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EDUPASS FOR THE SKILLS VICTORIA
TRAINING SYSTEM (SVTS) — DELEGATE,
ORGANISATION ADMINISTRATION AND
USER REGISTRATION GUIDE

This guide is to assist the Delegate, Organisation Administration (Org Admin) and general User to
register for an eduPass External Client Portal (ECP) account to access the SVTS.
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REGISTERING AN ACCOUNT AS AN ORGANISATION ADMINISTRATION

To register for an eduPass account for the SVTS as an Organisation Administration (‘Org Admin’),
you are required to initiate the registration process by submitting an access request via the eduPass

External Client Portal (ECP).

1. Select the following link —
https://edupass.education.vic.gov.au/community/welcome/OrgAccessRequest.aspx

2. Once the link is selected, you will be presented with the ‘Organisation Access Request’ page.

Organisation Access Request

g To 7o == applications for your organisston,
,-’o you will need an edufass account which starts with "EC™.

I dbn't have anaccount |1 already have an acocount

3. Select 1 don’t have an account’.

Organisation Access Request

Please Search for your organisation using its unigu e identifier.

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

* Required fields

Organisation type * |Training Provider

Organisation identifier * |1234_

Find

4. Once you have selected ‘I don’t have an account’, select an ‘Organisation type’ (Training
Provider) and enter your Training Organisation ID (TOID).

13 H H
5. Select ‘Find’.
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Organisation Access Request

Please Search for your organisation using its unigu e ide ntifier.

Mote: If you have reeived an invitation to acocess applications, please enter yvour invitation code
instead.

* Required fields
Organisation type * |Training Provider

Organisation identifier * |3|:|44_

Found Organisation: Organisation Name I

Is this correct? To apply for acoess under this organisation, dick "MNext”, or change the details
abowe to find a different organisation.

6. To apply for access to the Found Organisation, select ‘Next’.

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

8. Select ‘Next'.

Organisation Access Request

Ple ase choose which application(s) you need access to.

I Skills \Wictoria Training System

Organisation Administration

I Organisation Administration
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On the following page, you will be requested to provide your personal details. The address of your
organisation will be pre-populated.

9. Complete all fields marked with an (*) and make sure you read and accept the ‘Terms of
Service’'.

10. Select ‘Next'.

Organisation Access Request

Please provide your personal details.

* Required fields
First Name * Address *

|Narne lE‘rt reat

Last Hame * City *
lEurnarrE lEu burb

Initials State *
|"n'ir|:turia

Country =
|Au5t ralia

Date of birth * Postrode *
01/01/1930 3L

Email address * By checking this box, I
ackno ge t I have rea
knowledge that I ha d
lEH'EII@t'E'St SLOmead the Terms of Service and
agree o be bound by its
Alternate email address terms.

T 1o = h= p—— - - h -
|. voe 3 backup email address here |

— o

0412345630

Gender ®

O male
(™ Female

Note: You can only use your email address once to register for an eduPass ECP account. If you
require access to multiple organisations on the SVTS, you must register for a separate eduPass
account with a different email address for each organisation. If you use the same email address,
your login to the SVTS will fail.
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Once completed, a confirmation email will be sent from no-reply@edumail.vic.gov.au to the address
you used to register your eduPass account. This email will contain a four value ‘Confirmation Code’.
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wiians | €@duPass W

You are currently applying for application access in the eduPass portal.
Your ernail Confirmation Code is:
wNT@

Please use this code to complete your registration. If you are not applying for application
access in edupass, please ignore this email.

If you requine assistance, pheace cortact your onganisation’s eduPazs Administrator:
For eduPass administration support please contact the Service Desk on 1800 641 943,

Ta reset your forgotten password go to hitp s edupass. education. vic. gov. awFongattenPassword

Note: If you do not immediately receive a confirmation email please do the following:
e check your junk mail folder;
e ensure your email settings are not blocking no-reply emails;

e make sure you have a secure internet connection and indicate (if asked) you are using a
‘Private Computer’;

e check that the email address you provided to the eduPass ECP is correct.
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11. When the ‘Confirmation Code’ is received, enter the code into the text field and select ‘Submit’.

Organisation Access Request

We have emailed a confirmation code to the email address you provided:
email@test.com.au

To complete your request for application access, plea=s type, or copy and paste, the code found in
the email inte the Confirmation Code box below.

If you do not receive this confirmation email, plea= ched< your email address above is @rred, and
if not, plea=e go bads and update your details to generate a new confirmation email.

Confirmation Code

T 'S NN« E B ——
|. ypoe Live Conlfrma i oo

ge you received by email

You will then be presented with the following confirmation page —

Organisation Access Request

Your request for application access has been remrded.
Anemail has been sent o your Organisstion o approve your request.
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An email will be sent from no-reply@edumail.vic.gov.au to your organisation’s Delegate, with the

subject line - ‘Request for access to Skills Victoria Training System’. The email will contain a link to
“Approve or Reject” your eduPass ECP registration request for the SVTS application.

12. If you are the Delegate, click on the link

| eduPass iy

L0 et e

You have received a request for application access within - Organisation Name

Request details:

Mame: Name Surmame

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

Phone: 0412 345 Gxx

Reguests expire after 7 days. To apprave or reject this request for access to Organisation
Administraticn, visit eduPass using the fellowing link:
https./fedupass.education.vic.gov.au/ community welcome/
orgaccessprocessrequest aspu?lD=3d57d3ed-41f8-4367-b720-58 201 c93fads

If you r=quine assistance, please comtact your crganisation’s eduPass Administrator
For eduPass administration support please contact the Service Ded on 1800 21 943

To reset your forgotten pessword goto ithpsd' edupecs, education vic gov. awFomatben Pascsord

Note:

e if you are the Delegate for your organisation, you will receive the email to approve your own
registration; and

e the Delegate is not required to register for an eduPass ECP account, or otherwise login with
their own eduPass ECP account for the SVTS, in order to approve a registration request from
another user at your organisation.
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The following page will be presented to the Delegate once they select the link in the email. Here
the Delegate can either select to ‘Approve’ or ‘Reject’ user’s access request.
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13. If you are the Delegate, select either ‘Approve’ or ‘Reject’

Organisation Process Request

Current access:
INACTIVE

Name Surname currently does not have access, No access has been been granted previously.

Applicant information:

FirstName: Name

LastName: Surname

Email: email@test.com.au

Phone: 0412 345 6xx

Address: Street, Suburb, Victoria, Australia, 31xx

Organisation
Name: Organisation Name

Applicati on:
Name: Organisation Administration

“"-0) An access request was made on 11/04/2019 requesting access unal 31/12/2019.
- This reque st has not been aporoved or relected

Approve access until:

131/12/2019

Note:

e For an Org Admin access request, the ‘Application Name’ in the above screen will display
as ‘Organisation Administration’. For all other user requests, the Application Name will
display as Skills Victoria Training System.

e The ‘approve access until’ date will default to 31 December of the current year. The
Delegate can change this date to an earlier date if required. The eduPass system will send
an expiry reminder email from 1 November to all Org Admin users and from 15 November to
all general users. This email will provide instructions on extending user access beyond 31
December. Only a Delegate can extend or reduce the period of access for a user.
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Once the Delegate selects to ‘Approve’ or ‘Reject’ the registration, the following page will present
with ‘Confirm’ and ‘Cancel’ options.

14. If you are the Delegate, select to either ‘Confirm’ or ‘Cancel’ your previous selection.

Organisation Process Request

Current aocess:

INACTIVE

Mame Surname currenty does not have acoess. Mo acmess has been been gramed previoushy.

Confirm access:
Mame Surname will be granted acce=s untl 31/12/2019,

S e

If the Delegate selects ‘Confirm’, the following page will present with confirmation that the ‘Access
request has been processed successfully’ -

Organisation Process Request

Current access:
INACTIVE

Mame Surname currently does not have access. No access has been been granted previously.

Applicant information:

First Name: MName

Last Name: Sumame

Email: email@test.com.au

Phone: 0412 345 G

Address: Stree Mame, Suburb, Victoria, Australia, 3100

Organisation:

Neme:
Application:

Mame: Organisation Administration

Access request has been processed sucessiully.
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An email will also be sent from no-reply@edumail.vic.gov.au to the Delegate’s email with the
outcome of the access request approval -

s | eduPass Hj

You approved the following request for application access within Organisation Name.

Request details:

Mame: Mame Surname

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

FPhone: 0412 345 6xx

Aocess Granted Until 31/12/2019

If youw requine assistance, phease comact your organisation’s eduPass Administrator
For eduPass administration support please contact the Serice Dede on 1800 621 943,

To reset your forgotten password go ta thp st eduperss, educeti on vic gov.awFongatten Passwond

Two emails will also be received by the Org Admin user from no-reply@edumail.vic.gov.au.

The first email will have the subject line — “Your request to access Skills Victoria Training System
has been accepted’. This email confirms administration rights in eduPass as an Org Admin user —

a Stnonn 1A E:LJI Tr r_:iirl;rt'-.:_; e d u P a S S n

Government |

You have been granted administration rights to 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 into your browser:

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

If you require assistance, please contact your organisation's eduPass Administrator
For eduPass administration support please contact the Service Desk on 1200 541 943,

To resat your forgotten password go to hittps://edupass.education.vic.gov.2ufForgattenPassword
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The second email will have the subject line - ‘Your eduPass account has been created’. This email
will contain your new eduPass user ID and a temporary password —

|eduPassl1

Governmant

Your eduPass account has been created.

Your UserlID is: eduweb\EC[X/ZA_]

Before you can access DET applications you need to activate your
account:

1. Type the following web address into your browser:
https://edupass.education.vic.gov.au/community/portal

2. When prompted, log in to eduPass with your UserID and this temporary

password:

3. Follow the on-screen prompts to change your password and activate your
account. %

If you require assistance, please contact your organisation's eduPass Administrator.
For eduPass administration support please contact the Service Desk on 1800 641 943,

To reset your forgotten password go to https://edupass.education.vic.gov.au/ForgottenPassword

15. With these details, you will be able to access eduPass ECP to activate your account. To do
so, please follow the instructions under the section ‘Activating a User Account’ below.

Note:
e Ageneral User that has not selected Org Admin Access will only receive the second email.

e You must activate your account to be able to access the SVTS with your new eduPass

credentials
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REGISTERING A USER ACCOUNT
There are two ways to register an eduPass ECP account:

e You can initiate the process by accessing the following link -
https://edupass.education.vic.gov.au/community/welcome/OrgAccessRequest.aspx,
selecting ‘I don’t have an account’ and following the steps from Page 2 onwards, or

e By responding to an email invitation from an Org Admin user in your organisation.
Please refer to the following instructions to register by responding to an email invitation.

1. Open the email from no-reply@edumail.vic.gov.au with the subject line — ‘(Your Organisation)
has invited you to access an eduPass application(s)’. This email contains instructions on how
to accept the invite, including a URL link and an a code —

| eduPass Ky

Organisation Name has invited you to access secure applications in the
Department of Education with an eduPass account.

If you want to accept this invitation and register for an eduPass account, please fallow the
instructions below,

Acceptance Instructions:

Type the following web address into your web browser:

https: Yedupass education.vic. gov.au/ community/ invitation

Then use the following code:

g2dcd?de-c523-4588-0491-c534b3bE02 490

Follow the onscreen prompts 10 accept the invitation

Mote: This invitation code will expire in 30 days

If youw requine assistance, pl=ace comtact your organisation’s eduPass Administrator
For eduPass administration support please contact the Service Dedk on 1800 621 943,

Ta reset your forgotten pesswend goto itpsel edupass, education vic gov.awFongattan Passsord

2. Once you have received the invitation, select the URL (below) or copy it into your browser and
press enter - https://edupass.education.vic.gov.au/community/invitation.
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3. You will arrive at the ‘Invitation’ page of the eduPass ECP. Copy and Paste the code from the
email invitation into the text field.

4. Select ‘Confirm Invitation Code’.

Invitation

Enter your invitation code

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

Confirm Invitation Code

You will be presented with the following page where you can accept the invitation —

Invitation

You have been invited to join Organisation Name . I you accept the
invitation, you will be granted access to the following applications:

Application

Skills Victoria Training System

|@ To accept the inviaton, lyou will nreed an eduPass acnl:nurr. which starts with "EC".
I dor I ; i

5. You must select one of the following options
a. Toregister a new eduPass account select ‘| don’t have an account’; or

If you already have an eduPass ECP account associated with your email address and
which starts with the letters ‘EC’, and you would like to access your existing eduPass
account, select ‘I already have an account'; or

c. If you do not wish to accept the invitation, select ‘Reject Invitation’.
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1. If you do not have an eduPass account, or your existing eduPass account does not begin with
the letters ‘EC’, select ‘Il don’'t have an account’.

You will be presented with the following ‘Register your details’ page —

Invitation

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

Application

Skills Wicoria Training System

Register your details

* Required fields
First Name * Address *
|NarrE lStreet

Last Hame * Ciity *
lEurnarrE lEu burb
Initials State *
|"u"ictnria

Country *
|A.u5t ralia

Date of birth * Postrade *
i01/01/ 1550 3130c

Email address # 5 By checking this box, T
ackmno ge I ere
cknowledge that I have read
|errE|i|@test.curr|.au the Terms of Service and
agree to its
Alternate email address terms.

|'."':;E g backup email address here |

Phone number * Create Account

(0412245630

Gender *

® Male
_) Female
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Your name, email address and your organisation’s address will automatically pre-populate.

2. You must complete the remaining fields marked with an (*) and ensure you read and accept the
‘Terms of Service’, before selecting ‘Create Account’.

You will then be presented with the following page —

Invitation

Your invitation for appliction acess has been promssed.

You will shortdy receive an email with your eduPass userrame and password.
When you receive it please log in o eduPass v update your securty =things and
choose yvour own password.

You will also receive an email from no-reply@edumail.vic.gov.au with the subject line - “Your
eduPass account has been created’. This email will contain your new eduPass user ID and a
temporary password —

Your eduPass account has been created.

Your UserlD is] eduwebl UserlD

Before you can access DET applications you need to activate your account:

1. Type the following web address into your browser:

https://edupass education.vic. gov.aw/community fwelcome/OrgAccessRequest. aspx

2 When prompted, log in to eduPass with your UserlD and this t2mporary
password:

bU4-av4%

3. Follow the on-screen prompts to change vour password and activate your
account.

i you require assistance, please contact your organisation’s eduPass Adminstrabar.
For eduPass administration suppart please comtact the Servios Desk on 1800 647 843

To nes=t your forgotisn passeord oo io btpsYedupass education vic goeau/ ForpotienPassword
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3. Select the URL link within the email —
https://edupass.education.vic.gov.au/community/welcome/OrgAccessRequest.aspx or
copy it into your browser and press enter.
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4. Enter your new user ID and temporary password to being the process to activate your eduPass
account. Please follow the instructions under the section ‘Activating a User Account’ below

Note: You must activate your account in order to access the SVTS with your new eduPass
credentials.
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1. Select ‘I already have an account’ if you have an eduPass account beginning with the letters
‘EC’ and it is attached the same email address that your SVTS invitation has been sent to.

2. You will be presented with an eduPass login screen and prompted to login to eduPass using
your existing eduPass user ID and password. If you cannot remember your eduPass user ID
and or password, you will need to contact the Org Admin user.

Once you have successfully logged in, you will be presented with a ‘Respond to invitation’ page -

Respond to invitation

¥ou have been invited to join Organisation Name . I you accept the
invitation, you will be granted access to the following applications:

Application

Skills Vicmoria Training System

3. Select ‘Accept’ to confirm that you accept the invitation to the SVTS application by your
organisation.

You will be presented with the following confirmation page —

Respond to invitation

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

Application

Skills Victzria Training System

Your invitation for apolication acess hes been mnfirmed,
Acess o the applicable apolications will be provisioned shorty.
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ACTIVATING A USER ACCOUNT

Once the Delegate approves your request to register for an eduPass account, you will be sent an
approval email including a temporary user ID and password, in order to activate your account.

1. Login to the eduPass ECP by entering the following URL in your browser and press enter —
https://edupass.education.vic.gov.au/community/welcome/OrgAccessRequest.aspx

2. On the ‘Organisation Access Request’ page, select ‘I already have an account’.

Organisation Access Request

you will need an eduPass sccount which starts with "EC™.

. To access applications for your organisation,

I don't have an account !Ia.fready have an sccount I

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

Welcome to eduPass

I don't have an aocount.
Windows Security

iexplore

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

eduweb\UserlD

Domain: eduweb

|:| Remember my credentials

More choices

QK Cancel
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4. You will be presented with the ‘Activate Account’ page where you are required to provide
information to secure your account —

Activate Account

Set up secret gquestions
Queston 1

IWhat country would you visit on your dream holiday?

Answer 1
|Au5t ralia

Question 2

Iwhat is the street name of your first home?

Answer 2
lE'rt reat

Queston 3
IWhat was the first concert you attended?

Answer 3

|Cbr1|:ert

Security PIN . . -
Yowr Security PIN is a 4 digit mumber. Flease choose
|.... & rwmber you can remember. Youw will be ssked for
youwr secret answers amd Secwily PIN whenever you
change youwr passwon.

Confirm PIN

Enter your cu"e“tpasmrd Youwr password musE covlain at least 7 charack=rs
and o mare thar 32 charaders. The password musE

| contxin &t I=ext one lowercess leber, one capital
lattmr and one numenc charadher or special characher.

Enter your new password

|lllllllll | Password strength
Confirm your new password — EELng

By checking this box, I acknowledge thatI have read the
Terms of Service and agree to be bound by its terms.
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5. To create your secret questions, choose questions from the drop down menus and provide
memorable answers to each question.

6. To create a security PIN, enter a memorable 4-digit security number. You are required to enter
this in two fields to confirm you have entered the correct number twice.

7. When creating a new password, enter your temporary password in the first text field. When
choosing a new password, make sure it is between 7 and 32 characters, contains a lowercase
and uppercase character letter, a numeric character or a special character.

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.

8. Ensure you read the ‘Terms of Service’ and select ‘Activate’.

You will be presented with the following account activation confirmation page —

Activate Account

\/ \ Thank you. Your security details have been updated. You may now be prompted to
\ sign in using your new password.

To manage your account details, select "My Account’ from the left hand menu.

While in My Account, choose 'Manage Access' to confirm lications have been
”tul:'mssb.adbsaeﬁnubm e <o

9. You can now log into the SVTS application with your new user ID and password via the following
link https://www.education.vic.gov.au/svts/

Note: When you have completed the activation stage. You must close your browser in order to
successfully log out of eduPass ECP.
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