
How to use the Swap and Replace functions in Elvanto  

Even when we submit our Unavailability in advance, there may be times when our availability changes due 

to last minute holiday plans or unforeseen illness etc. In these instances we can use the SWAP or REPLACE 

functions in Elvanto, as shown in this step by step guide.  

Step 1 

Log in to Elvanto. You can do this by clicking the link in your notification email, or by going directly to 

campbelltownanglican.elvanto.com.au. If you do not know your username and password please contact 

the church office (office@campbelltownanglican.org) and we will send you your details.  

 

Step 2 

Once you have logged in you will see any requests that you need to respond to on your home page.  

Click on the green ‘Respond to Requests’ button.  



How to SWAP 

In this example, you have received a request to be the Old Testament Reader on 10th September but per-

haps you are attending a friend’s baptism at another church that day, so you would like to SWAP your 

reading with someone for another date. You simply need to: 

Click Decline - the ‘Decline Position’ screen will then pop up. 

Click the green SWAP button. 

 

You can now choose to request to swap for a specific date, a specific person, or simply request to swap 

with anyone who is available and see who responds first! 

To SWAP for a specific DATE - use the green column on the left and select the date or dates that you 

would like to swap for. The blue right hand column will then update to display only those people who are 

available on those dates. Once you have selected your dates, click the green ‘Send Requests’ button in the 

bottom right corner.  

 



To SWAP with a specific person (perhaps a friend who you have already asked) - select that person in the 

blue right hand column. Once you have selected the person (or people) you want to swap with, click the 

‘Send Requests’ button in the bottom right hand corner.  

To SWAP with anyone who is available - leave all the buttons checked/ticked (both service dates and peo-

ple), then click the green ‘Send Requests’  



How to REPLACE 

There may be an occasion where rather than swapping with someone for another week, you simply want to 

have someone replace you for the week you are rostered on for. Say, for instance, you become unwell on 

Friday afternoon and you ask someone from church to do your reading for you.  You simply need to: 

Click Decline - the ‘Decline Position’ screen will then pop up. 

Click the blue REPLACE button. 

You can now  send requests to a specific person or persons to replace yourself with, or just sent a general 

request to everyone who is available and see who responds first!  

 

Simply select one, several or all people on the list then click the green ‘Send Requests’ button in the 

bottom right hand corner of the pop up window on your  screen.  



What happens now?  

You will receive an email to let you know when someone has accepted or declined your SWAP or REPLACE 

request (see below). This will be updated on the roster automatically.  

Likewise, you will receive and email if no-one responds to your requests within a certain time frame. You 

can then start the process again, OR notify the service leader for that service so that they can fill the gap on 

the day.  


