THE
EDUCATIO ORIA | Education
TATE ggmnment

EDUPASS FOR THE SKILLS
VICTORIA TRAINING SYSTEM
(SVTS) — USER GUIDE

This guide is created to assist the user to manager their eduPass user account once
activated. This provides instructions on updating user details, changing secret
questions and answers as well as resetting the user’s password.
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MANAGE YOUR EDUPASS ACCOUNT

1. To manage your eduPass account, login to the eduPass ECP by entering the following
address in your browser and pressing enter —

https://edupass.education.vic.gov.au/community/welcome/OrgAccessRequest.aspx
You will be redirected to the ‘Organisation Access Request’ page and presented with two options.

2. Select ‘I already have an account’.

Organisation Access Request

To gcoess applications for your organisation,
yvou will need an eduPass sccount which starts with "EC”.

I don't have an sccount II a!ns;y Fave &n sccount I

3. Enter your eduPass user ID (including the prefix ‘eduweb\’) and password on the promot
window and select ‘OK’.

Welcome to eduPass

Windows Security

iexplore

Connecting to edupasstst.education.vic.gov.au.

‘ eduweb\UserlD ‘

Domain: eduweb

|:| Remember my credentials

More choices

Education
and Training




THE
EDUCATIO "TORIA | Education
TATE g'r:ac\.rteernment

You will be presented with a ‘My Account’ page —

Here you can access functions to update your details, change your secret questions and answers,
change your password, manage application access and respond to an invitation.

My Account

Update my details

Change mvy secret guestions
Change my password (external link)
Manage application access

Respond to an invitation
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Update Your Details
1. Select ‘Update my details’ on the ‘My Account’ page.

You will be presented with an ‘Update My Details’ page —

Update My Details

* Required fields
First Hame * Address #
|I".Iarne lSt reat

Last Mame * City *
L'E'rurnarre !E-IJIZH.Irb

Initials State *

|S '[h"ictnria
Country *
|Austra|ia

Date of birth * Postrode *
[t/o1/1330 [21se

Email address *
lerrail@test .c om.au |
Alternate email address

|'."','p5 a backup email address here |

Phone number *

|0412345 600 |

Gender *

® Male
) Female

Update

2. Enter your details and select ‘Update’.

You will receive a confirmation notification on the following page that ‘your details have been
updated’ —

Update My Details

Your details have been updated.
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Change Your Secret Questions

1. Select ‘Change my secret questions’ on the ‘My Account’ page.
The following ‘Change my secret questions’ page will appear —

Change my secret questions

Qurslica |
Wl Sauniry wild you vl of your deesm haldayT =l

Arvwar i

Eruralien §
What Country woubd youl Vsl on yoas deeam hobday T :|

Brrvmenr T

Queatica 3
What country mocid you wisk n your dresm holday? [+]

Anvmsd 3

Srcuriy MR
Vo Sopar=fp FOT b d 4 il Sucfel’ Pk b (B
S e e i Py el b g P
i e e g DT Y e e

s PEH TN PR R

CeHilires yorr CLrreal pasRod

2. When choosing secret questions, select a preferred question from the three drop down
menus and provide memorable answers to each question.

3. To confirm changes, enter your 4-digit security PIN in ‘Security Pin’ and ‘Confirm PIN’
fields.

4. To finalise changes, enter your password and select ‘Update’.

You will receive a confirmation notification on the following page that ‘your secret questions have
been updated’ —

Change my secret questions

Your secret questions have been updated.
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Change Your Password

1. Access the ‘My Account’ page and select ‘Change my password’.

You will be presented with a ‘Change password’ page —

Change password

UserID or email address

email@test.com.au

_

Submit

2. Enter your eduPass user ID or email address in the first field.

3. Inthe second text field enter the security code presented above the text field and select
‘Submit’.

Note: all users will be required to change their password each year on the anniversary of their
registration. An email notification will be sent to the user, at the address registered with their
eduPass account, around 30 days prior to expiry.
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You will be presented with the 'Reset forgotten password' security questions page —

Reset forgotten password

Question 1
What country would vou visit on vour dream holidsy?

What is the street name of your first home ?
Answer 2
lE'rtreet

You provided youwr £ digif Securify PIN when you first
achivabed your account.

Your password musE contain at least 7 charackers
ard o move Hhan 32 characiers. The prssword musE
contzin at least one lovwercase latter, one cagital
bether ard ome pumeric charachsr or speciel daacher
Confirm new password
Password strength

I Svoag

Submit

4. Enter the answers to your secret questions and your 4-digit security PIN.

5. Enter your new password twice, select ‘Submit’.

You will receive confirmation on the following page that ‘Your password has been reset’ —

Password reset complete

Your password has been reset.
Click here to login

6. To login with your new password, select ‘Click here to login’.
7
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Change User Type to Organisation Administration User

If you already have an eduPass for SVTS account for your organisation, and now require
Organisation Administration (Org Admin) access follow the steps below.

1. Open a new internet browser and clear your cookies and cache.

Note: this will remove your entire browsing history and stored data, including all your saved
passwords. If required, record your passwords prior to clearing your cookies and cache.

2. Close your browser and reopen.

3. Paste the following URL into the browser and press enter —

https://edupass.education.vic.gov.au/community/welcome/OrgAccessRequest.aspx

Organisation Access Request

To access applications for your organisation,

you will need an eduPass account which starts with "EC".
I don't have an sccount II a’mmy Have an scoount I

4. Select ‘Il already have an account’.
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5. Enter your eduPass user ID (including the prefix ‘eduweb\’) and password on the prompt
window and select ‘OK’.

Welcome to eduPass

I don't have an acoount. I hawve an acaount.
Windows Security

iexplore

Connecting to edupasstst.education.vic.gov.au.

eduweb\UserlD

Domain: eduweb

|:| Remember my credentials

More choices

6. Select 'Training Provider' from the drop-down menu and enter your Training Organisation
Identifier (TOID)

Organisation Access Request

Please Search for your organisation using its unique identifier.

Mote: If you have reeived an invitation to acoess applications, please enter r imviEtion code
inst=ad.

* Required fields
Organisation type * |Trair1ing Prowider

Organisation identifier * |1234

Find
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7. Once your organisation is found, select 'Next'

Organisation Access Request

Ple ase Search for your organisation using its unigu e ide ntifier.

Mote: If you have reeived an invitation to access applications, please enter your inviation code
instead,

* Required fields
Organisation type * [Training Provider

Organisation identifier * 044

Found Organisation: Organisation Name

Is this correct? To apply for access under this organisation, didk "Mext", or change the details
above to find a different organisation,

8. On the following page, tick the ‘Skills Victoria Training System’ application and
‘Organisation Administration’, to request Org Admin access.

9. Select ‘Next'.

Organisation Access Request

Please choose which application(s) you need access to.

Skills Victoria Training System

Organisation Administration

COrganisation Administration
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You will then be presented with a confirmation of your request for Org Admin access, and a
request for approval will be sent to your organisation’s Delegate —

Request Access under your Organisation

Your reguest for application sccess Aas been recorded.
An email has besn sent to your Organisation fo approve your reguest.

The email to the Delegate will be sent from no-reply@edumail.vic.gov.au with the subject line —
‘Request for access to Organisation Administration by (your name)’.

10. The Delegate needs to select the link within the email and follow the steps to approve your
request.

- ;.eduPassl]

You have received a reguest for application access within Organisation Mame

Request details:

Mame: Mame Surname

Application Requested: Organisation Administration
Emazil: email@test.com.au

Fhone: 0412 345 Bax

Reguests expire after 7 davs. To approve or reject this request for access to Organisation
Administration, visit eduPass using the following link:
https:/fedupass.education.vic.gov.auw/communitywelcomey

Olgaccessprocessrequest asp?lD=3d57d3ed-41153-4367-h720-58201c93fadd

If you requine assistance, pheace comtart your organisation’s sduPass Administraton
For eduPass administration support please comtact the Service Desk on 1300 £41 943,

Ta reset your forgotten passwond go ta httpe edupees sducation. vic.gov. awFomottenPascaond

11
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11. Once your organisation’s Delegate has approved your request for Org Admin access, a
confirmation email from no-reply@edumail.vic.gov.au will be sent to your email —

You have been granted administration rigitts to  Organisation Name in eduPass. You
can now manage eduPass access for other users in your organisation.

To view and manage users in your organisation log into eduPass by typing the following
web address imto your browser:

https:fedupass. education.vic. gov.au! community/ portal

If you requine 2ssistance, please comtact your onganisation’s sduPass Administraton
For eduPass administration support please contact the Serice Dedk on 1800 641 943,

Ta reset your forgotten pes=word go to hitps! edupess, education vic.gov. 2w Fongatten Passwond

Users are referred to the ‘eduPass for the SVTS — Org Admin Guide’ on the Department’s website
to assist in managing users’ accounts in the eduPass ECP for the SVTS —

https://www.education.vic.gov.au/training/providers/funding/Pages/svts.aspx
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