2008 Community Door Training & Awareness Workshop

Session 5 – Management Support Online (MSO)

	1. Purpose

	
	The purpose of this session is for participants to learn about and be able to use the range of tools, resources and information on the Management Support Online (MSO) website.


	2. Objectives

	
	By the end of this session, participants will be able to:

1. Register for an MSO user ID and password (if not previously registered), and understand the terms and conditions 
2. Log in to MSO

3. Understand the background of MSO 
4. Navigate through the resources and tools on MSO
5. Carry out research using the MSO tools and resources

6. Complete a training activity which is available on the MSO site.  


	3. Session Outline 

	1. Introduction 
	

	
	1. Management Support Online (MSO) offers a comprehensive set of services and resources, which can be used separately or in combination with one another. 
2. The site is constantly updated with new information, which means you can use it as a regular source of advice, practical help and inspiration. 

3. MSO is designed for organisations of all sizes and people with a variety of backgrounds and experience.  It is an always accessible service committed to the viability of the community sector and not for profit organisations, and to an ideal of strong organisations supporting healthy communities.

	
	4. MSO is a comprehensive suite of information, online skills development, tools and resources.
5. The tools and resources on MSO aim to help community and disability organisations improve their business processes and service delivery.

	2. Who Can Access MSO?
	

	
	6. The Queensland Management Support Online is FREE to non-government organisations in Queensland.

7. This arrangement will continue until June 2009.

	3. MSO information 
	

	
	8. Community Door has a dedicated MSO page, as well as a link direct to the MSO site.  

9. There are also links within the content on Community Door in other sections of the website.  These “quick link” pages throughout the Community Door website will take you to the specific information on that page. e.g. financial management, governance or risk management

	4. Registering for MSO Access
	

	
	10. Registration is easy:

a. Follow the link on the MSO page on Community Door to go to the registration page

b. Complete the two steps of the MSO registration process, on two separate web pages.  Click on the “Register” button after step 2 is completed
c. Fields marked with a red asterisk * are mandatory

d. Once you submit, an email with your username and password will be sent to the email address you provided.
e. When registering, you must read and agree to the terms and conditions stated in Step 1 if you wish to access the MSO site

f. The MSO privacy statement outlines your rights and responsibilities regarding the protection of your personal information.

	5. Terms and Conditions
	

	
	11. The terms and conditions on MSO are quite lengthy and cover areas including intellectual property and copyright, use of the website, provision and use of information, passwords, and so on.  

12. These terms and conditions must be read prior to ticking the box to indicate that you agree to these terms and conditions. 
13. Generally, MSO information should not be copied or shared with anyone outside of your own organisation.  

	6. Logging In
	

	
	14. Once registered, you can log in to access the MSO tools and resources. 
15. If you forget your password to MSO at any stage, click on the “forgot your password?” link on this page.  A new password will be sent to the email address that you used for registration. 

	7. Using the Site Help, Virtual Tour and Searching on MSO
	

	
	16. MSO’s search engine will enable you to search across sub sections of the MSO site, or alternatively, search by a keyword or phrase.
a. Simply enter your keyword or search term, then click the “Go” button next to the keyword.

b. Or, select the section you wish to view from the drop down menu.
17. MSO has a useful Help section with information on the following topics:

a. Entering the site 

b. Getting started 

c. Guide to setting up password sub accounts 

d. Viewing the site 

e. Getting around the site 

f. Using 'search' 

g. Using 'working better' 

h. Using 'skill building' 

i. Leaving the site 

18. Another option available is the virtual tour.  You can use this as an introduction to the site’s features, or to help you navigate through each section of the site.

	8. MSO Welcome Page and Navigating the MSO Site 
	

	
	19. On the MSO Welcome page, you will find a brief introduction to the site’s navigation and its six main sections:

a. Checking your needs – provides organisations with a way of assessing what skill building or organisational improvements would be useful to that organisation
b. Skill building – provides self directed training activities covering the core governance, management and operational skills needed by staff and members of management 

c. Working better – provides organisations with structured guides to reviewing current ways of working, developing new approaches, and completing specific tasks

d. Resources – gives access to a comprehensive collection of relevant resources, information, tools and contacts 

e. Getting assistance – provides a support service where you can get confidential assistance with management and operational problems from the BNG team.  Note:  this is not part of the free service for Queensland organisations.  Organisations wishing to take up this service will need to pay a subscription fee to BNG, the company that manages the MSO site
f. Sharing ideas – provides an online forum for talking with other MSO users to share information, discuss issues and swap ideas.  The purpose of the forum is mainly to discuss MSO website content.

	9. “Checking Your Needs” Section on MSO
	

	
	20. From the Checking Your Needs landing page, you will find information for assessing what skill building or organisational improvements would be useful for your organisation.  Content in this section will help in selecting a set of ‘skill building’ activities, or the set of ‘working better’ activities that your organisation needs.

21. This section is organised around the following three sections:

a. Individual:  This section is for individual members of the organisation to review their current skills, and identify particular areas for skill building.  It contains a range of assessment tools for assessing accountability, governance, planning, resources, services and activities, staffing, systems and procedures. 

b. organisation:  This section is for the organisation or teams within the organisation to review performance in various aspects of their operation, and identify particular areas for development and improvement.

c. progress tracker:  The progress tracker allows you to monitor and record which MSO modules you have completed. You will need to tick the boxes against each module, and click on “update” to save your information and status.

	10. “Skill Building” Section 
	

	
	22. From the Skill Building landing page, you can access the following skill building modules:

a. Finding your feet

b. Working with the board of management

c. Resource management

d. Designing and maintaining systems

e. Planning and monitoring performance

f. Human resource management

g. Managing services and activities

h. Maintaining an ethical organisation 

23. Within each of these topics, you will find:

a. Training Sessions

b. Resources

c. Tools

d. Info Sheets related to the topic

e. A Library

24. Each of these areas can be viewed and printed in PDF format in addition to the web page.

	11. “Working Better” Section
	

	
	25. From the Working Better landing page,  you can access “working better” modules for the following topics:

a. Foundations for working well

b. Developing effective governance

c. Streamlining systems

d. Developing and managing resources

e. Planning and managing staff

f. Developing and monitoring plans

g. Improving service and activities

h. Organisational culture and accountability 

26. Within each of these topics, you will find:

a. Activities

b. Resources

c. Tools

d. A PDF source document to view and print the entire module 

	12. “Resources” Section
	

	
	27. From the Resources landing page, you will find four sections of content relating to:

a. Tools

b. Info sheets

c. Library

d. Contacts

28. Many of these resources are linked to activities and exercises in other areas of the MSO (such as ‘skill building' and ‘working better' guides which are also linked from those sections of the website).  This provides you with alternative navigation to these activities and resources.  
29. The Resources Section is just another way of quickly getting access to some of the tools and resources that are located across the other sections of MSO.  So, for example, if you wanted to see a list of ALL the library items from the “Skill Building” section, you would simply need to go to “Resources” and follow the link to the Library.

	13. “Getting Assistance” Section
	

	
	30. Please note that this feature is not part of the Queensland Government subscription which is freely available to Queensland organisations.  To use this service, organisation would need to pay an additional fee to BNG.

	14. “Sharing Ideas” Section
	

	
	31. From the Sharing Ideas landing page, you can:

a. Access the MSO message board (or discussion forum)

b. Access a real time chat meeting room to have an instant discussion with other users logged into MSO.
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