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Introduction
Application Administrators can perform the following tasks:
1.

Manage my Organisation

2.

Search for a User

3.

Reset a User’s password

4.

Update a User’s details

5.

Manage a User’s Application Access

6.

Promote a User to Organisation Administrator

7.

Invite a new User to the Organisation

8.

Update the Organisation’s details

To complete these tasks, Application Administrators will need to log in to the Community Portal.

Log In to the eduPass Community Portal
1.

Enter the following web address into your browser:

https://edupass.education.vic.gov.au/community/portal
2.

3.

You will be presented with the eduPass Log in screen. Enter your
eduPass UserID and password and click ‘Log in’.

Tip!

If you have forgotten your
password, click on the Reset
Forgotten Password link.

Once logged in, you will be presented with the ‘Welcome to eduPass’
screen:
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Manage My Organisation
1.

From the ‘Welcome to eduPass’ screen click ‘Organisation Management‘. You can also access this from the lefthand side navigation bar. You will see a screen headed with the name of your organisation (in this example the
organisation name is ‘My Organisation’). You will be see a ‘Tasks’ list, these are tasks you can select from to
manage your Organisation.

Note:

If you are the Administrator of
more than one Organisation,
you will be presented with a
list of your Organisations.
Choose the Organisation you
wish to manage.

If you are an Organisation Administrator for more than one Organisation you will be presented with a list of your
Organisations to select from before reaching the ‘My Organisation’ screen.

Search for a User
1.

2.

In the organisation details screen, click ‘List Users’. You will see a
screen headed with the name of your organisation (in this
example the organisation name is ‘My Organisation’). This screen
displays a list of users in your organisation and some search and
filter options.

Tip!

Users with active eduPass
accounts are colour coded
green.

You can filter users by First and Last names, email address, account (UserID) and account access or a
combination of any. Once you click ‘Filter’, a list of matching users will be displayed. You can then manage a user
by clicking the ‘Edit’ link for a user.
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Reset a User's password
1.

After dicking the 'Edit' link for a user in the organisation details screen, you will see the 'User Details' screen which
includes a Tasks' list, Click 'Reset Password'.

2.

You will see the 'Reset Password' screen. Confirm you wish to reset the password by clicking 'Reset'.

3.

The user's password is reset to a randomly genera ted password. You should print off the page and give ii to the
user.
I

You can also print via your

browser's menu by using

Note:

the keyboard shortcut of
Ctrl-P (Windows) or
Command-P (Mac).
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Update a User's Details
1.

After clicking the 'Edit' link for a user in the organisation details screen, you will see the 'User Details' screen which
includes a 'Personal Details' box. Click 'Modify'.
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2.

You will now see a 'Personal details' screen where you can change the Users details:

3.

Update the details as required. Note that fields with a 1•) are mandatory fields. Click 'Update Details' to confirm the
changes.
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Manage a User's Application Access
As an Organisation Administrator, you are able to modify the application access .of users in your Organisation. You can
extend access, revoke access or change access to a date of your choice. You can only extend application access to the
end of the current year (or the end of the following the year if the date you are doing this is past the November 1S1). You
can also manage a user's Organisation Administration rights.

1. After clicking the 'Edit' link for a user in the organisation details screen, yo1J will see a list of applications
relevant to your organisation in the 'User access granted by this organisation ' box.

Note:

You can only grant access
until the end of the current
year or, if today is past
November 1st, the end of
the next year.

2.

If the user has current access there will future date in the 'Active until' field. If their access has expired the
date in the 'Active until' field will be in the past. If the user has never had access there will be no date in the
'Active until ' field.

3.

Click on the 'Change' link for the Application you wish to modify the user's access to. You will see the
Approve Access' screen.

Tip!

4.

You can remove a user’s
Access immediately by
clicking ‘Remove Access’

You can now enter a date to extend the user's access to. If, you enter a date before today's date, it will remove
the user's access to that application. Click 'Approve '. You will then be required to confirm this action on the next
screen.
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Promote a User to Organisation Administrator
1.

After clicking the 'Edit' link for a user in the organisation details screen, you will see the 'User Details' screen which
includes a Tasks' box. Click 'Promote to Organisation Administrator '.

2.

You will see the 'Invite Administrator' screen. Select the expiry date for administrative access and click 'Grant
rights'.

Note:

3.

You can only grant
administration access
until the end of the current
year or, if today is past
November 1st, the end of
the next year.

Access must then be approved by an eduPass Administrator. There is a team of eduPass administrators at
Department of Education and Training. The user you have promoted to administrator will receive a confirmation
email when the administration rights have been approved.
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Invite a new User to the Organisation
1.

In the 'My Organisation' screen Tasks' box, click 'Invite new user to organisation'. You will be presented with the
'Invite user' screen.

2.

Complete the user's details and select the applications they require
access to.

3.

4.

To give someone access to eduPass applications, you must have
sighted their identification. Check the box to confirm you have done
this. Then click 'Invite'.
You will be presented with the 'My Organisation' screen' where the
invitation you have just sent will show as a 'Pending Invite'. You can
cancel or resend this invitation at any time fr.om this screen.

Invites have a 30 day expiry.

Note:

If an invite is not accepted in
time - you can resend the
same invite - giving the
recipient another 30 days to
accept.
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Update the Organisation’s Details
1.

Following on from 'My Organisation' screen 'Tasks' box, click 'Update Organisation details'.

2.

Update the details as needed. All fields are mandatory so ensure there are no empty fields. Click 'Update' to
confirm the changes.
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