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Add and update Arrival users

Information for Service Provider Administrators and Service
Administrators

A guide to support service provider administrators and service administrators to manage users in
Arrival.

Service provider administrators and service administrators can add, update (and remove) users to
Arrival as well as assign a role and service or multiple services within that provider.

This guide includes information on:

e Add a new user

e Additional roles

e Arrival user roles

e Resend access invitation to a new user
o Remove (Deactivate) a user

e Reactivate a user

e Update a user

Add a new user

1. Login to Arrival. From the Welcome dashboard click the Users tile.

ARRIVAL Services v Children Teacher/Educator Provider v Reporting v Help ST v B

Welcome Stefan

Would you like to...
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2. Click Add user +.

Services v Children Teacher/E

Add user +

Q = m = I

Type Role Last login Status Action

External Service provider admin Invited ¢/ manage

3. Click Add provider+.

ARRIVAL Services Children Teacher/Educator Workforce Provider v Reporting Help ST Vv é

Home > User Management > Add

Users

Note all fields are mandatory unless labelled otherwise

Personal details

User type @
External |, Add provider + ‘I
First name Last name

| | |

Service email address

| |

Job title (Optional) Start date End date (Optional)

l ‘I DD/MM/YYYY = H DD/MM/YYYY = ‘
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4. Select the Service provider then click Add.

Workforce Provider v  Repo Help ST v

Home > User Management > Add

Users

Note all fields are mandatory unless labelled otherwise

Personal details

User type @
External Add provider <
First name Last name

[T — X

Service email address

: it
‘ PR-40000000 - Amazing kids

Job title (Optional)

I

date (Optional)

DD/MM/YYYY

Discard

5. Click Add role +.

Services Children Teacher/Educator Workforce Provid:

v Reporting Help ST v

Home > User Management > Add

Users

Note all fields are mandatery unless labelled otherwise

Personal details

User type O

External

Provider

PR-40000000 - Amazing kids

First name Last name

I
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6. Select the required Role from the drop-down list.

Note.: refer to the Arrival user roles table below for roles and permissions.

ARRIVAL Services V Children Teacher/Educator Provider v Reporting v Help ST v M

Home » UserManagement » Add

Users

Personal details editing

Usertype @
Gl Add role editing X
Service Provider Role (Required) @
PR-00001129 - Goodsta Select... A &~
Service Provider User
First name
: Service Administrator

7. Select the required services from the drop-down list and click Save.

ARRIVAL Services v Children Teacher/Educator Provider ¥ Reporting ¥ Help ST v

Home > UserManagement > Add

Users

Personal details

Usertype @ Add role editing X
External Role (Required) @
Service Provider ‘ Service Administrator v ‘
PR-00001129 - Goodsta Services (Required) >
First name PWTest Service a
ﬁ test Q
Service email address [] Alissha's Service for Workflow testing J

PWTest Service

[ ] Test sessional Two

Job title (Optional) nd date (Optional)

[] TestSessional
- | pR/MM/YYYY m]
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8. Complete the remaining user details (First name, Last name, Service email address, Job title -
optional, Start date, End date - if required) and click Continue.

Roles

Role Service Delete

Service Administrator PWTest Service v}
Service Administrator Test Sessional Two v}
First name Last name
‘ Jonathon Golding ‘

Service email address

‘ Jonathon@testservice.com.au |

Job title (Optional) Start date End date (Optional)

‘ Service Admin H 25/(F/2024 () H DD/MM/YYYY (m] ‘

m

Start Date Date from which the user will be invited to access Arrival. If today’s
date is entered, an email will be sent to the service email address
entered as soon as the record is saved.

End Date Enter a date here if there is a specific date from which the user will
no longer need Arrival access. The user will be deactivated on this
date.

The new user details will be saved with an onscreen success message indicating the user is
‘pending’. In the background, an invitation to access Arrival will be sent to the user on the required
start date.
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Additional Roles

1. Additional roles can be added to a User, by editing their record and clicking Add role +.

ARRIVAL Providers Services Children Teacher/Educator Workforce Users Reporting Help BP v E

Home > User Management >

Users

Note all fields are mandatory unless labelled otherwise

Personal details editing

Active: 22/10/2025
Administrator:

Last login: 09:1114/11/2025

Usertype @
Saernel Addprovider + l
Provider
PR-40000000 - Amazing kids Add role -4 u]
Role Service Delete

Service Provider Administrator

(m]}

Service Administrator Your Local Kindergarten

2. Select a role from the drop-down menu in the displayed dialog box. If prompted, also select
the name of the Service/s the user is connected with.

ARRIVAL Providers Services Children Teacher/Educator Workforce Users Reporting Help BP v

Home > User Management >

Users

Note all fields are mandatory unless labelled otherwise

Personal details editing

@ Active: 22/10/2025
Administrator:
Last login: 09:1114/11/2025

User type @
External Add provider + l
Provider
PR-40000000 - Amazing kids. Addrole 4 [u]
Role Add role X | Delete
Vi ider Admini: 1

Role (Required) @

rVi mini: r ‘ Select...

v | g
First name
“
Belinda
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3. Click Save.

ARRiV/

Providers Services Children Teacher/Educator Workforce Users Reporting Help BP v E

Home > User Management >

Users

Note all fields are mandatory unless labelled otherwise

Personal details editing

@ Active: 22/10/2025
Administrator:
Last login: 09:1114/11/2025

User type @
Sl iy l
Provider
PR-40000000 - Amazing kids Addrole 4 v]
Role Add role X Delete

Service Provider

Role (Requi [ ]

rvi mini: r ‘ Select.

- ‘ o
First name
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Arrival user roles

Please see information below regarding user roles and permissions. Additional guidance for users is available in the guidance document:
Arrival User Roles and Responsibilities in the Arrival Help.

Description Create/Manage/View Access View Access Create/ Administration
Manage
Users
Service Provider Service Provider staff who are responsible for Service Provider (edit/view only) All Yes Administered by: Arrival Administrator (DE)
Administrator administering Arrival access Service Administrator for: Service Provider
Teacher/Educator User,Service Administrator User and Service
Program/Group User
Child
Parent/Guardian
Attendance
Service Provider User Service Provider staff who require view and edit Teacher/Educator Service Provider No Administered by: Service Provider
access to Arrival Program/Group Service Administrator
Child

Parent/Guardian

Service Administrator Service level staff member/s responsible for Teacher/Educator Service Yes Administered by: Service Provider
administering Arrival access for other service level Program/Group Administrator
staff Child Administrator for: Service User
Parent/Guardian
Attendance
Service User Service level staff who require view and edit access Teacher/Educator Service No Administered by: Service Administrator
to Arrival Program/Group
Child
Parent/Guardian
Attendance
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Resend access invitation to a new user
If the invitation email sent to a user expires, another invitation can be sent with a new 7-day expiry.
1. Login to Arrival and click on the Users tile.

2. Click the manage (pencil) icon for the required user.

ARRIVAL Services v Children Teacher/Educator Provider v Reporting ¥ Help ST v [
Home > User Management
Users
. Add
Overview user +
Displaying 11 of 1 users Q  jonathon X a = mWm =
First name Last name Type Role Last login Status Action
Jonathon Golding External Service admin +1 Invited / manage
n The Victorian Government ack led: boriginal Traditi Owners of Country throughout Victoria and
pays respect to their cultures and Elders past and present.

7 edit

3. Click the link located toward the top of the page.
4. Click Resend Invitation.

Note: The Resend Invitation initiates a new email with a new 7-day expiry.

Personal details editing
Ivvited T304
drmindstrotor
User type )
Service Provider
Hales
Hule Service Dwirte
Service Administrotor PWTen Sarvice
Bervice Agminipirgbor Teat Sewvsionol Two D
Firit nddme Lait name
Sonathan Ceerleding
9 © State of Victoria (Department of Education) 2024. Except where otherwise noted, material in this document is provided under a

Creative Commons Attribution 4.0 International Please check the full copyright notice
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Remove (Deactivate) a user
1. Login to Arrival and click on the Users tile.

2. Click the manage (pencil) icon for the required user.

4 edit
3. Click the link located toward the top of the page.
4. Click Deactivate user.
Hofe * Uier Mandggement ¢ Jehathon Oolding
Users
Personal details editing
Inited TITLTO2A
Ademindytrotor:
Usar type )
Berwice Provider
Baoles
Hule Service Dulete
Service Administrotor P Teat Service
Service Adminisirotor Tent Sewsionol Two )
Firit naimee Lait rame
Jonathan Trerledineg
1 0 © State of Victoria (Department of Education) 2024. Except where otherwise noted, material in this document is provided under a

Creative Commons Attribution 4.0 International Please check the full copyright notice
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5. Click Continue. (No other information is required to deactivate the user).

ARRIVAL Services v Children Teacher/Educator Provider v Reporting v Help ST v

Home > User Management > Jonathon Golding

Users

Personal details editing

. . © Invited 23/12/2024
Are you sure you want to deactivate this X

rator: Stefan Tomaszycki

user?
Usertype @
You will need to reactivate the user for future use of Arrival.
External
Service Provider m
PR-00001129 - GOOASO wrammsrsprammessssssggramns 4 v
Roles
Role Service Delete
Service Administrator PWTest Service g
Service Administrator Manting Test Sessional Two o

6. Arrival will popup a message to confirm ‘You’ve successfully deactivated this user’.

ARTAL Sarvices v Childesn TeocheniBducoter Provider w Beparting v Help A7 w =
Home » User Monogement »  Jonothon Geolding

Users

ﬁ User offbcarded

Vou've ssccetsfully deactivated this user

Inactive 0103005
Admirdvtrator:

7. The user will be sent an email to advise their account is deactivated.

User type )

Dear Stef

IThe account Jonathon@testservice.com.au has been deactivated by an admin.

Please note this email has been automatically generated, do not reply to this address.

¥ind Regards,

WArrival

1 1 © State of Victoria (Department of Education) 2024. Except where otherwise noted, material in this document is provided under a
Creative Commons Attribution 4.0 International Please check the full copyright notice
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Reactivate a user
1. Login to Arrival and click on the Users tile.

2. Click the manage (pencil) icon for the required user.

ARRIVAL

Services v Children Teacher/Educator Provider v Reporting v Help ST v

Home > User Management

Users
Overview Add user +
Displaying 1-1 of 1 users Q  jonathor| Xla = m =
First name Last name Type Role Last login Status Action
Jonathon Golding External Service admin +1 Invited / manage

¢ edit

3. Click the (edit) link located toward the top of the page.

4. Select Reactivate user.

Sarvigas v Chilliren TeooharMdaater Providesr v Begatiag v Help 47 +« @

» User Monggement *  Jonathon Golding

Inaetive OO0
Adminiilrates

User type

Barvice Pravider

Rolew
Bl Rrvige Cebele
"R T Berwice
Tei ik bl Tomris
Eirst noms Lot some =

12
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5. Arrival will popup a message to confirm ‘You’ve successfully reactivated this user’.

Sarviges v Children  Teochsn/Dlecater Provides v  Buparting v Help 87 v [

Home * UserMonogement *  Jonathon Golding

Users

@ User reactivated

[vautve usccemdully renctivoted this usar

Parsonal details ediieg
irvited OLAOVIOTS
L LRI P

|:‘“ﬂ:l e m

Uner type )

Service Provider

Holen
ok pre Erbets
Servise Admisivinates FATew Bervice d -

Update a user
1. Login to Arrival and click on the Users tile.

2. Click the manage (pencil) icon for the required user.

ARRIVAL Services v Children Teacher/Educator Provider v Reporting v Help ST v
Home > User Management
Users
Overview Add user +
Displaying 1-1 of 1 users Q. jonathon| Xjla = m =
First name Last name Type Role Last login Status Action
Jonathon Golding External Service admin +1 Invited / manage
. 4 & . .
3. Click the (edit) link located toward the top of the page.
4. Update any information including the email address of the user.
1 3 © State of Victoria (Department of Education) 2024. Except where otherwise noted, material in this document is provided under a
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5. Click Save.

Roles

Role Service Delete

Service Administrator PWTest Service g

Service Administrator Manting Test Sessional Two ]
First name Last name
‘ Jonathon ‘ ‘ Golding ‘
Service email address

Jonathon@testservice.com.au ]
Job title (Optional) Start date End date (Optional)
‘ Service Admin ‘ ‘ 25/12/2024 ] ‘ ‘ DD/MM/YYYY (| ‘
Multi-factor authentication method @

==

Further information

For further support contact the Arrival Helpdesk on 1800 614 810 or email
Arrival.Helpdesk@education.vic.gov.au.

14 © State of Victoria (Department of Education) 2024. Except where otherwise noted, material in this document is provided under a
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