
Polygon filter
Polygon from External Layer
®* Map Layers
® Applying the Filter
® Evacuation Reports
® Report Contents
® Cover Page
® Person Listings
® Person Details
® Generating an Evacuation Report
® On Screen Report
® Downloadable Reports
® Emailing Reports

Overview

Police Users interact with the VPR to query across all local registers in the event of an emergency (for example to create evacuation reports etc).

The following 6 minute video shows how to use the key functions within the system.

J

YPE_Police _User_Owerview.mov

It may be useful to watch the Agency User Overview video for a general overview of how funded agencies work with the system.

Browsing and Querying Registers

This section covers the act of querying the registers to find vulnerable persons (VPs) that match your criteria.
There are several different methods to query the registers.
Queries generally fall into three types:

1. Browsing - generating general results based ad-hoc,
2. Filtering - generating precise results based on specific known criteria, and
3. Counters - pre-designed filters designed to quickly access data.

Browsing the register

Browsing the register allows you to explore the map and view vulnerable persons with geographic features.
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1. Using the map to Pan and zoom
2. Using the Find tool to focus the map on a specific point/location

Using counters

1. Using counter links to access pre-set filters

® Within your LGA
® Proximity and local LGA using your location with a GPS-enabled device

Filtering

1. Within Current View
2. By Geographical Area

® Radius from a Point
® Polygon

Filters enable you to select a group of VPs to work with based on the criteria you set.

To set a filter

1. Select your filter using the pulldown list

Filter
Filter By Map
Radius -|

Select Option..
Local Government
Map Layer
Current View

Filter

© Advanced
2. Draw on the map
3. Push the "Apply Filter" button

To reset the filter
1. Push the "Clear Filter" button

For more details on the specific filters available, see the topics below.

Identifying areas with no coverage

Areas shaded RED on the map indicate LGAs that do not participate in the Vulnerable Persons Registers.

Note that it is not possible to browse or filter for VPs within these areas. Records within this area may be accessed by contacting the council
directly or using an external process/list.
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Counter Pre-set Filters

There are at least 2 counters which apply preset filters

® \ulnerable Persons counter - displays a total of all VPs in the Register
® 50k radius counter - displays a total of all VPs within 50 kilometres of your location
® Local LGA counter - displays a total of all VPs within your current area

To apply a pre-set filter using a counter, click the appropriate counter
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Current View Filter

The Current View filter will select all of the VPs within the map view window on your screen (ie rectangular geographical area).
1. Browse to the area.

2. Select the ‘Current View’ filter
3. Push the '‘Apply Filter' button

An example of a rectangular area selected from a current view is shown below
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Radius Filter

A radius query allows you to select a group of VPs within a circular geographical area using a central point.

To select a radius to work with:

. Browse to the area.

. Select 'Radius’ from the pulldown list

. Click the map to place the centre point.
. Adjust the radius using the cursor

. Press the 'Apply Filter' button

a b wWNPEF
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Benalla VIC 3672, Australi m

p to centre the radius
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Polygon filter

The Polygon tool allows you to select a group of VPs within an irregular area that you define.

The polygon is comprised of a group of lines connected together with the selected VPs lying in the area within them.
To create a Polygon filter:

1. Browse to the area
2. Select ‘Polygon’
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Filter
Filter By Map

Select Option..

Map Layer
Current View

Radius

3. Click the map to draw the polygon each point is connected to the last by a line

Address/Locality Search m

Local Government b Filter

+
H Click the map to draw a polygon.

PY PqIE WO -RYUD

Satellite

Map data ©€2013 Google - Terms of Use Report a map error

4. Close the polygon by clicking the first point.
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Address/Locality Search m

T Map data ©2013 Google - Terms of Use Report & map efror
5. Click 'Apply Filter'

Polygon from External Layer

The Polygon from External Layer tool enables you to filter with a complex area thas has previously been imported into the VPR from an external
source. These are centrally managed and can be added to including live feeds from external sources (such as LGA boundaries, State Control
Centre incident feeds).

Map Layers

External map layers can be found and viewed on the map
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Applying the Filter

To apply an external layer filter:

1. Select 'Map Layer' from the pulldown list
2. Select the layer you want to use from the 'Layer’ pulldown list.
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Filter
Filter By Map

Map Layer ~|
Layer

-No Layer -
' Benalla Flood
Black Saturday 2009 Fire Boundary
Council Boundaries

3. Click 'Apply Filter".

Evacuation Reports

Evacuation Reports show a list of all vulnerable clients, emergency contact details and special needs.
With the VPR, Evacuation Reports can be generated in a number of ways:

1. Show on screen

2. Download as a file - either PDF or CSV (Excel)

3. Email a PDF - either to yourself, or to one or more external recipients
Report Contents

Evacuation Reports consist of the following core components:

Component On Screen PDF CSV

(HTML)
Cover Page Y Y
Personal Listing Y Y Y
Personal Detail Y Y Y
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End Page Y

The End page is left intentionally blank for a reference when printing.

Cover Page

Includes:

The user’s details

Date, time, IP address of query
Filter criteria

Result count

Overview map
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[Pl Tewd
Ratiead 0 Bl 3300 605 83 a0
By dews Bk
oo 355308 BRL B

L e " = ryda b

i

P ot o ol AT 1 AR T VO RO % ORI P D O B AR R I e
T

T Bl et b DL TR Al b i viales sl Pubed o vinliil] S (ot

Pl 7 retaTas T ving? Btk DECRTL
et o s s, e it W uiets o (o RFITHE BATT B Bl B LSRRI SR LT,
HW‘IJEWI HES BELRET AT BB 1 0 LA T TG00 L) 144 COIG300 1 W14 75 - M 3107 73 20 KMl
A O S HMMPH:IHQ Lo SRS L L P LIPS - 6 SR RORITELE L 145 S0 0 M i -

..... BT B AR 122 L MR

IH-HINJW]II B AT BT BT :Ilﬁ BB T el 3 AR TREN T LT R R
B A1 DA T A RS BaA A0 T T BN, A D000 IR T 143 Tk P TRA LR ST HES AT TRE
LR R L S

Person Listings

Includes a list of selected clients in a single table along with their:

® Name, Address & Phone
® Summary of evacuation criteria

® "Consult Health Commander" flag (highlighted in yellow) for clients with special evacuation needs

Copyright 2017 Datalink Internet Systems Pty Ltd



Vulnerable Persons Register User Guide

L hddreay L
B i B Tk Walime 5, Boraile. Viinsa, BT1 Lol
Eat]
gl i . il ki g
1 W G 0 Dt B, B, Vi, YD [TEEEE]
sy
Bl iy i £ Ml
1 Cras Se e 5 ik Avatos Burala Veneru M1 PR R
ady
g gy, il ok s
4 Dalrs N ED Mniviim e R, Bansle. Vin ke, M3 Ll
a3
iy gy, il iyl
B Rl e e i el il Yihira M PR

Wi i, © ] Ml e

B Peadamaa rangei LEEL N | Wicwsis, Sk 0K
Fstapmde par i s, b A%
R e ] Ml e

3 e ey . a3 338

sy
il by T o] Bl e

B My g 3 i L, Vit P, Vi, M G438 328
aay

iy £ Tl Bl it

i e pheae L Anheie Soreet, Yiokt Town, vickris, Mdd Al A
4
W LR M
W e Gy S¥Nuemary Rapd Badmpmam, Vaimrd, BAG (oI
i
[ TE TS TR NPT
R e Lawrencs P mursar Woen barcd. Vo Wl ik 2R

i Lawars e i Drysdesn Soad. Gorma. Vickora Hdd AN 2R
ELt]
-y e e e b
M B S 7 BN iy gy, fpepend, Waioriy, MTH Lk
Eat]

Person Details

Includes individual details for a client:

Personal details
Agency & Personal Emergency contacts
Address (including marker on map)

L[]
L[]
L[]
® Record ID for matching between report pages
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Generating an Evacuation Report

To generate an Evacuation Report:

1. Apply a Filter
2. Push the "Generate Evacuation Report" button
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3. Provide the purpose for which the report is to be used in the "Purpose of Report" field (this is mandatory and is required for audit
purposes)
4. Specify a report output type

Purpose of Report *
Benalla Floods 2013

(+) View in browser

(U Download as PDF

() Download as CSV (e.g. Microsoft Excel)

() Send to my email address (police@example.com)

(_) Send to another email address (comma-separated)

5. Push the "Generate Report" button

Copyright 2017 Datalink Internet Systems Pty Ltd



Vulnerable Persons Register User Guide

On Screen Report

The On Screen report provides a view of the report in HTML format on-screen. Note that while maps appear embedded on the page, they are a
static view and you cannot pan/zoom or change views.
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The On Screen (HTML) version has a print stylesheet optimised for printing that removes the menus and navigation (see below) however the PDF
version is preferable for printing.
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Print Preview of On Screen Evacuation Report

Downloadable Reports

For downloadable reports (such as PDF or CSV) use the pop-up dialog to save the report your computer and/or open.

The PDF format is better suited to printing and sharing;
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Sample PDF version of Evacuation Report

while CSV (see below) is suited to use with a spreadsheet program such as Excel.
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Sample Excel version of Evacuation Report
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Emailing Reports

If you opt to send the report, it will attach a PDF of the report to a system generated email.

To send to other email addresses, you will need to select this option and enter a list in the field provided before pushing the "Generate button"

@ Send to another email address (comma-separated)

Email Addresses

TEr] e = N e e e et e e e A P e e
cnier a comima separated {151 o1 emall adaresses

Generate Report

Frequently Asked Questions

® General
® 1. Who can add vulnerable person records?

* VPR Coordinators
® 1. Why can't | edit a vulnerable person?

® Agency Users
® 1. My client has an RMB address, and it cannot be verified in Vicmap. What do | do?

® 2. Our Agency Coordinator has left - how can | get access to our account?

® Police
® 1. How do | access the VPR?

General

1. Who can add vulnerable person records?

There are a few different classes of user in the VPR, but only Agency Users can add or edit vulnerable persons records.
Back to top

VPR Coordinators

1. Why can't | edit a vulnerable person?

Only VPR Agency Users can edit clients.

The role of a VPR Coordinator is to coordinate agencies to manage their own client records and revalidation. Therefore VPR Coordinators can not
add, edit or update clients.
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There is sometimes confusion on this point because it's sometimes the case that the same council officer is both a VPR Coordindator for their
council and an Agency Coordinator for their HACC service.

If you are trying to edit a client on behalf of your council's HACC service, you must log in using the user account for the agency administrator via h
ttps://vpr.crisisworks.com, rather than clicking the link from within your Crisisworks installation.

If you need to determine which user account to use, log in as a VPR Coordinator, find your council's agency and you will find the list of authorised
agency users for that agency. You can add yourself if you are not on that list, and you can reset the user's password by editing that user's profile.
Once you know the email address and password you can log in at https://vpr.crisisworks.com.

Back to top

Agency Users

1. My client has an RMB address, and it cannot be verified in Vicmap. What do 1 do?

An RMB ("Regional Mail Box") address is an older style of address used in rural areas.

These addresses were phased out over 10 years ago, and are no longer valid addresses in Victoria. Each RMB address was replaced with a
standard address format with a street number and street name, where the street number was the number of metres from the start of the road. For
example, 1600 Country Road would be 1.6 kms from the start of Country Road.

As RMB addresses are no longer official property addresses, you will need to get the property's official address. You can do this in a number of
ways:

1. By contacting your client - they should know of the new address.
2. By contacting your VPR Coordinator, who can consult with the council GIS Officer to identify the address.
3. By visiting Land Victoria's Online Map, and browsing the street to identify the address.

Once you have the valid address, you can enter that into the VPR.

Back to top

2. Our Agency Coordinator has left - how can | get access to our account?

Agency accounts are accessed via individual user accounts, so if a user leaves the organisation without handing over their access credentials,
you may find your agency is locked out of the VPR.

To obtain access, contact one of the following people for assistance:

1. The VPR Coordinator at your local council (preferred contact),
2. The Emergency Management contact at your regional DHS office, or
3. Email VPEProgram@dhs.vic.gov.au to contact the state-wide VPR Administrator, who can direct you to the most appropriate person.

Only the VPR Coordinator has the power to grant access to locked-out agency accounts. The other contacts can look up your VPR Coordinator
for you.

Back to top

Police

1. How do | access the VPR?

Police users are managed by VicPol, so please contact your MERC or REMI for access.

Back to top
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