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Registering an account

To register for an eduPass account you will first need to be invited to register by your organisation eduPass administrator
(Organisation Administrator). You will need to speak to your Organisation Administrator and ask them to invite you to the
application you require.

Once you have been invited (received an invitation email) you will need to follow the process below to register for an eduPass
account.

1. You will be sent an invitation email. The email will contain instructions
on how to accept the invite. In the email you will receive an invitation
code in the following format:

If you have not received
an invitation you will
Note: need to speak toyour

12345678-1234-1234-1234-123456789012 organisation's eduPass
administrator.

2. To action the invitation - enter the following web address into your browser:

https://edupass.education.vie.gov.au/community /invitation

3. You will be presented with the following 'Invitation' screen. Enter the invitation code from your email invitation and
dick 'Confirm Invitation Code".

Invitation

Enter your invitation code

Note: Please complete this sign-up process within 20 minutes or you will need o start agan.

Confirm Invitation Code

4. You will be presented with the following 'Invitation" screen.

You bave been invited to join My Organisation. If you accept the invitation,
you will be granted access to the following applications:

Application |
DEECD Applcation

you will need an eJuUPRSS SCCOUN which starts with “EC”

o accest the mvitation -
& oot have an account | Laiready have an account | Beect invitasion

On this screen there is a choice. You can choose to either:
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a. Toregister a new eduPass account (click on ‘I don’t have an account’) if you don’t currently have an
eduPass account,

or
b. Link your invitation to an existing eduPass account (click on ‘| already have an account’)

There is a third option — you can reject the invitation — only do this if you don’t wish to accept the offer of application
access that has been sent to you.

| Don’t Have an Account

Select ‘I don’t have an account’ if you don’t currently have an eduPass account or your eduPass account does not being with

‘EC.

1.

If you select ‘I don’t have an account’ you will be presented with the following ‘Register your details’ screen where
you will be asked to enter your personal details.

The form will already have your name and email address as provided by your Organisation Administrator. The
address will also be pre-populated with the address of the organisation. Complete all fields marked with an (*) and
make sure you read and accept the Terms of Service. Click on ‘Create Account'.

Register your details

* Required fields

First Name *

Address *

‘James

‘Treasury Place ‘

Surname *

City *

‘Rm:kwsll

‘Mslbuums ‘

Initials

State *

\Victoria |

Title

Country *

‘Austra\ia ‘

Date of birth *

Postcode *

[dd/mm/yyyy

3000 |

Email address *

h.ruckwe\\@]rwsb.cum

Alternate email address

Phone number *

[Type your phone

Gender *
@ Male

© remale

[[] By checking this box, T
acknowledge that I have read
the Terms of Service an
agree to be bound by its
terms.

Create Account

You will see an on screen message confirming the successful creation of your account.

You will be sent an email with your UserID, temporary password and account activation instructions. You will then

need to use these details to activate your account.

| Already Have an Account

Select ‘| already have an account’ if you already have an eduPass account. If you already have an account — this invitation is
only for additional application access or is an invitation to join an additional organisation.

If you select ‘| already have an account’ you will be

Note:

You will need an eduPass account
beginning with ‘EC’ to successfully

presented with the eduPass Log in screen and prompted
to Log in to eduPass using your eduPass UserID and
Password.

accept the invitation.

Once you have successfully Logged in you will be presented with a screen detailing the access rights associated
with the invitation. You will be asked to confirm that you wish to accept the invitation. Click ‘Accept’.
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Activating an account

Once you have completed registering for an eduPass account you will receive an email containing your eduPass UserlD and a

temporary password. You now need to activate your account.

1. To activate your account - enter the following web address into your Bookmark this web
browser: < sddress!

This ie the eduPass Log in
Page.

https://edupass.education.vic.gov.au/community/portal/

2. You will be presented with the eduPass Login Page. Enter your eduPass UserlD and temporary password that
were contained in the email and click ‘Log in’.

g‘°“'A sweton | eduPass Wi

Security ( show explanation )

@ Thisis a public or shared computer
) This is a private computer

User ID:
Password:

Reset Forgotten Password |

Copyright | Disclaimer | Privacy

3. You will be presented with the ‘Account Activation’ screen where you will need to enter some information that will
be used to keep your account secure.

Set up secret questions
Question 1

What country would you visit on your dream holiday? E

Answer 1

Question 2

What country would you visit on your dream holiday? E

Answer 2

Question 3

What country would you visit on your dream holiday? E

Answer 3

Sacurity PIN
Vour Security PIN is 2 4 digit number. Please
choose & number you can remember. You will be
asked for your secret answers and Security PIN

o whenever you change your password.

DL word must contain at least 7 characters:
and o more than 32 characters. The password
must contain at least one lawercase letter, one
capital lecter and ane numeric character or special

Enter your new password e

Confirm your new password o S

] By checking this box, I acknowledge that I hava read the
Terms of Service and agree to be bound by its terms.

4. Choose and provide answers for the secret questions. Select a You will need to recall the
different question from the drop down box for questions 1, 2 and answers to these questions
3 and provide an answer for each. Tip! (including the PIN) if you have
forgotten your password — Make
5.  Choose a security PIN. The PIN must be a 4 digit number. You them memorable!
will need to recall this PIN if you have forgotten your password

and need to reset it - memorise it.
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6. Enter your temporary password (from the email), and then enter

a new password (of your choice). The password must be Longer passwords are much more
between 7 and 32 characters and mu_st h-ave at least one Tip! secure. Try creating one using first
character from 3 or more of the following: letters from a sentence so it’s also

easier to remember.
e Lowercase character

e Uppercase character
e  Numeric character
e Special character

7. Ensure you have read the Terms of Service and click ‘Activate’. You will be presented with an on screen account
activation confirmation message.

Your account is now activated and ready to use. You can now manage your access to applications and your personal
details. Please view the relevant Fast Cards for more information.
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