
How to guide for: 
Creating a profile in Operoo

This document has been compiled by Scouts ACT. 
There will be references to Scouts below, but the 
examples are clear.
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Background information 
• This guide covers how a parent, camper, pathfinder, or adult helper can create their Operoo account 

and share their profile. This process is the same for both leaders, rovers, adult helpers, and parents.
• Member names and email addresses are integrated to Operoo from applications submitted that have 

had Operoo sharing consent given. Once imported, this triggers an email invite to create an Operoo 
account and profile.

• Once the profile is created it can be shared with the North New South Wales Conference so the 
relevant leaders have access to their medical details and can send activity consent forms to families.

• It is important to note a parent (or adult member) creates only one Operoo account but can have many 
profiles (one for each child) under that account.

• A profile information can be updated at any time
• The process for creating your Operoo profile is the same if using a desktop or mobile phone.

Email invite is received 
To start the process, you will receive an invite similar to shown below from Scouts ACT. This invite is sent to 
the email listed as the primary contact in Extranet. 

Click on the Create Operoo Profile button to start the process. 
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Create your Operoo account 
Firstly, you will be prompted to sign up and set a password for your account (username is your email address). 
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Create your profile 
Once you have signed up, click on the ‘+ Add Profile’ link. 

Fill out the questions as presented to you which include the following sections: 

- Personal details
- Profile photo
- Emergency Contacts. We require at least two contacts.
- Medical Contacts. This is optional but you can list doctor/dentist details.
- Emergency Information (eg Medicare number, Private health insurance details etc)
- Medical Conditions
- Other Conditions/Disabilities
- Notes. If there is anything additional you wish to make leaders aware of, please add this 

information here.
- Consent. Where you create your electronic signature and consent that the information is correct.

Click ‘I Agree’ and the profile is saved. 

Back on the home page the profile will now appear. You will 
note if there are any special medical conditions or notes these 
appear with an exclamation mark so this is easily brought to a 
Scout leaders' attention. 



Page 5 of 8 

Share your Profile with Scouts ACT 

Once the profile has been created, click on the name of the person. 

You will then see a Sharing Section. Click the Share button for the Scouts ACT group. 
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A confirmation message will appear, with the name and email address of the Group Leader. 

Once shared, this will update the profile details. 

Congratulations. You have now setup and shared your profile. 
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Share your profile with other people 
You are able to share the management of profiles in your account with another person (e.g. other parent). To 
do this click on the profile name and the Share button under the Individuals line of the Sharing section. 

Then fill out the invite details and click invite. For access, we recommend choosing View and Modify if you 
wish them to respond to Activity Consent forms. 
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The person who has been invited will then be asked to create an Operoo account the same way as outlined 
above. 

End of document 




