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An Introduction to eduPass for Principals and Delegated Administrators



Introduction

This eduPass e-learning course has been developed to
equip you with the knowledge and skills to navigate the
various administrative functions available to you in the
eduPass solution. In this module you will learn about how
this training course is structured.




eduPass functionality

The training modules covering eduPass functionality available to you are:

* Delegate and Revoke eduPass Administration Rights — Assign delegation rights to staff or specialist technicians. If this
functionality is available to you, you have been delegated full administration rights and can on-delegate rights to other
staff/specialist technicians.

Or, you may have one or more or all of the following functionalities delegated to you.

* Provide a Student with an eduPass Identity — Generate registration letters and provide students with their usernames
and initial temporary passwords.

* Reset a Student’s eduPass Password — Reset a student’s password when they have forgotten their password (and their

PIN and answers to their secret questions for year 3—12 students).

Enable or Disable a Student’'s eduPass Account — Enable or disable access to a student’s account.

Unlock a Student’'s eduPass Account

Change a Student’'s eduPass Username — Generate a new username for a student (for example, if the original name
was causing embarrassment).

A supplementary training module is available to you, eduPass Search Tips.

« eduPass Search Tips — contains tips on how to best use the search functionality available to you in eduPass.




'a Forefront Identity Manager -- Webpage Dialog ﬂ
. https://eduPass.education.vic.gov.au/UserPortal |

Select Members

[] Display Name

[] Bobby Brown

[] cChristopher Brown
James Brown

[] Luke Brown

[] Paul Browning

[] Peter Browning

Search for:
Brown

First Name Last Name Account Name Ha

Bobby Brown BWBROD
Christopher Brown CCBRO
James Brown JNBRO
Luke Brown LLBRO
Paul Browning PWBRD
Peter Browning PMBRO

Members to be added:

07
032
05
032
o0
09

How to navigate

Each module will take you through a different process, step
by step. You will be given information about the topic and be
instructed to perform actions that simulate the process you
will follow in the eduPass application.

As you work through the modules, you will notice that:

= actions are indicated by a green arrow that points to the
element on the screen that you must click on or type in.

= ared box is used to highlight any other elements on the
screen you need to take note of

» features and screen instructions will be highlighted in a
blue ‘tile’, like this.

& items total [1 of1 144 b ki

Stephen Smith:James Brown

oK || Cancel |
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@ Forefront Identity Manager

w9 Administration |
Vlctorla Edli:aati-::m & Training ‘ ed U PaSS m Console

Home

My Profile Welcome, Teacher, Beth B
All Active Students

Search for: Search within:
P Enploiess £ | [l active Students
Student Management
Tasks
Student Registration M! Profile '9 Help

Letters .'

Create a New Username
for a Student

The My Profile function allg All delegated administration functions are located
information about yourself i{in the Administration Console in eduPass; to
access the Administration Console, open an
Internet browser and enter the url

Resets . -

Student Manageme|hitps-//edupass_education vic gov.au/UserPortal.
Enable a Student
Account Student

Disable a Student Registration

Student Password

Account

Unlock a Student from
Password Reset

Sign Out

Letters
Student Password

Student
Enable a Student

Resets
Disable a Student

Account
Unlock a Student

Account

from Password
Reset




A A oot of Administration
Victoria Edlf:ati—::m & Training ‘ ed U PaSS “ cOnsole

Home The eduPass Delegated Administrator (DA)
functions that have been delegated to the

My Profile Welcome, Teacher, Beth B Administrator (in this example all administrative
All Active Students it functions have been delegated) are shown in the
All Employees left hand menu of the Administration Console and
also in centre of the screen; the functions can be
Shudent Managensent accessed from either location — the choice is
Tasks yours.

Student Registration ME Profile

Letters .'

Create a New Username
for a Student

[, .

The My Profile function allows yvou to see

information about yourself in the system. f@ About Forefront Identity

Manager

Student Password

e Student Management
Enable a Student
A:zauen’? 2 Student Create a New
: +» Reagistration » Username for a
E.';;‘;',ﬁ'ﬁf e Letters Student
Unlock a Student from f Student Password _ Enable a Student
Password Reset Resets Account
. Disable a Student Unlock a Student
Sign Out Account » gsggtPassword

The Student Management function allows you
to manage your students’ registration in
eduPass.

See requests I've made
\ ) The See requests I've made function allows
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NA(efe]§ls] Education & Training

Home

My Profile
All Active Students

All Employees

Student Management
Tasks

Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Welcome, Teacher, Beth B

‘eduPass I

Administration

Console

Search for: Search within:
£ |All Active Students
My Profile @ Help

The My Profile function allows you to

information about yourself in the system.

Student Management

2L g About Forefront Identity

Manager

Student Create a New
» Reqistration » Usernamg== .
o student | 1 he See requests I've made function
allows you to check the status of any
g;ggfsnt Password EESELEH? request you have made in the eduPass
ﬁ Student m system. It is important to monitor this
e MOCX @ fynction regularly and report any processing
Account > from Pass
_— Reser | EITOrs to

The Student Management function al
to manage your students’ registration

http://servicedesk education vic_gov.au.

eduPass.

See requests I've made

The See requests I've made function

allows




Introducing eduKate

A character with a voice over — ‘eduKate’, a kangaroo — is used to help the eduPass training be more engaging for younger
students.

Students will see the visual below at the start of each of their interactive training modules. The modules for Years 3—12 are
developed in ‘learn’ mode where students are able to navigate through the module themselves. Modules for Years P-2 are in
'teach’ delivery mode and are designed to be viewed with supervision.

Hints and tips for students will be highlighted by eduKate. The Department is placing great emphasis on encouraging students
to manage their own eduPass identities proactively using the self-service facility of the product.

« Remember that if you forget your password you can reset it yoursel
using the pin and secret questions you have set up.

* Your password must meet the department’s password rules -~ you can
road the Password Policy at
hitp/iwww education vic. gov aw'eduPass/PagesPasswordPolicy aspx

Click Next to conbnue.




Provide Students with an eduPass Identity



Introduction

In this module, Provide Student with an eduPass Identity,
you will learn how to generate registration letters to provide
your students with their eduPass identity (username and
initial temporary password) to use the department’s secure
systems.

eduPass identity and access management processes create
and manage unique digital identities so authorised students
can be given access to various DET systems and
applications.

You will receive the registration letter(s) as a PDF
attachment via email.

Students then use the details in the letter — their initial
password and username — to register themselves in
eduPass.

We will now demonstrate how you provide a student with an
eduPass identity.
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VictoriagZ e, Training

Home

My Profile
All Active Students

All Employees

Student Management
Tasks

Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Welcome, Teacher, Seth S

‘leduPass Iy

Administration
Console

Search for: Search within:
£ |All Active Students
My Profile

The My Profile function allows yvou to see
information about yourself in the system.

Student Management

Student Create a New

» Reagistration » Username for a
Letters Student

. Student Password . Enable a Student
Resets Account

. Disable a Student Unlock a Student
Account » from Password

Reset

The Student Management function allows you
to manage your students’ registration in

eduPass.

Provide students with an
eduPass identity

To access eduPass, navigate to
https://edupass_education_vic.gov.au/
UserPortal and log in with your
department username and
password.

To provide students with eduPass
identities, you have to generate
registration letters for those
students.

Click on the Student Registration
Letters link.

See requests I've made

The See requests I've made function allows
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Victoria gy Training

Home

My Profile
All Active Students

All Employees

Student Management
Tasks

Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Student Registration Letter Batch Details

£

Mew

‘leduPass Iy

i=play Name

Administration

Description

Console

Search for:

Status

Search within:
£ |My Student Registration Letters|v|

Created Time

3.

Click on the New button.




State
CiovErmimaent

Home

My Profile
All Active

All Emplo

.—9 Forefront Identity Manager -- Webpage Dialog

https://eduPass.education.vic.gov.au,/UserPortal

Create Student Registration Letter Batch
General | Summary |
Display Name IeduF‘ass Registration Letter W
Status _ You should enter a description for
[Pending v each batch of registration letters you
7% generate. This is helpful when
Description reviewing your requests after they are
This appears on the submitted, so try to use descriptive
registration letter (e.q. Letters terms.
Home Group 02A)
Selected Students * v El In this example, you are generating
77 registration letters for students in
Home Group 02A.
Click in the Description field.
Send as a single PDF file

1. When "Send as single POF file’ is checked you will receive a single email with a PDF attachment containing all of the letters in this
batch (1 letter per page).

2. When "Send as single POF file’ is unchecked yvou will receive an individual email for each student requested in this batch.

* Requires input

= Back | | MNext = | | Finish | | Cancel




State
CiovErmimaent

Home

My Profile
All Active

All Emplo

.—9 Forefront Identity Manager -- Webpage Dialog
https://eduPass.education.vic.gov.au/ UserPortal

Create Student Registration Letter Batch

General | Summary |

Display Name IeduF‘ass Registration Letter W

2 [Pending v button for Selected Students.

Description

Type Registration Letters Home Group 2A
in the field and then click on the Browse

This appears on the Registration Letters Home Group 2A
registration letter (e.qg. Letters
Home Group 02A)

Selected Students *

<]

Send as a single PDF file

1. When "Send as single POF file’ is checked you will receive a single email with a PDF attachment containing all of the letters in this
batch (1 letter per page).

2. When "Send as single POF file’ is unchecked yvou will receive an individual email for each student requested in this batch.

* Requires input

= Back | | MNext = | | Finish | | Cancel
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@ https://eduPass.education.vic.gov.au/UsarPortal

Students -

Search for: Search within:
£ | |All Active Students

[] Display Name First Name Last Name Username Home Group School Year Disabled Has Generated Registration Letter First Use Co

Mow you can select the students. In this
example, you wish to select the students in
: home group 02A who are yet to have

Flr_'d the resources Y registration letters generated.

using the Search abo
The Search for field is active.

Type 02A into the field and then click on the
Search within drop-down arrow.

OK | | Cancel
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'a Forefront Identity Manager -- Webpage Dialog

. https://eduPass.education.vic.gov.au/UserPortal

el

Students

Search for:

Search within:

024 L2

[] Display Name First Name Last Name Username Home Group School Year Disabled

All Active Students

All Active Students - Enabled
All Active Students - Disabled
All Active Students - Year P

Find the resources you
using the Search abovg

searches in the Search within field.

Search within field.

Letter Required.

Take a moment to read through the available

You can combine the search terms entered in the
Search for field with the pre-defined filters in the

Select All Students — Generate Registration

All Active Students - Year 1

All Active Students - Year 2

All Active Students - Year 3

All Active Students - Year 4

All Active Students - Year 5

All Active Students - Year 6

All Active Students - Year 7

All Active Students - Year 8

All Active Students - Year 9

All Active Students - Year 10

All Active Students - Year 11

All Active Students - Year 12

All Active Students - Year 13

All Active Students (Username)

All Students - First Use Completed
All Students - First Use Not Completed
All Students - SSPR Locked

All Students - SSPR Reqgistered

All Students - Generate Registration Letter Required

Cancel




= el

g Forefront Identity Manager -- Webpage Dialog ﬂ
) hitps://eduPass.education.vic.gov.au/ UserPortal

Students
Search for: Search within:
02A gl (All Students - Generate Registration Letter Required
[] Display Name First Name Last Name Username Home Group School Year Di as Generated Registration Letter First Use Completed

Tip: Be sure to click on the Search button,
Find the resources y|as clicking OK (at the bottom of the screen)

. will take you away from this screen and you
using the Search abiwij have to begin the activity again.

Click on the Search button.

OK | | Cancel




_ the check box in the table header beside

‘Display Name'.
Stuq -
Click in the check box to select all the
students.
Search for: Search within:
024 £ |All Students - Generate Registration Letter Required|v|
Display Mame First Name Last Name Username Home Group School Year Disabled Has Generated Registration Letter First Use Completed
Christopher Christopher Brown CCBRO  02A 3 Yes No No
Brown
Clare Smithson Clare Smithson CPSMI 02A 2 MNo MNo Yes
Luke Brown Luke Brown LLBRO 02A 2 Yes Mo Mo
Margaret Smith Margaret  Smith MMSMI1 024 3 Yes MNo MNo
Monica Mathers Monica Mathers MSMAT 02A 3 Yes Mo Mo
Susan Smithers Susan Smithers SPSMI 02A 2 Yes MNo MNo
Search Students & items total Page[ 1 of 1 4 4 b bl
Ok | | Cancel |
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g Forefront Identity Manager -- Webpage Dialog
- hitps://eduPass.education.vic.gov.au/UserPortal

el

Students

[&]

Display Mame

Christopher
Brown

[&]

Clare Smithson
Luke Brown
Margaret Smith

Monica Mathers

&l & & &I &

Susan Smithers

Search Students

Search for:
024

Search within:

£ |All Students - Generate Registration Letter Required|v|

First Name Last Name Username Home Group School Year Disabled Has Generated Registration Letter First Use Completed

Christopher Brown

Clare Smithson
Luke Brown
Margaret  Smith
Monica Mathers

Susan Smithers

CCBRO

CPSMI
LLERO
MMSMI1
MSMAT
SPSMI

024

024
024
024
024
024

3

| R S I R R L B (N

fes

MNo

Yes
Yes
Yes

fes

Mo

MNo
MNo
MNo
MNo
MNo

Click on the OK button.

& items total

Mo

Yes
MNo
MNo
MNo
MNo

e[ T of1 144 b bl

iChristopher Brown:Clare Smithson:Luke Brown:Margaret Smith:Monica Mathers:Susan Smithers

OK

Cancel




State
CiovErmimaent

Home

My Profile
All Active

All Emplo

x
’ iﬂghttps:ffeduPﬁ.educatlnn.ﬂc.gw.m;waPmtal

This appears on the
registration letter (e.qg. Letters
Home Group 02A)

Selected Students *

Home Group 024 Registration Letters

Christopher Brown:Clare Smithson:
Luke Brown:Margaret Smith:
Monica Mathers:Susan Smithers;

Send as a single PDF file

batch (1 letter per page).

* Requires input

liiii
=

1. When "Send as single POF file’ is checked you will receive a single email with a PDF attachment containing all of the letters in this

2. When "Send as single POF file’ is unchecked yvou will receive an individual email for each student requested in this batch.

Create Student Registration Letter Batch 4 @
General | Summary |
Display Name — All the students selected in the
| sduPass Registration Letter hd previous step are now included in
Selected Students.
e IPending ¥ ]
Notice that the Send as Single

default. This means that you will
receive an email with a PDF
attached that includes all the
registration letters from this

request. If the option is unchecked
you will receive a separate email for
each student.

Click on the Next button.

= Back

Mext =

Finish | | Cancel




State
CiovErmimaent

Home

My Profile
All Active

All Emplo

x|
’ a;htq:szuedqu.educatlnn.ﬂc.gw.wIUwPortal

Create Student Registration Letter Batch
General Summary |

8 @

Send as Single PDF True
Status Pending

3. You can see the job status after pressing submit by refreshing the webpage.

Attribute Value

Description Registration Letters Home Group 24

Display Mame eduPass Registration Letter

Resource Type Student Registration Letter Batch Details

Selected Students Christopher Brown;Clare Smithson;Luke Brown;Margaret Smith;Monica Mathers;Susan Smithers;

1. This job may take between 5 minutes and 2 hours to complete based on the number of students in the batch.
2. After pressing Submit, you can continue to complete other tasks while the job completes.

4, If vou have not received an email containing all of yvour letters within 2 hours, or receive an error report, log a Service Call for
eduPass support using the IT Service Gateway: http://servicedesk.education.vic.gov.au

n Letters .

Click on the Submit button.

= Back || Submit

| | Cancel




Administration
Console

e : Department of
Victoria gy & Training ‘ ed U Pa SS m

Home

Student Registration Letter Batch Details

My Profile
All Active Students

All Employees 3 ' Search for: Search within:
: \ £ |My Student Registration Letters|v|

Student Management N
2W
Tasks

Student Registration [] Display Name = Description Status Created Time
Letters
[] eduPass Registration Letter Registration Letters Home Group 2A Running | 20/04/2015 4:04:49 PM

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

After submitting you will see the

Unlock a Student from =

Password Resat request now appears in a table on
this screen. Notice the status — the

request is currently being

processed.

Sign Out

Selected Items: 1items total Page[ 1 of 1 (4 4 b bl




Administration
Console

e : Department of
Victoria gy & Training ‘ ed U Pa SS m

Home

Student Registration Letter Batch Details

My Profile
All Active Students
All Employees 3 ' Search for: Search within:
: £ |My Student Registration Letters|v|

Student Management N
2W
Tasks

Student Reaqistration [] Display Name = Description Status Created Time
Letters
[] eduPass Registration Letter Registration Letters Home Group 2A Completed | 20/04/2015 4:04:49 PM

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

After a moment, if you refresh this
page you will notice that the
request has been completed.

Sign Out

Selected Items: 1items total Page[ 1 of 1 (4 4 b bl
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Victoria EdEcationE:T:aining ‘ ed uPass m

Console

Home

i Student Registration Letter Batch Details

All Active Students
All Employees 3 Search for: Search within:
2 \ £ |My Student Registration Letters|v|
Student Management New
Tasks
Student Registration [] Display Name = Description Status Created Time
i [] eduPass Registration Letter Registration Letters Home Group 2A Completed 20/04/2015 4:04:49 PM
Create a New Username
for a Student
Student Password
Resets The registration letters will be sent to your email
Enable a Student account in a single PDF for printing and issuing to
Account the students.
Disable a Student
Account Remember, it will take 60 minutes after the
Unlock a Student from registration letter has been generated, before the
Password Reset student is able to log in to eduPass to register

and change their password.

Sign Out

You can view the status of a request by clicking
on the link in the Display Name column.

Click on the eduPass Registration Letter link.
Selected Items:
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My Profile
All Active St

All Employe

.—9 Forefront Identity Manager -- Webpage Dialog

a; hitps://eduPass.education.vic.gov.au/UsarPaortal

X

Selected Students

Student Registration Letter Batch Details 8 @
General
Display Name eduPass Registration Letter A
Status Completed
Description Registration Letters Home Group 2A LEtterS
Completed Time 20/04/2015 4:05:42 PM
1:49 PM

Christopher Brown:Susan Smithers:

Luke Brown:Margaret Smith:
Monica Mathers:Clare Smithson

Failed Students

If there are students listed in this box,

please contact support using the service

ﬁateway on ) )
ttp://servicesdesk.education.vic.gov.au

Motice the details of the request
are displayed.

You should always check the
details in case any students have
failed to have a registration letter
generated.

Click on the QK button.

L 4 4 b bl

ok || cancel
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Console

e : Department of
Victoria gy & Training ‘ ed U Pa SS m

Home

Student Registration Letter Batch Details

My Profile
All Active Students
All Employees 3 ' Search for: Search within:
: £ |My Student Registration Letters|v|

Student Management N
2W
Tasks

Student Reaqistration [] Display Name = Description Status Created Time
Letters
[] eduPass Registration Letter Registration Letters Home Group 2A Completed 20/04/2015 4:04:49 PM

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Selected Items: 1items total Page[ 1 of 1 (4 4 b bl




Reply ReplyAll Forward ¥ - BRE- &y & B X &- (7]
eduPass Registration Letter - Home Group 02A Registration Letters 03/06/2015 11:26:58 AM

FIM2010, FIMServicelsit

Toe Teacher, Seth 5

Attachments: D eduPass Registration Lette~1.pdf (113 KB} [Cpen a5 Web Page]

‘Wednesday, June 03, 2015 1127 AM

Department of Education and Training - Victoria
eduPass Registration Letter - Home Group 02A Registration Letters 03/06/2015 11:26:58 AM

Dear Teacher, Seth S,
Here is an example of the email you

Please find attached the notifications generated for: will receive. Notice there is a PDF

L _ attachment. You can save and print
Notification :  eduPass Reqistration Letter . ’ - 1

Description : Home Group 02A Registration Letters this document which will contain the

registration letters to be issued to

Date and Time of Generation : 03/068/2015 11:26:58 AM
Password Expiry Date : 03 July, 2015 each student.
The Description and the Date and Time of Generation can be used within the eduPass Administration Portal to track |Depending on your email software you
the details of each batch of generated registration letters and the batch status. will be able to click on a link or icon for
_ _ _ N _ _ _ the attachment to save and print the
If there are any errors, you wil receive a separate email detailing the error (i.e. Total Batch Failure or Exception document

Failure) and the number of students affected.

If no error message is received, the batch has processed successfully.



Department of Education and Training - Victoria
CIGRE: eduPass Registration Letter

03 June, 2015 School Ref : 3810|094

Dear Chris Grech

Welcome to the Department of Education and Training (the Department) eduPass system. eduPass provides you with secure access to
Information and Technology (ICT) resources provided by our school and the Department. These include:

* our school wireless network (eduSTAR.net)

s ather m;:exgrﬁ inﬂdhg: A oot <oftusmre o vour dou N An example of an eduPass
L] d - d al § NIC 1 H H H
e (ot Servie ot e am 7= for your devics (www.sdustarvie,sdu.su) Registration Letter is shown here. A
student will be able to set up their
Before using the system please read some important privacy information in the following document: account immEdiatEIy upon receiving
http: /] jucati : p ori
the letter.
Your eduPass User Name and temporary password are:

User Name: CIGRE
Temporary Password: o W3Kad2
Password Expiry Date: 03 July, 2015

Mote: You must change your password to complete your account activation. Your temporary password will expire in 20 days, on the date abowve.

Actions Required:
To activate your usemame and password you must complete the following actions:

1. Open a browser and navigate to https:/ [ eduPass.education.vic.gov.au /MyAccount
2. Login using your temporary password and eduPass username exactly as shown abowve and follow the prompts to change
your password

Congratulations! You are registered in eduPass and can access the school wireless network and other services, as advised by your teacher.



Department of Education and Training -
Victoria

Dear Teacher, Seth S,

An error (i.e. Exception error) has occurred while generating the eduPass Temporary Password Reset
Letters. Some users were not processed successfully,

Summary:
Batch Details : Clare Smithson Password Reset - 200/04/2015 17:15:21 PM - - -

If there is an error in processing a
Total Users in batch 3 |

student’s registration, you will receive
Successful Users in batch : 0 an email to notify you. You can contact
Failed Users in batch - | the service desk if you require further
assistance:

Registration letter generation failed for the following user/s: servicedesk@edumail vic.gov.au.

Display Name User ID

Clare Smithson CPSMI

Actions Required:
To activate your usemame and password you must complete the following actions:

1. Log the error with the Service Desk on hitp://servicedesk.education. vic.gov.au

2. Provide the Service Desk with the batch information contained within this email.

3. Attempt to re-generate the batch.




Tips
Some tips for you to remember:

» Registration letters are emailed to the delegated
administrator eduMail account for printing and issuing to
students.

« Searches are performed across fields; you can use
combinations of the Search for and Search within
screens to narrow down your search. For more details on
using the search functionality, see the ‘Search Tips’
module.

» The links on the Student Registration Letter Batch
Details screen enable you to view details of the requests
you have made. Check the status regularly and report
any post processing errors promptly to
servicedesk@edumail.vic.gov.au.




Reset a Student's eduPass Password



Introduction

In this module you will learn how to Reset a Student’s
eduPass Password. This action will generate a temporary
password letter for the student; the temporary password has
to be changed within 10 days to activate the account. If the
password is not changed the temporary password expires.

Note: If the student is in Year 3 or above, you may want to
confirm that they have tried using their secret questions and
answers to reset their password before taking this action.
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Tasks

Student Registration
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Student Password
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Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Welcome, Teacher, Seth S

Administra

‘leduPass Iy

tion

Console

Search for: Search within:
£ |All Active Students
My Profile

The My Profile function allows yvou to see
information about yourself in the system.

Student Management

Student Create a New

+» Reagistration » Username for a
Letters Student
Student Password . Enable a Student
Resets Account

. Disable a Student
Account

Unlock a Student
» from Password
Reset

The Student Management function allows you
to manage your students’ registration in
eduPass.

See requests I've made

Reset a Student’s
eduPass Password

To access eduPass, navigate to
https://edupass_education_vic.gov.au/
UserPortal and log in with your
department username and
password.

In this example, you will reset
eduPass passwords for a number of
students who have forgotten their
password and, being in Year 3 or
above, are unable to use their self-
service password reset PIN and/or
secret questions and answers
because they have forgotten them.

Click on the Student Password
Resets link.

The See requests I've made function allows




Department of

Victoria gy Training

Home

My Profile
All Active Students

All Employees

Student Management
Tasks
Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Student Password Reset Batch Details

‘leduPass Iy

i=play Mame

Administration

Description

Console

Search for:

Status

Search within:
£ |My Student Password Resets|v|

Created Time

3.

Click on the New button.




State
CiovErmimaent

Home

My Profile
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.—9 Forefront Identity Manager -- Webpage Dialog

hitps://eduPass.education.vic.gov.au/UsarPaortal
Create Student Password Reset Batch
General | Summary |
Display Name IeduF‘ass Password Reset ¢
Status |F'Eﬂ'2|if15| v
H Resets| v
Description
This appears on the temporary You should enter a description for
password reset letter (e.g. each request you generate.
Letters Home Group D2A)
Selected Students * > &l In this example, you are processing
7 password resets for several students.
Click in the Description field.
Send as a single PDF file

1. When "Send as single POF file’ is checked you will receive a single email with a PDF attachment containing all of the letters in this
batch (1 letter per page).

2. When "Send as single POF file’ is unchecked yvou will receive an individual email for each student requested in this batch.

* Requires input

= Back | | MNext = | | Finish | | Cancel




.—9 Forefront Identity Manager -- Webpage Dialog
https://eduPass.education.vic.gov.au/ UserPortal

Create Student Password Reset Batch

State
CiovErmimaent

General | Summary |
Home
My Profile Display Name IEduF‘ass Password Reset W
All Active S Type Password Resels in the field
and then click on the button
At Emeloy | [Pending v for Selected Students.
Description

This appears on the temporary | Password Resets
password reset letter (e.q.
Letters Home Group D2A)

Selected Students *

<]

Send as a single PDF file

1. When "Send as single POF file’ is checked you will receive a single email with a PDF attachment containing all of the letters in this
batch (1 letter per page).

2. When "Send as single POF file’ is unchecked yvou will receive an individual email for each student requested in this batch.

* Requires input

< Back || MNext = || Finish || Cancel




x|

'g Forefront Identity Manager -- Webpage Dialog ﬂ
= hitps:/ /eduPass.education.vic.gov.au/UserPortal

Students -
Search for: Search within:
Q810 X @ | |All Active Students
[] Display Name First N\ame Last Name Username Home Group School Year Di as Generated Registration Letter First Use Completed

Mow you can select the students. In this
. example, you wish to display all students in
Find the resources you \cchool 9810.

using the Search above.
The Search for field is active.

Type 9810 into the field and then click on
the Search button.

OK | | Cancel




box beside their name.

Select Beaulah.

.| The fi rst student you need to select is
Beaulah Dealer. You can select an
individual student by clicking in the check

x|

[] Beaulah Dealer Beaulah Dealer
[] Bert Hotsen MNorberto Hotsen
[] Elaine Lamisi Blaine Lamisi
[] Bobby Brown  Bobby Brown
[] Bobby Zammit Bobby Zammit
[] Charise Rubin Charise Rubin
] [] Chris Grech Christopher Grech
] gr:ri::sht;ne Christine  Smitha
] é:rurlj:lupher Christopher Brown
M1 ~lara Crmikk ~l=ra Crit

Search Students

BCDEA
NEHOT
BMLAM1
BWBRO
BEZAM1
CSRUB
CIGRE

CTSMI

CCBRO

T RAT

00A
094
094
00A
O7A
094
094
094

064

024

MNEA

Search for:

9810

[V IR o B Y o B N B e o B o B

h

MNo
Yes
MNo
Yes
MNo
Yes
MNo

fes

fes

Mo

W

Search within:

[All Active Students

Yes
MNo
Yes
MNo
Yes
MNo
Yes
MNo

Mo

fes

Flm

56 items total

isplay Name  First Name Last Name Username Home Group School Year Disabled Has Generated Registration Letter First Use Completed .
Arden Mulloway Arden Mulloway AMMUL

MNo
MNo
MNo
MNo
MNo
MNo
MNo
MNo

Mo

Mo v

Flm

Page[ 1 of 2 4 4 kbl




g Forefront Identity Manager -- Webpage Dialog
- hitps://eduPass.education.vic.gov.au/ UserPortal

Ol CLETILILY I n= Lil=

x|

Students
]
[] Arden Mulloway Arden Mulloway
Beaulah Dealer Beaulah Dealer
[] Bert Hotsen MNorberto Hotsen
[] Elaine Lamisi Blaine Lamisi
[] Bobby Brown  Bobby Brown
Bobby Zammit Bobby Zammit
[] Charise Rubin Charise Rubin
Chris Grech Christopher Grech
Christine o )
] smitha Christine  Smitha
Christopher i
] —— Christopher Brown
M1 ~lara Crmikk = Stk

Search Students

AMMUL
BCDEA
NEHOT
BMLAM1
BWEBRO
BEZAM1
CSRUB
CIGRE

CTSMI

CCBRO

T RAT

00A
094
094
00A
O7A
094
094
094

064

024

MNEA

Search for:
Q810

[V IR o B Y o B N B e o B ¥ B

h

Search within:

£ |All Active Students

MNo Yes
Yes MNo
MNo Yes
Yes MNo
MNo Yes
Yes MNo

In this example, we have selected
the remaining two students,
Bobby Zammit and Chris Grech
for you.

Click on the OK button.

56 items total

MNo
MNo
MNo
MNo
MNo
MNo
MNo
MNo

Mo

Mo

Plm

Display Name  First Name Last Name Username Home Group School Year Disabled Has Generated Registration Letter First Use Completed .

W

el 1 0f2 44 b Pl

Beaulah DealerChris Grech:Bobby Zammit




State
CiovErmimaent

Home

My Profile
All Active 5

All Emplovye

ag https://eduPass.education.vic.gov.au/ UserPortal

X

Create Student Password Reset Batch

8 @

Fesefs|w

General | Summary |
Display Name IeduF‘ass Password Reset W
S IPending ¥
Description All the students selected in the

password reset letter (e.q.
Letters Home Group D2A)

Selected Students *

This appears on the temporary

Password Resets Home Group 02A

Beaulah Dealer:Chris Grech:

Bobby Zammit:

Send as a single PDF file

batch (1 letter per page).

* Requires input

<]

1. When "Send as single POF file’ is checked you will receive a single email with a PDF attachment

previous step are now included in
Selected Students.

Notice that the Send as Single
PDF check box is selected by
default. This means that you will
receive an email with a PDF
attached that includes all the
password reset letters from this
request. If the option is unchecked
you will receive a separate email for
each student.

2. When 'Send as =single PDF file’ is unchecked you will receive an individual email for each stude Click on the Next button.

= Back

Mext =

| | Finish | | Cancel




State
CiovErmimaent

Home

My Profile
All Active 5

All Emplovye

a; hitps://eduPass.education.vic.gov.au/UsarPaortal

X

General Summary |

Create Student Password Reset Batch

8 @

Attribute
Description
Display Mame
Resource Type
Selected Students
Send as Single PDF
Status

Value

Password Resets

eduPass Password Reset

Student Password Reset Batch Details
Beaulah Dealer;Chris Grech;Bobby Zammit;
True

Pending

1. This job may take between 5 minutes and 2 hours to complete based on the number of students in the batch.
2. After pressing Submit, you can continue to complete other tasks while the job completes.
3. You can see the job status after pressing submit by refreshing the webpage.
4, If vou have not received an email containing all of yvour letters within 2 hours, or receive an error report, log a Service Call for
eduPass support using the IT Service Gateway: http://servicedesk.education.vic.gov.au

H Resets| v

Click on the Submit button.

= Back

|| Submit || Cancel




Administration
Console

e : Department of
Victoria gy & Training ‘ ed U Pa SS m

Home

Student Password Reset Batch Details

My Profile
All Active Students

All Employees 3 ' Search for: Search within:
: \ £ |My Student Password Resets|v|

Student Management N
2W
Tasks

Student Registration [] Display Name = Description Status Created Time
Letters
[] eduPass Password Reset Password Resets Running 20/04/2015 4:22:01 PM

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

e After submitting you will see the
Password Resat request now appears on this

screen. Notice the status — the
request is currently being
processed.

Sign Out

Selected Items: 1items total Page[ 1 of 1 (4 4 b bl




Administration
Console

e : Department of
Victoria gy & Training ‘ ed U Pa SS m

Home

Student Password Reset Batch Details

My Profile
All Active Students
All Employees 3 ' Search for: Search within:
: £ |My Student Password Resets|v|

Student Management N
2W
Tasks

Student Reaqistration [] Display Name = Description Status Created Time
Letters
[] eduPass Password Reset Password Resets Completed 20/04/2015 4:22:01 PM

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

After a moment, if you refresh this
page you will notice that the
request has been completed.

Sign Out

Selected Items: 1items total Page[ 1 of 1 (4 4 b bl




State .
Government

Department of

Home

My Profile
All Active Students

All Employees 3

Student Management
Tasks s

Student Registration
Letters

Victoria gy & Training ‘ ed U Pa SS m

Student Password Reset Batch Details

[] Display Name =
[] eduPass Password Reset

Search for:

Description
Password Resets

Status

Completed

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Administration
Console

Search within:
£ |My Student Password Resets|v|

Created Time
20/04/2015 4:22:01 PM

The password reset letters will be sent to your
email account in a single PDF for printing and
Issuing to the students.

You can view the status of a request by clicking
on the link in the Display Name column.

Click on the eduPass Password Reset link.

Selected Items:

1items total Page[ 1 of 1 (4 4 b bl




State
CiovErmimaent

Home

My Profile
All Active St

All Employes

."‘g Forefront Identity Manager -- Webpage Dialog
=3 https://eduPass.education.vic.gov.au/ UserPortal

General

Student Password Reset Batch Details

Display Name
Status
Description
Completed Time

Selected Students

Failed Students

If there are students listed in this box,

please contact support using the service

ﬁateway on ) )
ttp://servicesdesk.education.vic.gov.au

eduPass Password Reset

Completed

Fazsword Resets

20/04/2015 4:22:10 PM

Beaulah Dealer:Chris Grech:

Resets .

Bobby Zammit

Motice the details of the request
are displayed.

You should always check the
details in case any students have
failed to have a password reset
letter generated.

Click on the QK button.

I4 4 bk bl

ok || cancel




Administration
Console

e : Department of
Victoria gy & Training ‘ ed U Pa SS m

Home

Student Password Reset Batch Details

My Profile
All Active Students
All Employees 3 ' Search for: Search within:
: £ |My Student Password Resets|v|

Student Management N
2W
Tasks

Student Reaqistration [] Display Name = Description Status Created Time
Letters
[] eduPass Password Reset Password Resets Completed 20/04/2015 4:22:01 PM

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Selected Items: 1items total Page[ 1 of 1 (4 4 b bl




Reply Replyall Forward W - BR- & @& B X -

w

eduPass Temporary Password Reset Letter - Password Reset Home Group 09A 03/06/2015

11:53:56 AM

FIM2010, FIMServicelsit

Toe Teacher, Seth 5

Attachments: D eduPass Password Reset Let~1,pdf (91 KB) [Cpen a5 Web Page]

Department of Education and Training - Victoria

‘Wednesday, June 03, 2015 1154 AM

eduPass Temporary Password Reset Letter - Password Reset Home Group 09A 03/06/2015 11:53:56 AM

Dear Teacher, Seth S,

Please find attached the notifications generated for:

Notification : eduPass Temporary Password Reset Letter
Description : Password Reset Home Group 094

Date and Time of Generation : 03/068/2015 11:53:56 AM

Password Expiry Date 1 13 June, 2015

The Description and the Date and Time of Generation can be used within the eduPass Administration Portal
to track the details of each batch of generated registration letters and the batch status.

If there are any errors, you wil receive a separate email detailing the error (i.e. Total Batch Failure or
Exception Failure) and the number of students affected.

If no error message is received, the batch has processed successfully.

Here is an example of the email you will
receive. Notice there is a PDF attachment.
You can save and print this document which
will contain all the password reset letters to
be issued to each student.

Depending on your email software you will
be able to click on a link or icon for the
attachment to save and pnnt the document.




Department of Education and Training - Victoria

CIGRE: eduPass Temporary Password Reset Letter

03 June, 2015 School Ref : 9810|094

Dear Chris Grech An example of an eduPass Temporary

Password Reset Letter is shown here.

A student will be able to log back into

Your eduPass User Name and temporary password are: eduPass and set up their account
again immediately upon receiving the

User Name: CIGRE letter.

Temporary Password:  208DjAdS

Password Expiry Date: 13 June 2015

You have been issued with a user name and temporary password to access the eduPass service.

MNote: You must change your password to complete your account activation. Your temporary password will expire in 10 days, on the date above.

Actions Required:
To activate your usemame and password you must complete the following actions:

1. Open a browser and navigate to https: / { eduPass.education.vic.gov.au/MyAccount
2. Login using your temporary password and eduPass username exactly as shown abowve and follow the prompts to change
your password

Things to Remember for Password Management

1. You cannot change your password more than once in 24 hours.
2. You are required to change your password once every year; this can be done by going to hiips:/feduPass.education. vic.gov.au
and following the prompts.

3. If you are in Years 3-12, and forget your password, you can go to: hitps://eduPass.education.vic.gov.au and follow the prompts to
resat your password using the secret questions and answers you set up when you registered.

For further information or questions, please contact your School eduPass Administrator.



Tips
Some tips for you to remember:

» eduPass Temporary Password Reset Letters are always
sent to the eduMail email account of the individual who
performs the action in eduPass; it is not sent to the
student’s account directly.

* Resetting a student’s password generates a temporary
password that will expire within 10 days. Please be sure
to remind the student of this expiry period as a new letter
will be required if the password is not changed within the
10 day period.

» Resetting a student’s password generates a temporary
password reset letter and a Year 3-12 student will have
to reset their pin and secret questions.

* You may want to remind the older students to make
every effort to remember their secret questions and
answers, and four digit PIN when they set them up this
time.




Enable or Disable a Student's eduPass Account



Introduction

In this module you will learn how to Enable and Disable a
Student’s eduPass account. If a student was to have a
disabled account they would not have acccess to the various
DET (the Department) systems that their username and
password provides.




&
s =

State -

Covernimeent

; Department of
NA(efe]§ls] Education & Training

Home

My Profile
All Active Students

All Employees

Student Management
Tasks

Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Welcome, Teacher, Beth B

Administration

‘eduPass I

Console

Search for: Search within:
£ |All Active Students
My Profile

The My Profile function allows yvou to see
information about yourself in the system.

Student Management

Student Create a New

+» Reagistration » Username for a
Letters Student
Student Password Enable a Student
Resets Account

Unlock a Student
» from Password
Reset

Disable a Student
Account

The Student Management function allows you
to manage your students’ registration in
eduPass.

See requests I've made

The See requests I've made function allows

Disabling a student’s
account

To access eduPass, navigate to
https://edupass_education_vic.gov.au/
UserPortal and log in with your
department username and password.

Sometimes it may be necessary to
disable a student’'s eduPass account;
this could be for any number of
reasons including a disciplinary
reason or a parent request. You can
temporarily disable a student’s
eduPass account and re-enable it at
a later date. The account will remain
disabled until it is re-enabled again.

Click on the Disable a Student
Account link.




-a Forefront Identity Manager -- Webpage Dialog ﬂ

. https://eduPass.education.vic.gov.au/UserPortal

Disable a Student Account

8 @

General | Manually-managed Members |
Display Name Disable a Student Account
Description Students added to this set will have the account dis

In this example, we will disable the
eduPass account of student, Simon
Smith.

Click on the Manually-managed
Members tab.

Ok | | Cancel




'a Forefront Identity Manager -- Webpage Dialog ﬂ

) https://eduPass.education.vic.gov.au/UserPortal |
Disable a Student Account 4 @

General Manually-managed Members |

Current Members

More information

Display Name Description

A list of manually selected This set has no manually-managed members.
resources that are currently

saved in the set.

0items total Page| 1 of 1 4 4 b ki

Members To Remove v =l
Choose who to remove from

the current members.

Members To Add ! ;IJJ

Choose new additions to the
set.

Click on the browse icon for
Members to Add.

Ok | | Cancel




'a Forefront Identity Manager -- Webpage Dialog ﬂ

- hitps://eduPass.education.vic.gov.au/UserPortal

Select Members

Search for: Search within:
Smith X @ | |All Active Students
[] Display Name First Mame Last Name Username Home Gro | Year Disabled Has Generated Registration Letter

Type Smith in the Search for field and
then click on the Search button.

Find the resources you want
using the Search above.

OK | | Cancel




'a Forefront Identity Manager -- Webpage Dialog ﬂ

- hitps://eduPass.education.vic.gov.au/UserPortal

Select Members

Search within:

£ |All Active Students

Home Group School Year Disabled Has Generated Registration Letter

Search for:

Smith
[] Display Name First Name Last Name Username
[] cChristine Smitha Christine  Smitha CTSMI 0BA
[] Clare smith Clare Smith CCSMI 05A
[] Clare smithson Clare Smithson CPSMI 02A
[] Helen Smith Helen Smith HHSMI 04A
[] Margaret Smith Margaret  Smith MMSMI1 02A
[] Marion smith Marion Smith MMSMI 124
[] Monica smith Monica Smith MMSMIZ2 07A
[] Micholas Smith MNicholas Smith MNMNSMI 05A
[] Micholas Smithers Micholas Smithers  MNDSMI 02A
[] Patrick smith Patrick Smith PPSMI 0B8A
[0 simon Smith Simon Smith SS5MI1 124

Stephen Smith Stephen  Smith S55MI 124

san
Susan

Members tq

A list of all students with the name Smith or f

any part of that word is displayed.

Select Simon Smith.

A,

W & k1 Ln h

=l

12
12

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
MNo

Yes
MNo

MNo

Yes

fes

MNo
MNo
MNo
MNo
MNo
MNo
MNo
MNo
Yes
MNo
Yes
Yes
MNo
MNo
14 items total Page[ 1 of 1 I4 4 b ki

W

e

QK || Cancel |




'a Forefront Identity Manager -- Webpage Dialog ﬂ
. https://eduPass.education.vic.gov.au/UserPortal |

Select Members

Display Mame
Christine Smitha
Clare Smith
Clare Smithson
Helen Smith
Margaret Smith
Marion Smith
Maonica Smith
Micholas Smith
Micholas Smithers
Patrick Smith
Simon Smith
Stephen Smith

Susan Smith

I A Y Y

Susan Smithers
Members to be added:

Search for:

Smith

First Name Last Name Username

Christine
Clare
Clare
Helen
Margaret
Marion
Monica
Micholas
Micholas
Patrick
Simon
Stephen
Susan

Susan

Smitha
Smith
Smithson
Smith
Smith
Smith
Smith
Smith
Smithers
Smith
Smith
Smith
Smith

Smithers

CTSMI
CCS5MI
CP5SMI
HHSMI
MMSMI1
MMSMI
MMSMIZ2
MNMSMI
MDSMI
PPSMI
555MI1
S555MI
S555MI2
SPSMI

Home Group School Year Disabled Has Generated Registration Letter

064
054
024
044
024
124
O7A
054
024
06A
124
124
054
024

Search within:

£ |All Active Students

W & k1 Ln h

=l

12
12

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
MNo

Yes
MNo

MNo

Yes

fes

MNo
MNo
MNo
MNo
MNo
MNo
MNo
MNo
Yes
MNo
Yes
Yes
MNo
MNo
14 items total

[v]

Click on the OK button.

W

e[ T of1 144 b bl

Simon Smith

oK || Cancel |




'a Forefront Identity Manager -- Webpage Dialog

- hitps://eduPass.education.vic.gov.au/UserPortal

Disable a Student Account

General Manually-managed Members |

8 @

Current Members Display Name Description

More information

A list of manually selected This set has no manually-managed members.
resources that are currently

saved in the set.

Members To Remove L= %“J

Choose who to remove from
the current members.

Members To Add Simon Smith: 'y %“J

Choose new additions to the
set.

Click on the OK button.

0items total Page| 1 of 1 4 4 b ki

oK ||

Cancel




'a Forefront Identity Manager -- Webpage Dialog ﬂ

. https://eduPass.education.vic.gov.au/UserPortal

Disable a Student Account

General | Manually-managed Members |

Multiple-Value Attributes
Manually-managed Membership

Removed Items

(no removed item)

Inzerted Items

Simon Smith;

Click on the Submit button.

= Back

Submit || Cancel




A A oot of Administration
Victoria Edlf:ati—::m & Training ‘ ed U PaSS “ cOnsole

Home

My Profile Welcome, Teacher, Beth B

All Active Students

Search for: Search within:
eI £ [AllActive students
Student Management
Tasks
Student Registration ME Profile a Help
Letters .' 7 - / -
! 7 The My Profile function allows yvou to see = -
,;;rrestgti ;Li": eonane information about yourself in the system. o i‘bacnuat I;cr:refrunt lder ity
Student Password
e Student Management
Enable a Student
Account Student Create a New
Disable a Student » Reqgistration » Username for a Simon’s access has been disabled.
Account Letters Student You can confirm the request has
ek & et Eeres '8 , Student Password _ Enable a Student |been processed by clicking on the
Password Reset Resets Account See requests I've made link on the
. Disable a Student Unlock a Student |Home Page, which allows you to
Sign Out Account = gothassword review your historical requests.
ese
M "
The Student Management function allows you Click on the_ 59‘? raquasts I've
to manage vour students’ registration in made heading link.
eduPass.

See reqguests I've made

The See requests I've made function allows



State .
Covernimeent

Home

My Profile
All Active Students

All Employees

Student Management
Tasks

Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Department of

Vi'ct'orla Education & Training ‘ ed U Pa SS m

ODOooooooodgd

Administration

Manage My Requests

Reguest Title
Update to Set: 'Disable a Student Account’ Reguest

Update to Set: 'Reset a Student Password' Request

Update to Set: 'Generate Student Registration Letter’ Reguest

Update to Set: 'Generate Student Registration Letter’ Reguest

Update to Set: 'Generate Student Registration Letter’ Reguest

Update to Set: 'Generate Student Registration Letter’ Reguest

Update to Set: 'Reset a Student Password' Request

Update to Set: 'Generate Student Registration Letter’ Reguest

Update to Person: ‘Teeacher, Seth §' Reguest

Search for:

Console

Search within:

2 |an

Date Submitted -
26/11/2014 11:19:53 AM
26/11/2014 11:13:16 AM
26/11/2014 11:01:03 AM
26/11/2014 10:20:34 AM
26/11/2014 10:04:35 AM
25/11/2014 2:57:58 PM
25/11/2014 2:43:51 PM
25/11/2014 2:36:57 PM
24/11/2014 1:27:02 PM

You can also confirm Simon’s account status by clicking on All
Active Students in the left hand menu and searching for Simon.

You will see his status is showing as disabled.

Click on All Active Students in the left hand menu.

Status

Completed
Completed
PostProcessingError
PostProcessingError
PostProcessingError
Completed
Completed
Completed

Denied



State .
Covernimeent

Victoria

Home

My Profile
All Active Students

All Employees

Student Management
Tasks

Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Department of
Education & Training

Search Result

oo 0 Oooogoooogd

Display Mame -« First Name Last Name

Arden Mulloway
Beaulah Dealer

Bert Hotsen

Blaine Lamisi

Bobby Brown

Bobby Zammit
Charise Rubin
Chris Grech

Christine
Smitha

Christopher
Brown

Clare Smith
Clare Smithson
Damian Duff

Damian Zammit

‘eduPass I

Administration

Console

Type Simon in the Search for field and
then click on the Search button.

Arden Mulloway
Beaulah Dealer
Morberto  Hotsen
Blaine Lamisi
Bobby Brown
Bobby Zammit
Charise Rubin

Christopher Grech

Christine Smitha

Christopher Brown

Clare Smith
Clare Smithson
Damian Duff
Damian Zammit

Search for:
Simon

Username
AMMLUIL
BCDEA
MEBHOT
BMLAM1
BWERO
BEZAM1
C5SRUB
CIGRE

CTSMI

CCBRO

CC5MI
CP5SMI
DoDUF
DDZAM

Search within:

x o | [allActive Students E
Home hool Year Disabled Has Generated Registration Lette
004 1 fes Mo
094 2 fes Mo
094 2! fes Mo
00A 1 fes Mo
O7A 7 Mo fes
094 2 fes Mo
094 2! fes Mo
094 2 Mo fes
0o4 & fes Mo
02A 3 fes Mo
05A 3 fes Mo
02A 2 fes Mo
10A 10 Mo fes
08A 8 fes Mo



State .
Covernimeent

Victoria

Home

My Profile
All Active Students

All Employees

Student Management

Tasks

Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Department of

Education & Training ‘ ed U Pa SS m

Administration
Console

Search Result

Search for:
Simon

[] Display Name « First Name Last Name Username
[] simon Smith Simon Smith S55MI1

You will see Simon now has “Yes' against
his name in the Disabled column.

Click Home to continue.

Search within:

£ |All Active Students

Home Group School Yearl Disabled I—|as Generated Registration Letter

124

12

fes

25




A A oot of Administration
Victoria Edlf:ati—::m & Training ‘ ed U PaSS “ cOnsole

Home

My Profile Welcome, Teacher, Beth B
Dor ey Search for: Search within:
PN Empores £ | [alActive Students
T Enabling a student’s
as
Student Registration ME Profile aCcou nt

Letters .'

Create a New Username
for a Student

The My Profile function allows yvou to see

: . : You can re-enable a student’s
information about yourself in the system.

account using a similar process.
Student Password

Enable a Student Account link.
Account Student Create a New
: +» Reagistration » Username for a
e Letters Student
Unlock a Student from ! Student Password _ Enable a Student
Password Reset Resets Account
. Disable a Student Unlock a Student
Sign Out Account » gsggtPassword

The Student Management function allows you
to manage your students’ registration in
eduPass.

See requests I've made
\ ) The See requests I've made function allows




-a Forefront Identity Manager -- Webpage Dialog ﬂ
. https://eduPass.education.vic.gov.au/UserPortal |
Enable a Student Account '3 @

General | Manually-managed Members | Click on the Manually-managed
Members tab.
Display Name Enable a Student Account
Description Students added to this set will have the account enabled if they are disabled

Ok | | Cancel




'a Forefront Identity Manager -- Webpage Dialog

- hitps://eduPass.education.vic.gov.au/UserPortal

Enable a Student Account

General Manually-managed Members |

8 @

Current Members e E——

Description

More information

A list of manually selected
resources that are currently
saved in the set.

Members To Remove

Choose who to remove from
the current members.

Members To Add

Choose new additions to the
set.

Vv

This set has no manually-managed members.

0 items total

liiii
=

Ll
=

Page[ 1 of 1 |44 b bl

Click on the browse button for

Members to Add.

OK

Cancel




'a Forefront Identity Manager -- Webpage Dialog ﬂ

- hitps://eduPass.education.vic.gov.au/UserPortal

Select Members

[] Display Name

[] Christine Smitha Christine
[] Clare smith Clare
[] Clare smithson  Clare

[] Helen Smith Helen
[] Margaret Smith Margaret
[] Marion smith Marion
[] Monica smith Monica
[] Micholas Smith Micholas
[] Micholas Smithers Micholas
[] Patrick smith Patrick
[0 simon Smith Simon

Stephen Smith Stephen

san Smith Susan

Smitha
Smith
Smithson
Smith
Smith
Smith
Smith
Smith
Smithers
Smith
Smith
Smith
Smith

Search for:

Smith

First Name Last Name Username

CTSMI
CCS5MI
CP5SMI
HHSMI
MMSMI1
MMSMI
MMSMIZ2
MNMSMI
MDSMI
PPSMI
S555MI1
S555MI
S555MI2

Search within:

£ |All Active Students

Home Group School Year Disabled Has Generated Registration Letter

064
054
024
044
024
124
O7A
054
024
06A
124
124
054

Susan 4§

Members td

s

Motice that Simon’s access is shown as “Yes'
in the Disabled column.

Select Simon Smith.

W & k1 Ln h

=l

12
12

Yes MNo
Yes MNo
Yes MNo
Yes MNo
Yes MNo
Yes MNo
Yes MNo
Yes MNo
MNo Yes
Yes MNo
Yes Yes
MNo Yes
Yes MNo
L
Yes MNo

14 items total Page[ 1 of 1 4 4 b bl

QK || Cancel |




'a Forefront Identity Manager -- Webpage Dialog ﬂ
. https://eduPass.education.vic.gov.au/UserPortal |

Select Members

Display Mame
Christine Smitha
Clare Smith
Clare Smithson
Helen Smith
Margaret Smith
Marion Smith
Maonica Smith
Micholas Smith
Micholas Smithers
Patrick Smith
Simon Smith
Stephen Smith

Susan Smith

I A Y Y

Susan Smithers
Members to be added:

Search for:

Smith

First Name Last Name Username

Christine
Clare
Clare
Helen
Margaret
Marion
Monica
Micholas
Micholas
Patrick
Simon
Stephen
Susan

Susan

Smitha
Smith
Smithson
Smith
Smith
Smith
Smith
Smith
Smithers
Smith
Smith
Smith
Smith

Smithers

CTSMI
CCS5MI
CP5SMI
HHSMI
MMSMI1
MMSMI
MMSMIZ2
MNMSMI
MDSMI
PPSMI
555MI1
S555MI
S555MI2
SPSMI

Home Group School Year Disabled Has Generated Registration Letter

064
054
024
044
024
124
O7A
054
024
06A
124
124
054
024

Search within:

£ |All Active Students

W & k1 Ln h

=l

12
12

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
MNo

Yes
MNo

MNo

Yes

fes

MNo
MNo
MNo
MNo
MNo
MNo
MNo
MNo
Yes
MNo
Yes
Yes
MNo
MNo
14 items total

[v]

Click on the OK button.

W

e[ T of1 144 b bl

Simon Smith

oK || Cancel |




'a Forefront Identity Manager -- Webpage Dialog ﬂ

) https://eduPass.education.vic.gov.au/UserPortal |
Enable a Student Account 4 @

General Manually-managed Members |

Current Members

More information

Display Name Description

A list of manually selected This set has no manually-managed members.
resources that are currently

saved in the set.

0items total Page| 1 of 1 4 4 b ki

Members To Remove L

liiii
=

Choose who to remove from
the current members.

Members To Add
Choose new additions to the

liiii
=

Simon Smith:

set. Click on the OK button.

Ok | | Cancel




'a Forefront Identity Manager -- Webpage Dialog ﬂ

. https://eduPass.education.vic.gov.au/UserPortal

Enable a Student Account a3 @
General | Manually-managed Members |
Multiple-Value Attributes Removed Iterns Inserted Iterns
Manually-managed Membership (no removed item) Simon Smith;

Click on the Submit button.

= Back

Submit || Cancel




State -
Covernimeent

Department of

NA(efe]§ls] Education & Training

Home

My Profile
All Active Students

All Employees

Student Management
Tasks

Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Welcome, Teacher, Beth B

‘eduPass I

Administration

Console

Search for: Search within:
£ |All Active Students
My Profile € Helo

The My Profile function allows yvou to see
information about yourself in the system.

Student Management

Student Create a New

+» Reagistration » Username for a
Letters Student
Student Password Enable a Student
Resets Account

. Disable a Student Unlock a Student
Account » from Password

Reset

The Student Management function allows you
to manage your students’ registration in
eduPass.

See requests I've made

The See requests I've made function allows

Simon’s account has been
re-enabled.

You can confirm his account has
been enabled from your Home
page. You can either confirm your
request by clicking on the See
requests I've made link, or you
can search for Simon’s record
and check the status of the
disabled column (yes or no).




Unlock a Student's eduPass Account



Introduction

In this module you will learn how to Unlock a Student’s
eduPass Account for a student for whom the self service
password reset (referred to as SSPR) function has been
locked for security reasons.




&
s =

State -

Covernimeent

Department of

NA(efe]§ls] Education & Training

Home

My Profile
All Active Students

All Employees

Student Management
Tasks

Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Welcome, Teacher, Beth B

‘eduPass I

Administra

tion

Console

Search for: Search within
yel IAII Active Stu
My Profile

The My Profile function allows yvou to see
information about yourself in the system.

Student Management

Student Create a New

+» Reagistration » Username for a
Letters Student
Student Password Enable a Student
Resets Account

. Disable a Stude Unlock a Student
Account from Password
Reset

The Student Management function allows you
to manage your students’ registration in
eduPass.

See requests I've made

Unlocking a Student’s
eduPass Account

To access eduPass, navigate to
https://edupass_education._vic.gov.au/
UserPortal and log in with your
Department usemame and password.

A student may become “locked out” of
the eduPass Password Reset function
because too many attempts to access
their account with an incorrect
password have occurred within a 30
minute timeframe. When the account
Is unlocked from password reset, the
student will be able to use the self
service password reset function
again.

Note: To unlock a student’s account
you can use either the left hand menu
or the centrally placed link, whichever
Is most convenient for you.

Click on the Unlock a Student from
Password Reset link.

The See requests I've made function allows




'a Forefront Identity Manager -- Webpage Dialog ﬂ

. https://eduPass.education.vic.gov.au/UserPortal

Unlock a Student from Password Reset

8 @

General | Manually-managed Members | Click on the Manually-managed
Members tab.
Display Name Unlock a Student from Password Reset
Description Students added to this set will have their SSPR functionality unlocked

Ok | | Cancel




'a Forefront Identity Manager -- Webpage Dialog ﬂ

) https://eduPass.education.vic.gov.au/UserPortal |
Unlock a Student from Password Reset 4 @

General Manually-managed Members |

Current Members

More information

Display Name Description

A list of manually selected This set has no manually-managed members.
resources that are currently

saved in the set.

0items total Page| 1 of 1 4 4 b ki

Members To Remove L= %“J

Choose who to remove from
the current members.

Members To Add il §uj

Choose new additions to the
set.

Click on the Browse button for
Members to Add.

Ok | | Cancel




'a Forefront Identity Manager -- Webpage Dialog ﬂ
- hitps://eduPass.education.vic.gov.au/UserPortal |

Select Members

Search for: Search within:
| £ | |All Active Students
[] Display Name First Name Last Name Username Home Group School Year Disabled Has Generated Registration L

Click on the Search within
drop-down arrow.

Find the resources you want
using the Search above.

OK | | Cancel




.g Forefront Identity Manager -- Webpage Dialog ﬂ

) https://eduPass.education.vic.gov.au/UserPortal

Select Members

Search for: Search within:
oM Al Active Students
All Employees
All Active Students - Enabled
[] Display Name First Name Last Name Username Home Group Schd All Active Students - Disabled

All Active Students - Year P I~
All Active Students - Year 1
All Active Students - Year 2
All Active Students - Year 3
All Active Students - Year 4
All Active Students - Year 5
. All Active Students - Year &
Find the resources 1Al Active Students - Year 7

. All Active Students - Year 8
USIF"IQ thE Sea F'Ch at All Active Students - Year 9
/ All Active Students - Year 10

All Active Students - Year 11

All Active Students - Year 12
All Active Students - Year 13
All Active Students (AccountMame)
All Students - First Use Completed
All Students - First Use Mot Completed
Note: SSPR stands for self service il'l' §§L‘S§L‘E§ - gggg 'ég‘;'i‘;—‘tire 4
password re_EeL this includes the PIN and All Students - Generate Registration Letter Required
secret questions and answers that the All Schoals

student set up at registration. All Delegated Admins

Select All Students - SSPR Locked.

OK | | Cancel




-a Forefront Identity Manager -- Webpage Dialog ﬂ

) https://eduPass.education.vic.gov.au/UserPortal

Select Members

Search for: Search within:
Pl (All Students - SSPR Locked

[] Display Name First Name Last Name Username Home Grou | Year Disabled Has Generated Registration Letter

Tip: Because you have selected All

students - SSPR Locked in the Search
within field, all students who have been
Find the resources yo locked out will be returned.

using the Search abo\Click on the Search button.

Vi

OK | | Cancel




-a Forefront Identity Manager -- Webpage Dialog
. https://eduPass.education.vic.gov.au/UserPortal

Select Members

£ |All Students - SSPR Locked

Search for: Search within:
[] Display Name First Name Last Name Username Home Group School Year
[0 Damian Duff  Damian Duff DDDUF 10A 10 Mo

In this example, Damian Duff has been locked out of
the password reset facility for his account because
one of his friends has been trying to hack the account
and has tried to change the password more than 25
times in 30 minutes. The password reset feature has
been locked.

(Note: Damian can still acccess the account if he
knows his password)

Select Damian Duff.

Members to be added:

fes

1 items total

Page[ 1 of 1 4 4 b bl

Disabled Has Generated Registration Letter

OK

Cancel




'a Forefront Identity Manager -- Webpage Dialog

. https://eduPass.education.vic.gov.au/UserPortal

Select Members

Search for: Search within:
£ |All Students - SSPR Locked
Display Mame First Name Last Name Username Home Group School Year Disabled Has Generated Registration Letter
Damian Duff  Damian Duff DDDUF 104 10 Mo Yes
Click on the OK button.
Members to be added: 1 items total e[ 1 of1 U44 b ki

Damian Duff

OK

|| Cancel |




'a Forefront Identity Manager -- Webpage Dialog ﬂ

- hitps://eduPass.education.vic.gov.au/UserPortal

Unlock a Student from Password Reset

General Manually-managed Members |

8 @

Current Members e E——

Description

More information

resources that are currently
saved in the set.

Members To Remove

Choose who to remove from
the current members.

Members To Add

Choose new additions to the
set.

Damian Duff

A list of manually selected This set has no manually-managed members.

0 items total

Page[ 1 of 1 |44 b bl

Click on the OK button.

OK

| | Cancel




'a Forefront Identity Manager -- Webpage Dialog

. https://eduPass.education.vic.gov.au/UserPortal

Unlock a Student from Password Reset 3 @
General | Manually-managed Members |
Multiple-Value Attributes Removed Iterns Inserted Iterns
Manually-managed Membership (no removed item) Damian Duff;
Click on the Submit button.
< Back | | Submit | | Cancel




State

Government ¥ Depal‘tmel'lt Gf

NA(efe]§ls] Education & Training

Home

My Profile
All Active Students

All Employees

Student Management
Tasks

Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Welcome, Teacher, Beth B

‘eduPass I

Administration

Search for: Search within:

Console

yel |AII Active Students

My Profile

The My Profile function allows yvou to see
information about yourself in the system.

Student Management

Student Create a New

+» Reagistration » Username for a
Letters Student
Student Password Enable a Student
Resets Account

. Disable a Student Unlock a Student
Account » from Password

Reset

The Student Management function allows you
to manage your students’ registration in
eduPass.

See requests I've made

The See requests I've made function allows

© Help

g About Forefront Identity
Manager

Damian will now be able to
access password reset (self
service) facility.




Change a Student's eduPass User Name



Introduction

In this module you will learn how to change a student’s
eduPass username for a student with an existing eduPass

account.




.
. w
State -
Government

; Department of
\Aleife]§FF] Education & Training

age a Student's eduPass
Username

To access eduPass, navigate to
https://edupass._education. vic.gov.au/UserPortal

‘eduPass I

and log in with your department username and
password.

The eduPass Administration Console Home
screen Is displayed.

You may come across a scenano in your school
where a student’s username needs to be
changed for various reasons.

Note: To change a student's username you can
use either the left hand menu or the centrally
placed link, whichever is most convenient for
you.

Click on the Create a New Username for a
Student link.

Administration

Console

, Beth B

Search for: Search within:
£ |All Active Students
My Profile

The My Profile function allows yvou to see
information about yourself in the system.

Student Management

Student Create a New
Registration Username for a
Letters Student

Student Password Enable a Student
Resets Account

Disable a Student Unlock a Student
Account from Password

Reset

The Student Management function allows you
to manage your students’ registration in
eduPass.

See requests I've made

The See requests I've made function allows

© Help

g About Forefront Identity
Manager




-a Forefront Identity Manager -- Webpage Dialog ﬂ
. https://eduPass.education.vic.gov.au/UserPortal |
Create a New Username for a Student 3 @

Alternate Account Name rules

General | Manually-managed Members | Click on the Manually-managed
Members tab.
Display Name Create a New Username for a Student
Description Students added to this set will have their AccountMName generated based on the

Ok | | Cancel




'a Forefront Identity Manager -- Webpage Dialog ﬂ

. https://eduPass.education.vic.gov.au/UserPortal |

Create a New Username for a Student 4 @

General Manually-managed Members | In this example there is a student,
Lucy Ussan, whose assigned
username is ‘LUSSA’ and the other

Current Members I T— Descriptioj StUdeNts in her home group are
A list of manually selected This set has no manually-managed members. teasing her as a result.

resources that are currently
saved in the set.

The new username will be
automatically created by the system
using an alternate rule from the
original name (there is no choice in
spelling or the characters that go
into the new usemame) so that it is

o items total| different to the original name.

Members To Remove = & Click on the Browse button.
Choose who to remove from

the current members.

Members To Add - §u]

Choose new additions to the
set.

Ok | | Cancel




'a Forefront Identity Manager -- Webpage Dialog ﬂ

- hitps://eduPass.education.vic.gov.au/UserPortal

Select Members

Search for: Search within:
LUSSA X @ | |All Active Students
[] Display Name First Name Last Name Username Home Group, | Year Disabled Has Generated Registration Letter

Type LUSSA and then click on the
Search button.

Find the resources you want
using the Search above.

OK | | Cancel




'a Forefront Identity Manager -- Webpage Dialog

. https://eduPass.education.vic.gov.au/UserPortal

Select Members

Search for: Search within:
LUSSA £ |All Active Students
[] Display Name First Name LastName Username Home Group School Year Disabled Has Generated Registration Letter
[ Lucy Ussan Lucy Ussan LUSSA 11A 11 Mo Yes
Select Lucy.
Members to be added: 1itemstotal Page[ 1 of 1 44 bkl
QK | | Cancel |




'a Forefront Identity Manager -- Webpage Dialog ﬂ
. https://eduPass.education.vic.gov.au/UserPortal

Select Members

Search for: Search within:

LUSSA £ |All Active Students
Display Mame First Name Last Name Username Home Group School Year Disabled Has Generated Registration Letter
Lucy Ussan Lucy Ussan LUSSA 11A 11 Mo Yes

Click on the OK button.

Members to be added: 1 items total el 1 of1 I44 b ki
Lucy LIssan

oK || Cancel |




'a Forefront Identity Manager -- Webpage Dialog ﬂ

) https://eduPass.education.vic.gov.au/UserPortal |
Create a New Username for a Student 4 @

General Manually-managed Members |

Current Members

More information

Display Name Description

A list of manually selected This set has no manually-managed members.
resources that are currently

saved in the set.

0items total Page| 1 of 1 4 4 b ki

Members To Remove L= %“J

Choose who to remove from
the current members.

Members To Add —
Lucy Ussan: v
Choose new additions to the

set.

Click on the OK button.

Ok | | Cancel




'a Forefront Identity Manager -- Webpage Dialog

. https://eduPass.education.vic.gov.au/UserPortal

Create a New Username for a Student 3 @
General | Manually-managed Members |
Multiple-Value Attributes Removed Iterns Inserted Iterns
Manually-managed Membership (no removed item) Lucy Ussan;
Click on the Submit button.
< Back || Submit || Cancel
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State -

Covernimeent

Department of

NA(efe]§ls] Education & Training

Home

My Profile
All Active Students

All Employees

Student Management
Tasks

Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Welcome, Teacher, Beth B

‘eduPass I

Administration

Search for:

Console

Search within:

B |AII Active Students

My Profile

The My Profile function allows yvou to see
information about yourself in the system.

Student Management

Student Create a New

+» Reagistration » Username for a
Letters Student
Student Password . Enable a Student
Resets Account

. Disable a Student Unlock a Student
Account » from Password

Reset

The Student Management function allows you
to manage your students’ registration in
eduPass.

See requests I've made

The See requests I've made function allows

The request has been submitted. A
new registration letter has been
generated for Lucy to re-register.

Let's check that Lucy’'s username has
been updated successfully. You can
search for a student directly from the
home page of the eduPass
Administration Console.

Click in the Search for field.




A A oot of Administration
Victoria Edlf:ati-::m & Training ‘ ed U PaSS “ cOnsole

Home Type ussan and then click on
the Search button.

My Profile Welcome, Teacher, Beth B

s e Search for: Search within:

All Employees ussan X 2 | |All Active Students
Student Management
Tasks

Student Registration ME Profile a Help

Letters .'

o The My Profile function allows yvou to see
Create a New Username

PP i, information about yourself in the system. rd e

Manager

Student Password
Resets

Enable a Student

Student Management

e enant Student Create a Niw
: » Reqgistration » Usermame for a
E,':ﬁﬂﬁta e Letters Student
tinlock & “tadart for F Student Password . Enable a Student
Pa==word Reset Resets Account
. Disable a Student Unlock a Student
Sign Out Account » gsggtPassword

The Student Management function allows you
to manage your students’ registration in
eduPass.

See requests I've made
\ ) The See requests I've made function allows




State .
Covernimeent

Victoria

Home

My Profile
All Active Students

All Employees

Student Management
Tasks
Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Department of
Education & Training

Search Result

“

‘eduPass I

Administration

Search for:
ussan

Console

Image (802x104): newBanner _FLAT.png |

Search within:
£ |All Active Students

[] Display Name « First Name Last Namg Username

[ Lucy Ussan

Lucy

Lssan

Lu

Home Group School Year Disabled Has Generated Registration Letter

11A 11 Mo fes

Motice that Lucy’s username has been
changed to "LU’.




Tips

Remember: Changing a username will generate a new
registration letter that will be mailed to the delegated
administrator’s mailbox. It will require the student to go
through the registration process again (if it has been done
already) including, if they are a Year 3-12 student, setting up
a PIN & secret questions and answers.




Delegate and Revoke eduPass Administration Rights



Introduction

In this module you will learn how to delegate and revoke
eduPass administration rights for eduPass student
management functions to a staff member or specialist
technician.

The school principal is granted the full administration rights
to eduPass at their school and they can delegate these
administrative rights to other staff members and specialist
technicians.

Granting staff eduPass delegation rights allows the delegate
to administer student eduPass accounts at your school. You
can delegate rights to all functions, to a single function or to
several functions to meet your business need.

Each function is outlined below:

* Provide a student with an eduPass identity
Reset a student’s eduPass password

Enable or disable a student’s eduPass account
Unlock a student’s eduPass account

Change a student’s eduPass username.




A A oot of Administration
Victoria Edlf:ati—::m & Training ‘ ed U PaSS “ cOnsole

Home

My Profile Welcome, Teacher, Seth S

All Active Students

Search for: Search within:
P Enploiess £ | [l active Students
?tuuil';nt Management ASSIQHIHQ DE|EgatIUI‘1

as - c
Student Registration ME Profile ng hts In Edupass
Letters .'
7 r_ The My Profile function allows yvou to see To access eduPass navigate to
il information about yourself in the system. https://edupass edubatior? vic.gov.au/
ek P UserPortal and log in with your
Resets Student Management department username and
Enable a Student pﬂSSWDI'd.
Account Student Create a New
A APt » Registration » Username for a The eduPass Administration Console
Account Letters Student is displayed.
tinlock & “tadart for X Student Password Enable a Student
Password Reset Resets Account You can only grant administrative

, Disable a Student Unlock a Student  |entitlements in eduPass to one staff

Sign Out Account » from Password member or specialist technician at a
Reset time, but it is a quick and easily
The Student Management function allows you repeatable process.
to manage your students’ registration in

eduPass.

See requests I've made
\ ) The See requests I've made function allows




A A oot of Administration
Victoria Edlf:ati—::m & Training ‘ ed U PaSS “ cOnsole

Home

My Profile Welcome, Teacher, Seth S

All Active Students

Search for: Search within:
N Empiess £ | [l active Students
Student Management - -
Tasks In this example, you will delegate the
Student Registration function to ‘Assign Delegation Rights’ to a @ Hebp

Letters Tal

7 member of staff, Felicity Teacher. on alngsh?ﬂu ti . vy
for a Student You can search for employees using the All 0 ..

Student Password Employees option in the left hand menu.
B ement

Enabl Student 1 I
A:zaui ta uden Click on the All Employees option. -

; 3
Cisable a Student Username for a
Account e Student

. Student Password . Enable a Student
. Resets Account

Disable a Student Unlock a Student
Account » from Password
Reset

Unlock a Student from
Password Reset

Sign Out

The Student Management function allows you
to manage your students’ registration in
eduPass.

See requests I've made
\ ) The See requests I've made function allows
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Victoria

Home

My Profile
All Active Students

All Employees

Student Management
Tasks

Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Department of
Education & Training

I A I O I O

Search Result

Display Name -

(Mo display name)

‘eduPass I

(Mo display name)

(Mo display name)

(Mo display name)

(Mo display name)

(Mo display name)

(Mo display name)

(Mo display name)

(Mo display name)

(Mo display name)

(Mo display name)

A Do Mot Send to this Address

00000111
00000112
00000113

Administration
Console

Search for: Search within:
teacher X @2 |l Employees
Userna First Name Last Name E-mail
5825523
5722024 Type teacher into the Search for field
oooooa4411  |and click on the Search button.
59876521
SBaII21
04039282
5347023
5799998
08908988
TESTSP
ccgateway
virusredir
00000111 Harvey Spector
00000112 Mike Ross

00000113

Rutherford Bronwen



State .
Covernimeent

Victoria

Home

My Profile
All Active Students

All Employees

Student Management
Tasks

Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Department of
Education & Training

ODOooooooodgd

0
0
0
0
0

Search Result

Display Name -
00000155

99999983

99999987

99999993
ABCTeacher?, Teacher T
C04932201

5333923

5678924

5888800

Teacher Development

Teacher, Barry I
Teacher, Beth B
Teacher, Brad B

Teacher, Clay T

Selected Items:

‘eduPass I

Administration
Console

Search for: Search within:

teacher £ |Al Employees

Username First Name Last Mame

00000155 Micole Teacher

The search results return all staff that meet the search criteria.

You can further narrow your search by keying in the staff
member's Account Name in the Search for field, if required.
You can learn more about eduPass search features in the
training module ‘eduPass Search Tips'.

Tip: eduPass retums 30 records on each displayed page. You
can scroll through the pages one by one by clicking on the
chevrons at the bottom right of the screen or go directly to the
last page by clicking on the chevron on the extreme right.

In this example, Felicity is further down the list.

Click on the scroll down arrow.

09999928 Clay Teacher

36 items total

Page[ 1 of 2} 4 4 » bI

E-mail

W




Administration

Covernimeent

IIRERE ciccations Taining ‘ eduPass i Console

Home

My Profile Search Result

All Active Students

All Employees Search for: Search within:
teacher £ |Al Employees
Student Management
Tasks o e
E‘;ﬁti‘:gt Hegsstrskian [] Teacher, Felicity F 99999937 Felicity Teacher A
el o e e [] Teach eorgie G 99999997 Georgie Teacher
for a Student [] Tea riet H 5980021 Harriet Teacher
g;i?;t pasnard [] Teach enry H 99999980 Henry Teacher
E:ngi:, Student SHEEF"ETEGHLEI', i:E"Cit;' F by 999999582 J.essnza Teacher
PRSI clicking on her name in the 99999984 Hinda Teacher
Rt Display Name column. 90009972 Lindon Teacher
Unlock a Student from 99999933 Marcia Teacher
Gl [] Teacher, Marjorie M 99999931 Marjorie Teacher
Sign Out [] Teacher, Mary M 99999985 Mary Teacher
[] Teacher, Matt M 99999963 Matt Teacher
[] Teacher, Max P 99999973 Max Teacher
[] Teacher, Owen O 099999338 Owen Teacher
[] Teacher, Robert R S678956 Robert Teacher
[] Teacher, Sarah P 99999970 Sarah Teacher v

Selected Items: 36 items total Page[ 1 of 2 4 4 b bl




."‘g Forefront Identity Manager -- Webpage Dialog

sate ;é https://eduPass.education.vic.gov.au/UserPortal
Teacher, Felicity F
General | Group Membership | Delegated Administration |
Home More information
: Display Name ici — - - -
My Profile 2 it Felicity’s details are displayed. Notice that A
All Active St : her details are shown on the General tab_
Al Emplagea Title Education Support
Tip: These details are held in the T
First Name Felicity Department’s data repositories, for
example, in the eduPay or eduMail systems
Preferred Given Name and cannot be updated here.
Middle Name Click on the Delegated Administration tab.
Last Name Teacher
Initials
Birth Date
User Type Employee
Account Name 00999937 (v
lleer's lnn an name
oKk || cancel
44 bk kl




"‘g Forefront Identity Manager -- Webpage Dialog
=3 https://eduPass.education.vic.gov.au/ UserPortal

E'Iu'l.c
AOVETTITSENE i
Teacher, Felicity F
General | Group Membership | Delegated Administration |
Home More information
My Profile Enable Disable User rr El “
o Select one or more Schools to
ok > allow the user the functionality
All Employee
]
Generate Registration Letter 7 El
Select one or more Schools to - PR P "~
allow the user the functionality Notice the individual permissions
that can be assigned here.
Assign Delegation Rights is
A 5 gl further down the page.
Select one or more Schools to :
allow the user the functionality Click on the scroll down arrow.
Unlock User Account 7 =l
Select one or more Schools to v
allow the user the functionality
!
oKk || cancel
44 bk kl




."‘g Forefront Identity Manager -- Webpage Dialog
=3 https://eduPass.education.vic.gov.au/ UserPortal

Siale
Giovernment —
Teacher, Felicity F
General | Group Membership | Delegated Administration |
Home More information
My Profile Assign Delegation Rights
All Active St automatically delegates all eduPass
All Employee ok N cn Arrrmit 5 2 administrative tasks to the nominated
A T > staff member or specialist technician.
allow the user the functionality The nominated individual has the

ability to on-delegate these nights to
another staff member/specialist

technician.
Generate Alternate Username 5 =l : ) )
Select one or more Schools to 7/ Click on _thE B_I'CIWSB icon for Assign
allow the user the functionality Delegation Rights.
Use the control below to delegate all rights to a school for this user.
Assign Delegation Rights =) _EIJJ

Select one or more Schools to
allow the user the functionality

oKk || cancel

44 b bl




"‘g Forefront Identity Manager -- Webpage Dialog
=3 https://eduPass.education.vic.gov.au/ UserPortal

Schools
Search for: Search within:
| £ | |all Schools[v]
[] Display Name School Code School Name School Campus SC ion
Click on the Search button. -
Find the resources you want
using the Search above.
Lo
ok || cancel |

b »i




'g Forefront Identity Manager -- Webpage Dialog
= https://eduPass.education.vic.gov.au/UserPortal

Schools
Search for: Search within:
2 | [ATSchools[¥]
[] Display Name School Code School Name School Campus School Region
[0 eduPass Training Material School - 9810 9810 eduPass Training Material School 00 NORTH-EASTERN VICTORIA
L EP Monitoring School - 9800 9300 EP Monitoring School oo NORTH-EASTERN VICTORIA

A search of “all schools’ will only return the
school(s) that you are either the principal of,
or have been assigned delegated
administrator rights to. In this example, you
have the nghts to delegate administration
rights at two schools. It is important that each
function is delegated to the approprate
person at each school.

Select eduPass Training Material School.

Search Schools 2 items total Page[ 1 of 1 4 4 b bl

QK || Cancel |

bl




.—9 Forefront Identity Manager -- Webpage Dialog
https://eduPass.education.vic.gov.au/ UserPortal

State

COvernme

Schools

Search for:

Search within:

2 | [ATSchools[¥]

School Code School Name
eduPass Training Material School

[] Display Name
eduPass Training Material School - 9810 9810
[] EP Monitoring School - 9800 9300

0o

EP Monitoring School oo

School Campus School Region

MORTH-EASTERN VICTORIA
MORTH-EASTERN VICTORIA

Click on the QK button.

Search Schools 2 items total

[T ofl 144 b bl

eduPass Training Material School - 9810

OK

Cancel |

bl




State
Giovernrment

Home

My Profile
All Active St

All Employee

"‘g Forefront Identity Manager -- Webpage Dialog
=3 https://eduPass.education.vic.gov.au/ UserPortal

Teacher, Felicity F

Unlock User Account

Select one or more Schools to
allow the user the functionality

Generate Alternate Username

Select one or more Schools to
allow the user the functionality

Assign Delegation Rights

Select one or more Schools to
allow the user the functionality

General | Group Membership | Delegated Administration |

Use the control below to delegate all rights to a school for this user.

eduPass Training Material School -

9810

#|

L
=

L
i=

I
i=l

More information

~

Click on the QK button.

W

OK

|| Cancel

44 b bl




."‘g Forefront Identity Manager -- Webpage Dialog
=3 https://eduPass.education.vic.gov.au/ UserPortal

Teacher, Felicity F

State
Ciorenrnmaent

General | Group Membership | Delegated Administration |
Home
My Profile Multiple-Value Attributes Removed Iterns Inserted Iterns
All Active St Assign Delegation Rights EP Monitoring School - 9800; eduPass Training Material School - 9810;
All Employee Enable Disable User EP Monitoring School - 9800; (no inserted item)
Generate Alternate Username EP Monitoring School - 9800; (no inserted item)
Generate Registration Letter EP Monitoring School - 9800; (no inserted item)
Password Reset EP Monitoring School - 9800; (no inserted item)
Unlock User Account EP Monitoring School - 9800; (no inserted item)

You can see that Felicity has been
assigned Assign Delegation Rights
for the eduPass Training Matenal
School -9810; no rights to EP
Monitoring School -9800 have been
assigned to Felicity.

Click on the Submit button.

= Back || Submit || Cancel

44 b bl




Administration

R, « Department of

Vi'ct'orla Education & Training ‘ ed U Pa SS m

Home

My Profile
All Active Students

Search Result

Console

All Employees Search for: Search within:
teacher £ |Al Employees
Student Management
Tasks o e
E‘;ﬁti‘:ft Beastistin [] Teacher. Felicity F 99999937 Felicity Teacher A
el o e e [] Teacher, Georgie G 99999997 Georgie Teacher
for a Student : T
Z [ Teacher, Harriet H You can confirm that Felicity has been Teacher
ot [ | Teacher, Henry B delegated the ‘Assign Delegation Rights’ | Teacher
7 [] Teacher, Jessica ] function for by clicking on her name again Teacher
Eable s 2 : in the Display Name column.
[] Teacher. Linda L Teacher
E:]i?]?]lﬁta Student I:l '|'ea|:her_I Lindon P ﬁlick on T&EChEr, Felicit}\' F in the Di5p|3y’ Teacher
. ame columin.
Unlock a Student from [] Teacher, Marcia M Teacher
Gl [] Teacher, Marjorie M TETTTTS L T JoT T Teacher
. [] Teacher, Mary M 09999935 Mary Teacher
Sign Out
[] Teacher, Matt M 99999958 Matt Teacher
[] Teacher, Max P 99999973 Max Teacher
[] Teacher, Owen O 99999938 Owen Teacher
] Teacher, Robert R SB78956 Robert Teacher
LY
[] Teacher, Sarah P 99999970 Sarah Teacher

Selected Items:

36 items total

Page[ 1 of 2 4 4 kbl




"‘g Forefront Identity Manager -- Webpage Dialog
=3 https://eduPass.education.vic.gov.au/ UserPortal

Statle
Governmsent -
Teacher, Felicity F
General | Group Membership | Delegated Administration |
Home More information
My Profile o Teacher, Felicity F Click on the Delegated Administration tab.
All Active St .
Title Education Support

All Employes

First Name Felicity .

Preferred Given Name

Middle Name

Last Name Teacher
Initials

Birth Date

User Type Employee

Account Name 00000037 -

User's log on name

W

44 b bl




State
Ciorenrnmaent

Home

My Profile
All Active St

All Employes

"‘g Forefront Identity Manager -- Webpage Dialog
=3 https://eduPass.education.vic.gov.au/ UserPortal

Teacher, Felicity F

General | Group Membership |

Enable Disable User

Select one or more Schools to
allow the user the functionality

Generate Registration Letter

Select one or more Schools to
allow the user the functionality

Password Reset

Select one or more Schools to
allow the user the functionality

Unlock User Account

Select one or more Schools to
allow the user the functionality

Delegated Administration |

eduPass Training Material School -

9810

eduPass Training Material School -

9810

eduPass Training Material School -

9810

eduPass Training Material School -

9810

<]

L
=

<]

L
i=

<]

L
i=

v

L
i=

More information

~

]
You can see Felicity now has rights
for all eduPass functions for the
eduPass Training Matenal School
and no eduPass rights for the
eduPass Monitonng School.

Lo

oK ||

Cancel

44 b bl




."‘g Forefront Identity Manager -- Webpage Dialog
= https://eduPass.education.vic.gov.au/UserPortal

Siale
Governmsent o
Teacher, Felicity F
General | Group Membership | Delegated Administration |
Home More information
My Profile Zi eduPass Training Material School - v EJ A
S Select one or more Schools to 9810
All Active St allow the user the functionality
All Employes
]
Sl en i L iR e eduPass Training Material Schoaol - s _Euj
Select one or more Schools to 9810
allow the user the functionality
Bl eduPass Training Material School - | v |Revoking a delegation right

Select one or more Schools to 9810
allow the user the functionality o
You can remove permission to any of the

eduPass administrative rights simply by
deleting the school from the selection field.
— |Let's do this for Generate Registration

v letter.

Unlock User Account eduPass Training Material School -

Select one or more Schools to 9810
allow the user the functionality

F'Iilﬁk in the Generate Registration Letter
eld.

oKk || cancel

44 b bl




"‘g Forefront Identity Manager -- Webpage Dialog
=3 https://eduPass.education.vic.gov.au/ UserPortal

Statle
Governmsent -
Teacher, Felicity F
General | Group Membership | Delegated Administration |
Home More information
My Profile Zi eduPass Training Material School - v EJ A
S Select one or more Schools to 9810
All Active St allow the user the functionality
All Employes
V]
Generate Registration L etter eduPass Training Material School - & _Euj.
Select one or more Schoolsto | 9810 | A
allow the user the functionality Press the Backspace key on your
keyboard.
Password Reset eduPass Training Material School - & _Euj.
Select one or more Schools to 9810
allow the user the functionality
Unlock User Account eduPass Training Material School - & _Euj
Select one or more Schools to 9810
allow the user the functionality b
L*
oKk || cancel
I4 4 bkl




"‘g Forefront Identity Manager -- Webpage Dialog
=3 https://eduPass.education.vic.gov.au/ UserPortal

Statle
Governmsent -
Teacher, Felicity F
General | Group Membership | Delegated Administration |
Home More information
My Profile Zi eduPass Training Material School - v EJ A
S Select one or more Schools to 9810
All Active St allow the user the functionality
All Employes
V]
Generate Registration Letter 7 El
Select one or more Schools to A
allow the user the functionality
Password Reset eduPass Training Material School - & _Euj
Select one or more Schools to 9810
allow the user the functionality
Unlock User Account eduPass Training Material School - & _Euj
Select one or more Schools to 9810
allow the user the functionality Click on the OK button b
L*
ok || cancel
I4 4 bkl




State
Giovernrment

Home

My Profile
All Active St

All Employes

"‘g Forefront Identity Manager -- Webpage Dialog
=3 https://eduPass.education.vic.gov.au/ UserPortal

Teacher, Felicity F

General | Group Membership | Delegated Administration |

Multiple-Value Attributes
Generate Registration Letter

Removed Items

eduPass Training Material School - 9810;

Inzerted Items

(no inserted item)

Click on the Submit button.

W

= Back

Submit || Cancel

44 b bl




State .
Covernimeent

Victoria

Department of
Education & Training

‘eduPass I

Home

My Profile
All Active Students

All Employees

Student Management
Tasks

Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Teacher, Felicity F

Teacher, Georgie G

Teacher, Harriet H

Teacher, Henry H

Teacher, Jessica ]
Teacher, Linda L

Teacher, Lindon P

Teacher, Marcia M

Teacher, Marjorie M

Search Result

Teacher, Mary M
Teacher, Matt M

Teacher, Max P

Teacher, Owen O
Teacher, Robert R
Teacher, Sarah P
Selected Items:

1 I O Y

Administration

Search for:
teacher

99999937
999999497
5980021

99999980
999990482
09999084
99999972
99999933
99999931
99999985
999999638
99999973
9999909338
5678956

99999970

Console

Search within:

£ |Al Employees

Felicity Teacher A
Georgie Teacher
Harriet Teacher
Henry Teacher
lessica Teacher
Linda Teacher
Lindon Teacher
Marcia Teacher
Marjorie Teacher
Mar] P

You can confirm Felicity's
Mafl permissions have been updated
ma by clicking on her name, as

before.
Ow
Robere TEJCITeT

LY

Sarah Teacher

36 items total

Page[ 1 of 2 4 4 kbl




eduPass Search Tips



Introduction

In this module you will learn how to search for users within
the eduPass system.

The eduPass search facility is flexible with the option to
search quickly and effectively for both single and multiple

users.




A A oot of Administration
Victoria Edlf:ati—::m & Training ‘ ed U PaSS “ cOnsole

Home

My Profile Welcome, Teacher, Seth S

N oge 2 Search for: Search within:

e £ | [alActive Students
Student Management
Tasks .

Student Registration My Profile eduPass search fields

Letters ;
The My Profile function allows yvou to see

information about yourself in the system. To access eduPass, navigate to

https://edupass._education. vic.gov.

Create a New Username
for a Student

Student Password au/UserPortal and log in with your
Pt Student Management Department usemame and
Enable a Student password.
Account Student Create a New
» Reqistration » Usermame for a

Disable a Student There are two search fields

Account —2ofas Student available to you in the eduPass
Unlock a Student from t 3 Student Password 3 Enable a Student system, the Search within and
Password Reset Resels Account Search for fields. The two fields
. Disable a Student Unlock a Student  |work in conjunction with each
Sign Out Account > gﬂth'ESSWGFd other to return a final result.
ese

The Student Management function allows you
to manage your students’ registration in
eduPass.

See requests I've made
\\ ) The See requests I've made function allows




State .
Covernimeent

Victoria

Home

My Profile
All Active Students

All Employees

Student Management
Tasks

Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Department of
Education & Training

‘eduPass I

Welcome, Teacher, Seth S

Search for:

Search within is a drop-down list
of predefined searches. Notice all
of the pre-defined searches
available in this list for searching
in the eduPass system.

Administration
Console

Search within:

o

function allows ydu
ut yourself in the

Stauent rranagement
Student Creatg

» Reqgistration = Userr]4
Letters 1

Student Password

Resets

. Disable a Student

Stud
. Enab
Acco]l

Unlogk

Account

The Student Management functign
to manage your students’ registri

eduPass.

See requests I've made

» from P

Rese

All Employees

All Active Students - Enabled

All Active Students - Disabled

All Active Students - Year P

All Active Students - Year 1

All Active Students - Year 2

All Active Students - Year 3

All Active Students - Year 4

All Active Students - Year 5

All Active Students - Year 6

All Active Students - Year 7

All Active Students - Year 8

All Active Students - Year 9

All Active Students - Year 10

All Active Students - Year 11

All Active Students - Year 12

All Active Students - Year 13

All Active Students (Username)

All Students - First Use Completed
All Students - First Use Not Completed
All Students - SSPR Locked

All Students - SSPR Reqgistered

All Students - Generate Registration Letter Required
All Schools

All Delegated Admins

Student Administration Functions

The See requests I've made function allows




State

U Department of

NA(efe]§ls] Education & Training

Home

My Profile
All Active Students

All Employees

Student Management
Tasks
Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

Administration

‘eduPass lj Console

Welcome, Teacher, Seth S

Search for: earch within:
£ | JAll Active Students

Search for can be used to search across all of
the following fields for students:

* Username

* DisplayName

* FirstName

* LastName

* HomeGroup

* PreferredGivenName

+ SchoolCampus

* SchoolCode

+ SchoolCodeAndSchoolHomeGroup
* SchoolCodeAndSchoolYear
* SchoolName.

The Student Management function allows you
to manage your students’ registration in
eduPass.

See requests I've made
The See requests I've made function allows

© Help

g About Forefront Identity
Manager




You use the Search for field combined with a Search within
predefined search. We will now demonstrate combining
searches without adding any further data. The default
search in the Search within field is ‘All Active Students’.

Active in the context of eduPass means all students who
have an active enrolment. As a Delegated Administrator you
are able to access all students who have an active
enrolment in all of the schools for which you are assigned
delegation rights.




&
wom

State -

Covernimeent

; Department of
NA(efe]§ls] Education & Training

Home

My Profile
All Active Students

All Employees

Student Management
Tasks

Student Registration
Letters

Create a New Username
for a Student

Student Password
Resets

Enable a Student
Account

Disable a Student
Account

Unlock a Student from
Password Reset

Sign Out

‘eduPass I

Welcome, Teacher, Seth S

Console

Search for: Search within:

Administration

£ |All Active Students

Basic searching

ction allow U to see
rourself in the system.

Click on the Search button.

Student Management

Student Create a New

» Reagistration » Username for a
Letters Student
Student Password % Enable a Student
Resets Account

% Disable a Student Unlock a Student
Account » from Password

Reset

The Student Management function allows you
to manage your students’ registration in
eduPass.

See requests I've made
The See requests I've made function allows

N\ D

© Help

[ About Forefront Identity
Manager




'g Forefront Identity Manager -- Webpage Dialog ﬂ _
1 ] ™s - ] " | " ™ ] 1

: 'g Forefront Identity Manager -- Webpage Dialog

| o

Students

Search for: Search within:
3| [all Active Students

[] Display Name First Name Last Name Username Home Group School Year Disabled Has Generated Registration Letter First Use Compl
[] Angelo Friedel Angelo Friedel aefrid 00A 1 Mo Yes Mo
] Arden Mullane Arden Mullane ammulc  07A 7 Mo Yes Mo
[ Arden Arden Mulloway AMMUL  OODA 1 Yes No No

Mulloway

Arletta All active students at school(s) that the

Arletta Arceneaux aparc3 Frri P fes M 3 e . . =
[ Arceneaux * Delegated Administrator is associated with
. are returned.

] Arletta Monitor Arceneaux gabla 277 P Yes N

Arceneaux

Beaulah _ Now, we will change the pre-defined search
U peakins SERLET LEmeds BlEe LE 12 i "lin Search within and add data to the
[] Beaulah Dealer Beaulah Dealer BCDEA 094 9 Mo g Search for field l{] SEE['CI'I for students with

the surname Smithers in Year 2.

[] Bert Hotsen MNorberto Hotsen MBHOT 094 2 Mo '
] Bert Hott Norberto  Hott nbhotl  12A 12 No vi Click on the Search within drop-down v
i Mleimim | omemm b mdr P - | T = b v | gm0 n7TA - Rl g En‘ow.
Search Students b




.rg Forefront Identity Manager -- Webpage Dialog

| [} o 1 [ R | [ 1 [ ] ™ [} 1

'a Forefront Identity Manager -- Webpage Dialog

Students

Search for: Search within:
All Active Students
All Active Students - Enabled
All Active Students - Disabled
[] Display Name First Name Last Name Username Home Group School Year Disapled f All Active Students - Year P
) ) ) All Active Students - Year 1
[] Angelo Friedel Angelo Friedel aefrid 00A 1 1an ACt_i'“'E Students - Year 2
] Arden Mullane Arden Mullane  ammulc  07A 7 No | All Active Students - Year 3
ard All Active Students - Year 4
rden All Active Students - Year 5
Arden Mulloway AMMUL 00A 1 Yes I :
O Mulloway ¥ All Active Students - Year &
Arletta . All Active Students - Year 7
L prcenesux Arletta Ard Select All Active Students - Year 2. | all Active Students - Year 8
Arlett All Active Students - Year 9
retta : All Active Students - Year 10
Monitor Ar | .
O Arcensax All Active Students - Year 11
Beaulah _ All Active Students - Year 12
] Deaking Beaulah Deakins bcdead 124 12 MNo 1 All Active Students - Year 13
All Active Students (Username)
[] Beaulah Dealer Beaulah Dealer BCDEA 094 = Mo 1 All Students - First Use Completed
| all Students - First Use Not Completed
[] Bert Hotsen MNorberto Hotsen MBHOT 094 2 Mo All Students - SSPR Lucked
] Bert Hott Norberto  Hott nbhotl  12A 12 No 1 All Students - SSPR Registered _ y
— A T All Students - Generate Registration Letter Required
Search Students 108 items total Page| 1/ of 4 4 4 b kKl

| oK || Cancel |

| < Back || Mext = || Finish || Cancel |




'g Forefront Identity Manager -- Webpage Dialog

|

o 1 [ R | [ 1 [ ] ™ [} 1

'g Forefront Identity Manager -- Webpage Dialog

Students

Click in the Search for field Search for: Search within:

[] Display Name First Name Last Name Username Home Group School Year Disabled Has Generated Registration Letter First Use Completed .
[] Angelo Friedel Angelo Friedel aefrid 00A 1 Mo Yes Mo
[] Arden Mullane Arden Mullane ammulc 074 7 MNo Yes MNo
[] Arden Arden Mulloway AMMUL  OOA 1 Yes No No
Mulloway
Arletta
] Arletta Arceneaux aparc3 i P fes Mo Mo
Arceneaux
Arletta )
] Monitor Arceneaux gabla 277 P Yes Mo Mo
Arceneaux
] Beau!ah Beaulah Deakins bcdead 124 12 Mo Yes Mo
Deakins
[] Beaulah Dealer Beaulah Dealer BCDEA 094 9 Mo Yes Mo
[] Bert Hotsen MNorberto Hotsen MBHOT 094 2 Mo fes Mo
[] Bert Hott MNorberto Hott nbhotl 124 12 Mo Yes Mo ¥
i Mleimim | omemm b mdr P - | T = b v | gm0 n7TA - Rl W Rl
Search Students 108 items total Page| 1/ of 4 4 4 b kKl




-"‘g Forefront Identity Manager -- Webpage Dialog

Students

Search far: Search within:
smithers X @2 | |All Active Students - Year 2
[] Display Mame First Name Last Name Username Home Group School Year Di as Generated Registration Letter First Use Completed

Type smithers and then click on the Search
button.

Find the resources you want
using the Search above.

Cancel




.—9 Forefront Identity Manager -- Webpage Dialog

| [} o 1 [ R | [ 1 [ ] ™ [} 1

.—9 Forefront Identity Manager -- Webpage Dialog

S1an
G

Students

Search faor: Search within:
smithers 3| [all Active Students - Year 2
[] Display Name First Name Last Name Username Home Group School Year Disabled Has Generated Registration Letter First Use Completed
| [] Wicholas smithers Micholas  Smithers NDSMI 02A 2 Mo Yes Mo
[] Susan Smithers Susan Smithers SPSMI 02A 2 MNo Yes MNo

Two matching students are returned.

Search Students T Sz s




'g Forefront Identity Manager -- Webpage Dialog

20
1 [} ™ - [} [ 1 [ ] ™ [} 1

'g Forefront Identity Manager -- Webpage Dialog

| o

Students

Search for: Search within:
3| [all Active Students

[] Display Name First Name Last Name Username Home Group School Year Disablel Sear{:h|ng by SChUDI number red .
[] Angelo Friedel Angelo Friedel aefrid 00A 1 Mo
[] Arden Mullane Arden Mullane  ammulc  07A 7 No We have displayed all active students in the
Arden search results.
] Mulloway Arden Mulloway AMMUL 00A 1 Yes
e You may be a Delegated Administrator
O Arletta Arceneaux aparc3 777 P ves  |across more than one school. If s0, you can
Arceneaux A : .
Arlatia search by school number. This is entered in
OJ P Monitor Arceneaux qabla P P Yes the search for field and is combined with the
— pre-defined search you have chosen in the
O poakine Beaulah  Deakins bcdead  12a 12 No  |search within dropdown menu.
[] Beaulah Dealer Beaulah Dealer BCDEA 094 2! Mo In this .Exar'np.'.e1I the results show students
[] BertHotsen  Norberto Hotsen  NBHOT  09A 9 No from schools 9800 and 9810.
Bert Hott Norbert Hott bhoti  12A 12 M N
[ BertHo oherto | T nene °  |Click in the Search for field. v
|_| Mleimim | omemm b mdr P - | T = b v | gm0 n7TA - Rl
Search Students bl




'g Forefront Identity Manager -- Webpage Dialog

| [} o 1 [ R | [ 1 [ ] ™ [} 1

o 'g Forefront Identity Manager -- Webpage Dialog
Students
Search far: Search within:
9800 X O | |All Active Students

[] Display Name First Name Last Name Username Home Group School Year Di as Generated Registration Letter First Use Completed .
[1 Angelo Friedel An{Type 9800 and then click on the Search No Yes No
[] Arden Mullane Arqbutton. No Yes No

Arden
] Mulloway Arg Yes Mo Mo

Arletta
] Arletta Arceneaux aparc3 i P fes Mo Mo

Arceneaux

Arletta )
] Monitor Arceneaux gabla 277 P Yes Mo Mo

Arceneaux
] Beau!ah Beaulah Deakins bcdead 124 12 Mo Yes Mo

Deakins
[] Beaulah Dealer Beaulah Dealer BCDEA 094 9 Mo Yes Mo
[] Bert Hotsen MNorberto Hotsen MBHOT 094 2 Mo fes Mo
[] Bert Hott MNorberto Hott nbhotl 124 12 Mo Yes Mo ¥
i Mleimim | omemm b mdr P - | T = b v | gm0 n7TA - Rl W Rl
Search Students 108 items total Page[ 1 of 4 44 b ki

Cancel |




'g Forefront Identity Manager -- Webpage Dialog

| [} o 1 [ R | [ 1 [ ] ™ [} 1

o 'g Forefront Identity Manager -- Webpage Dialog
Students
Search faor: Search within:
9800 £ | [ArActive Students

[] Display Name First Name Last Name Username Home Group School Year Disabled Has Generated Registration Letter First Use Completed .
[] Angelo Friedel Angelo Friedel aefrid 00A 1 Mo Yes Mo

Arden Mullane  Arden Mullane ammulc  07A 7
N Arlett The students from school 9800 are shown.
] A:cinzaux Arletta Arceneaux aparc3 ZZ7 P o

| Double-click in the Search for field.

] ——— Monitor Arceneaux gabla 277 P

Arceneaux
] Eleau!ah Beaulah Deakins bcdead 124 12 Mo Yes Mo

Deakins
[] Bert Hott MNorberto Hott nbhotl 124 12 MNo Yes MNo
[] Elaine Lamberti Elaine Lamberti bmlam8& 07A 7 Mo Yes Mo
[] Bunny Garber Bunny Garber btgars 277 P Yes MNo MNo
[] Charise Rubel Charise Rubel csrub1 124 12 Yes Mo Mo

. W
1 Ehrls Christopher Greenway ciare34 12A 12 Mo Yes Mo
Search Students 52 items total Page[ 1 of 2 4 4 b bl
Cancel |
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.—9 Forefront Identity Manager -- Webpage Dialog

S1an
G

Students

Search for: Search within:
X @ | |All Active Students

[] Display Name First Name Last Name Username Home Group School Year Disabled Has Generated Registration Letter First Use Completed .
[] Angelo Friedel Angelo Friedel aefrid 00A 1 Mo Yes Mo
[] Arden Mullane Arden Mullane ammulc 074 7 MNo Yes MNo
] Arletta Arletta Arceneaux aparc3 i P fes Mo Mo
Arceneaux
] e Monitor Arceneaux gabla 277 P Yes MNo MNo
Arceneaux
[ Beaulah N : Press the Backspace key on your N
Deaking eaula eakins keyboard. 0
[] Bert Hott Morberto  Hott n Mo
[] Elaine Lamberti Blaine Lamberti bmlam8& 07A 7 Mo Yes Mo
[] Bunny Garber Bunny Garber btgars 277 P Yes MNo MNo
[] Charise Rubel Charise Rubel csrub1 124 12 Yes Mo Mo
. W
1 Ehrls Christopher Greenway ciare34 12A 12 Mo Yes Mo
Search Students 52 items total Page[ 1 of 2 4 4 b bl




'g Forefront Identity Manager -- Webpage Dialog

| [} o 1 [ R | [ 1 [ ] ™ [} 1
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Students
Type 9810 and then click on the Search
button. Search for: Search within:
9810 X O | |All Active Students

[] Display Name First Name Last Name Username Home Group School Year Di as Generated Registration Letter First Use Completed .
[] Angelo Friedel Angelo Friedel aefrid 00A 1 Mo Yes Mo
[] Arden Mullane Arden Mullane ammulc 074 7 MNo Yes MNo
] Arletta Arletta Arceneaux aparc3 £i7 P fes Mo Mo

Arceneaux

Arletta )
] Monitor Arceneaux gabla 277 P Yes MNo MNo

Arceneaux
] Eleau!ah Beaulah Deakins bcdead 124 12 Mo Yes Mo

Deakins
[] Bert Hott MNorberto Hott nbhotl 124 12 MNo Yes MNo
[] Elaine Lamberti Elaine Lamberti bmlam8& 07A 7 Mo Yes Mo
[] Bunny Garber Bunny Garber btgars 277 P Yes MNo MNo
[] Charise Rubel Charise Rubel csrub1 124 12 Yes Mo Mo

. W
1 Ehrls Christopher Greenway ciare34 12A 12 Mo Yes Mo
Search Students 52 items total Page[ 1 of 2 4 4 b bl
Cancel |
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Students

Display Mame
Arden
Mulloway

Beaulah Dealer
Bert Hotsen
Blaine Lamisi
Bobby Brown
Bobby Zammit
Charise Rubin
Chris Grech

Christine
Smitha

Christopher
[ Brown

Search Students

O o0oooood oo

[} o

First Name
Arden

Beaulah
MNorberto
Blaine
Bobby
Bobby

Charise

1 [} ™

.—9 Forefront Identity Manager -- Webpage Dialog

Search for:

Search within:

9810

2 | |AII Active Students

Last Name Username Home Group School Year Disabled Has Generated Registration Letter First Use Completed .

Mulloway AMMUL

Dealer
Hotsen
Lamisi
Brown
Zammit
Rubin

Christopher Grech

Christine

Smitha

Christopher Brown

BCDEA
NEHOT
BMLAM1
BWBRO
BEZAM1
CSRUB
CIGRE

CTSMI

CCBRO

00A

094
094
00A
O7A
094
094
094

064

024

1

[V IR o B Y o B N IR ¥ B Vs

fes

MNo
MNo
Yes
MNo
MNo
MNo
MNo

fes

Mo

Mo Mo
fes Mo
fes Mo
Mo Mo
fes Mo
fes Mo
fes Mo
fes Mo
Mo Mo
fes Mo

The students from school 9810 are now

shown.




Two additional predefined searches by school number are
available; they are entered in the Search for field using
the ‘|’ character (known as the vertical bar or pipe).

For example:

» School Number|Home Group
» School Number|Year Level.

Tip: The vertical bar can be found on your keyboard either
beside or below the Backspace key on most Australian
keyboards.
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.—9 Forefront Identity Manager -- Webpage Dialog

S1an
G

Students
Search far: Search within:
9810]024 X O | |All Active Students
[] Display Mame First Name Last Name Username Home Group School Year Di as Generated Registration Letter First Use Completed

Find the resources you want
using the Search above.

Let's try the School Number|Home Group
search.

The Search for field is active.

Type 9810]02A and then click on the
Search button.

Cancel
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Students

[] Display Name

] (B:rurisaupher Christopher Brown
[] Clare smithson Clare Smithson
[] Luke Brown Luke Brown
[] Margaret smith Margaret  Smith
[] Monica Mathers  Monica Mathers
[] WMicholas Smithers Micholas Smithers
[] Patrick smit Patrick Smit

[] susan Smithers  Susan Smithers

Search Students

CCBRO

CP5SMI
LLERO
MMSMI1
MSMAT
NDSMI
PS5MI
SPSMI

024

024
024
024
024
024
024
024

Search for:

Search within:

19810/02A

2 | |AII Active Students

3

| W TR L R WS IR S B (S I 8

MNo Yes MNo
MNo Yes MNo
MNo Yes MNo
Yes MNo MNo
Yes MNo MNo
MNo Yes MNo
Yes MNo MNo
MNo Yes MNo

8 items total

First Name Last Name Username Home Group School Year Disabled Has Generated Registration Letter First Use Completed

Page[ 1 of 1 4 4 b bl

The students in home group 2A at school
9810 are shown.

T

CF [T TNERL = [T FISTT [T CarmCeT |
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Students

Display Mame

Angelo Friedel

Arden
Mulloway

Arletta
Arceneaux

Arletta
Arceneaux

Beaulah
Deakins

Bert Hotsen
Bert Hott

o0 o0 o o oogpl

Search Students

First Name

Angelo

Arden Mullane Arden

Arden

Arletta

Monitor

Beaulah

Beaulah Dealer Beaulah

MNorberto
MNorberto

Fl=imen | mmab e Fl—ie s

Search for:

Search within:

2 | |AII Active Students

Last Name Username Home Group School Year Disabled Has Generated Registration Letter First Use Completed .

Friedel

Mullane

Mulloway
Arceneaux
Arceneaux

Deakins

Dealer
Hotsen
Hott

I mmem b med

aefrid

ammulc

AMMUL
aparc3
gabla

bcdead

BCDEA
MBHOT
nbhotl

A e LL]

00A
07A

00A

Pirird

124

094
094
124

NT7TA

1
7

1

MNo Yes MNo
MNo Yes MNo
Yes MNo MNo
Yes MNo MNo
Yes MNo MNo
MNo Yes MNo

Managing your search results

We have displayed all active students in the
search results.

eduPass returns 30 records on each page.

You can select individual users by clicking
the check box next to their name.

W

4 44 kbl

Cancel
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Students

Search for: Search within:
£ |All Active Students
Display Mame  First Name Last Name Username Home Group School Year Disabled Has Generated Registration Letter First Use Completed .
Angelo Friedel Angelo Friedel aefrid 00A 1 Mo Yes Mo
Arden Mullane Arden Mullane ammulc 074 7 Mo Yes Mo
Arden
SR Arden Mulloway AMMUL 00A 1 Yes Mo Mo
e Arletta Arceneaux aparc3 i P fes Mo Mo
Arceneaux
e Monitor Arceneaux gabla 277 P Yes Mo Mo
Arceneaux
Beaulah )
Deaking Beaulah Deakins bcdead 124 12 Mo Yes Mo
Beaulah Dealer Beaulah Dealer BCDEA 09A 9 Mo Yes Mo
Bert Hotsen MNorberto Hotsen MBHOT 094 2! Mo fes Mo
+| Bert Hott Morberto Hott nbhotl 124 12 Mo -
_ 1 — _ You can select all users on the page using v
fel Pinimot b ot Ao e — - — the check box adjacent to the Display Name
Search Students bkl
: column header. R
Mngelo Friedel:Arden Mullane:Arden Mulloway:Arletta ArceneauxArletta Arceneaux:Beaulah O .
Lamberti:Blaine LamisiBobby Brown:Bobby Zammit:Bunny Garber-Charise Rubel- Charise Rubi W
L Y e o L T e L e T T I Tt = T e M LT T e I O A T T T B A

| oK || Cancel |

<= Back || Mext = || Finish || Cancel |
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Students

Beaulah Dealer Beaulah
Bert Hotsen MNorberto
Bert Hott MNorberto

Blaine Lamberti Blaine

[] Display Name « First Name

[] angelo Friedel Angelo

[] aArden Mullane  Arden

[] arden Mulloway Arden
Arletta

[ Arceneaux e
Arletta )

[ Arceneaux Monitor
Beaulah

O Deakins S

Ol

]

Ol

]

Search Students

'g Forefront Identity Manager -- Webpage Dialog

Search for: Search within:

2 | |AII Active Students

Last Name Username Home Group School Year Disabled Has Generated Registration Letter First Use Completed .

Friedel
Mullane

Mulloway

Arceneaux
Arceneaux

Deakins

Dealer
Hotsen
Hott
Lamberti

aefrid
ammulc
AMMUL

aparc3
gabla

bcdead

BCDEA
MBHOT
nbhotl

bmlama

00A
07A
00A

Pirird

Zi7

124

094
094
124
07A

1 Mo fes
7 Mo fes

You can sort the results by clicking on the
column header. Notice that the results are
currently sorted by Display Name, A—7.

Note: You can reverse the order of the data
in all the displayed columns except Home
Group and School Year.

Click on the Display Name column header.

7 Mo fes
108 items total

Mo
Mo
Mo

Mo

Mo

Mo

MNo
MNo
MNo
MNo

W

Page[ 1/of4 I44 b bl
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'g Forefront Identity Manager -- Webpage Dialog

| o

Students

Search for: Search within:
3| [all Active Students

[] Display Name * First Name Last Name Username Home Group School Year Disabled Has Generated Registration Letter First Use Completed .
[] Zoraida Nower Zoraida Nower ZMNOW  00A 1 Yes Mo Mo
[] Zoraida Nowacki Zoraida Mowacki zmnowl 08A 5] MNo Yes MNo
[] Vanita Pewter Vanita Pewter  VRPEW  07A The results are now sorted 7—A. Mo
[] vanita Pew Vanita Pew vrpewl 104 ) MNo
You can navigate forward and backward
[] Theron Polk Theron Polk tmpol3 00A between pages, or go to the first or last Mo
] Temple Madruga Temple  Madruga tamad5 05A page of the results, using the navigation No
[] Susan Smithers Susan Smithers SPSMI 02A buttons at the bottom-right of the screen. Mo
[] Susan Smith Susan Smith SSSMIZ  05A Click on the next page button. No
[] stephen Smith Stephen  Smith S55MI 124 Mo
[] simon Smith Simon Smith SS5MI1 124 = T=S T=S MNo
[] shellie Gulotta  Shellie Gulotta smgul? 02A 2 Mo Yes Mo W
1 2alhr Simncan Calhs Cimnonn CCCTM 1nA in Yaco Ml Ml
Search Students 108 items total Page| 1 of 4 IM 4 b HI
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S1an
G

Students

Search for: Search within:
3| [all Active Students

[] Display Mame * First Name Last Name Username Home Group School Year Disabled Has Generated Registration Letter First Use Completed .
[] MaPence Ma Pence nlpen3 02A 3 fes Mo Mo

[] Monica smith Monica Smith MMSMIZ 074 7 Yes MNo MNo

[] Monica Mathers Monica Mathers  MSMAT 02A 3 Yes Mo Mo

[] Millard Hart Millard Hart MVHAR 00A 1 Yes MNo MNo

[] Millard Hardrick Millard Hardrick  mvhara 08A 2 Mo Yes Mo

(] Mika Cail Jamika Cail jicaid 05A 5 Mo Yes Mo

[] Merrilee Sicard Merrilee Sicard mksicl 00A 1 Mo Yes Mo

[] May Chancellor Mayme Chancellor mmchan 02A 2 MNo Yes MNo

[ Max walko Maximina Walko mywall 004 1 Mo Yes Page 2 of the results is displayed.

[] Matilde Solut Matilde Solut MASOL 00A 1 Yes MNo

[] Matilde Soluri  Matilde Soluri masolé 05A 5 Yes MNo MNo W
M1 Marinn Smith Marinn Srmith RARCHAT 12A 12 Vaco Ml

Search Students 108 items total E;m I44 bkl
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Students
Search far: Search within:
%j X 2 | |All Active Students

[] Display Name First Name Last Name Username Home Group School Year Di as Generated Registration Letter First Use Completed .
[] Angelo Friedel Angelo Friedel aefrid 00A 1 Mo Yes Mo
[] Arden Mullane Arden Mullane ammulc 074 7 MNo Yes MNo
[] Arden Arden Mulloway AMMUL  OOA 1 Yes No No

Mulloway

Arletta
] Arletta Arceneaux aparc3 i P fes Mo Mo

Arceneaux
] Arletta Monitor Arceneaux gabla 277 P Yes i

Arceneaux a Wildcard search
] fmlal Beaulah Deakins bcdead  12A i2 Mo : - :

Deakins We have displayed all active students in the
[] Beaulah Dealer Beaulah Dealer BCDEA 094 9 Mo search resulis.
[] Bert Hotsen MNorberto Hotsen MBHOT 094 2 Mo eduPass also has a wildcard search
[] Bert Hott Norberto  Hott nbhot1  12A 12 No [function. The wildcard symbol is “%’. v
i Mleimim | omemm b mdr P - | T = b v | gm0 n7TA - Rl .
Search Students Type %j into the Search for field and then 4 4 » i

click on the Search button.
Cancel |
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Students

Display Mame
Chris Grech

Chris
Gresnway

Helen Stuart
Jamal Aredale
Jamal Arenas
Jamal Arenas
James Brown
Jeanett Heesch
Jesusa Capel

Jo Holston

I I B Y B A I B W

Linsey Mickson

Search Students

[} o

1 [} ™

'g Forefront Identity Manager -- Webpage Dialog

Search for:

Search within:

%]

2 | |AII Active Students

First Name Last Name Username Home Group School Year Disabled Has Generated Registration Letter First Use Completed .
Christopher Grech

Christopher Greenway cjgre34

Helen
Jamal
Jamal
Jamal
James
Jeanett
Jesusa
Jonna

Linsey

Stuart
Aredale
Arenas
Arenas
Brown
Heesch
Capel
Holston

Mickson

HISTU1
JJARE
jjared
rjbans
IJNBRO
jcheeZ2
jecaphs
jahol33
ljnich

094

124

044
00A
O7A
07A
08A
054
024
024
064

9

—
e

h k1 W LN 00w w =

Mo

Mo

Yes
Yes
MNo
MNo
Yes
MNo
MNo
MNo
MNo

fes Mo
fes Mo
Mo Mo
Mo Mo
fes Mo
fes Mo
Mo Mo
fes Mo

All students with a 'J’ in any of the 11 fields
are returned — the obvious ones being
students with names that begin with 7'.
Notice that Chris Grech is also returned —

he has a 7' in his usermame.




Tips
Some tips for you to remember:

« Search within is a drop-down list of pre-defined
searches you can use to narrow the search data set you
want to access.

* You can enter the details of the individual(s) for whom
you want to search in the Search for field.

* You can combine Search within and Search for to return
data records quickly and easily in eduPass.

» eduPass has a wild card function; the wildcard symbol
IS %’




