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Book Groups Online - Secretary Handbook
Introduction
-

Book Groups Online is the new online portal for entering selections and
meeting dates, updating secretary details, and checking group
information for CAE’s Book Group program.

-

Members will all be provided with a username and asked to set up a password.
Only secretaries can add or change selections and dates. Members will
be able to view this information only.

-

It is not compulsory to use Book Groups Online, but it provides an option
for groups to add and update their own meeting dates, book selections
and delivery details.

When you login
Book Groups Online can be accessed in Google Chrome, Mozilla Firefox or Microsoft Edge at the
following link https://bgonline.cae.edu.au/
Your login details will be provided separately – please contact us on
bookgroups@cae.edu.au if you have not received thee.

-

You will be presented with the following screen:

This is the main catalogue, where you can search our book collection by title, author or
book code.
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My Group
This is where you can view and update group details. You can view your current member list and edit
selections, meeting dates and delivery details
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Edit Group Details
This allows you to update your contact details and delivery address for the books.
DELIVERY DETAILS
Please provide the address where you would like the books sent in this section.

Ensure to click ‘save details’ if changing delivery address information.
Please update delivery address details as soon as possible and allow at least
one monthprior to your next book delivery. If there is less time before your next
delivery, please contact us.
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GROUP DETAILS
This allows you to update your contact details, age range, group profile, large print
requests and referral of new members. Please ensure all fields are completed and
updated as needed.
Ensure to click ‘save group details’ when updating information.

If you would prefer not to complete the selections online please contact us
towards the end of the year to receive a selections card.
-

Meeting Dates
Your meeting dates have been generated for 2021. Towards the end of the year will be asked to
generate your meetings for next year.
These meeting dates relate to when the books are dispatched – the books should arrive at least one week
prior to these dates. You may have other meetings scheduled which are discussion dates and not handout
dates that are not listed here. Please note most meetings generated by us have the default time of 2pm – you
are welcome to change this but this does not impact your book deliveries.
On the main screen, click ‘generate yearly meetings’.
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Enter the dates and times of your meetings. If you have a meeting which doesn’t
fall on the usualdate, this can be changed later.
Note: You will only be able to generate the number of meetings to match the
amount of meetingsenrolled for. If this is incorrect, please contact us.
Click ‘save’

To change an individual meeting, return to the main page.
Click on the meeting you would like to change (under the date).
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Click on start time to edit. Select time and date.

Ensure to press ‘save’.
Please note: you will not be able to change any meetings in the past or any for which the books have been
sent (generally in the next two weeks).

Book Selections
TO EDIT CURRENT BOOK LIST
On Group Details screen, click 2021 Book list and Edit your book list

Remove a book by clicking on the red bin button.
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Add a book by searching at the bottom of the page. You can search by title or book code.

Click on the book title to add to your list. Click ‘save list’.
For books in priority order, you can also change the order by using the arrows to the right of the
book title, or by dragging the title to the appropriate spot. Ensure to save any changes.
NEW BOOKLIST
Click on ‘2022 Book List’ (or applicable year).

Click ‘create a book list’.
Select book order – prioritise or randomise.
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Search by book code or title. Click on book to add to your list.
Once completed, click ‘save list’. Please ensure you have sufficient books for the
year – at least 15 for 6 meetings, 22 for 9 meetings and 30 for 11 meetings.

Frequently Asked Questions
I am unable to login.
Ensure you are using your username provided by book groups staff, and have set up a password at
https://password.boxhill.edu.au/index.php?fa=spa.resetrequest
If you are still having login issues please get in touch.
Why are members missing from my group?
These members likely did not enrol last year and have not been enrolled for this year.
I can’t find a certain book on the booklist when compiling a booklist.
You may have already added it to your booklist, or it is not in our current catalogue.
What if I prefer not to enter our selections online?
That is not a problem. If you require any changes for this year please let us know. For next year we
can send you a selection card, and hard copy catalogue if requested.
I can’t add the correct number of meetings.
The number of meetings listed should be based on the number of meetings your group has enrolled
in. If this is incorrect, please let us know.
What if I have other questions or feedback?
Please contact us on bookgroups@cae.edu.au or (03) 9652 0611.
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