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EDUPASS FOR THE SKILLS VICTORIA
TRAINING SYSTEM (SVTS) -
DELEGATE, ORGANISATION
ADMINISTATION 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

To doEss icabons for your erganissbon
@ vou will need an edufass account which starts with "EC™.

I don't have anaccount |1 already have an account

3. Select 1 don’t have an account’.

Organisation Access Request

Please Search for your organisation using its unigque identifier.

Mote: If you have reeived an invitation to acoess applicatens, please enter your invimton code
instead,

* Required fields
Organisation type * [Training Provider

{kga-nisaﬁun identifier * |1234

Find

4. Once you have selected ‘| don’'t have an account’, select an ‘Organisation type’ (Training

Provider) and enter your Training Organisation ID (TOID)
5. Select ‘Find’
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Once you have found your organisation, the page will displaying your organisation’s name.

Organisation Access Request

Ple ase Search for your organisation using its unigu e identifier.

Mote: I you have resived an invitation to access applicatons, please enter your inviation code
instead.

* Required fields
Organisation type * [Training Frovider

Organisation identifier * |3EI44

Found Organisation: Crganization Name

Is this correct? To apply for acoess under this organisation, dids "Mext'', 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

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

| Skills Wictoria Training System

Organisation Administration

COrganisation 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 Hame * Address *

|NEI‘I‘E- |5t reat

Last Hame * Ciby *
!Eurnarne |Eu burb

Initials State *
|"u"i|:tnria

Country *
|Austra|ia

Date of birth # Postrode *
01/01/1990 3130

Email addr ® By checking this box, I

i acknowledge that I have read
|errE|i|@test.cnm.au the Terms of Service and
agree to be bound by its

Alternate email address terms.

iT'."FE a backup email address here |

— e

041 2345630

Gendar *

2 Male
() Female

Note: In eduPass ECP, Users can have access to multiple Organisations or multiple Application
using one email address and thus one credential. When requesting access to another
Organisation, follow instructions as per page 9 of eduPass User Guide document:

Change User Type to Organisation Administration User 9
4
ORIA

g?vteemment

Education
and Training




THE
EDUCATIO AL e
TATE g‘;c\.rt:rnment v

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’.

V?Ert@ s Rroking . eduPass Hj

¥ou are curremtly applying for application access in the eduPass portal.
Your email Confirmation Code is:
vN7@

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

If you requine assistance, pl=ase contact your onganisation’s eduPass Administrator
For eduPass administration support pleace contact the Service Dedk on 1800 £41 943

Ta reset your forgotten pessword go to Ittps-Y edupess, educati on.vic. gov.aw/Fomatben Passwond

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 acoess, please type, or copy and paste, the code found in
the email inta the Confirmation Code bax belaw,

If you do not receive this confirmation email, please cheds your email address abowe is @rred, and
if not. plea= go bad: and update your details to generate a new confirmaton email,

Confirmation Code

|T'.*F e the confirmation code yo

You will then be presented with the following confirmation page —

Organisation Access Request

Your request for applica bon access has been re@mrded.
Anemail has been sent o your Organisstion o 3pQrowe our reguest.
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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

o g | eduPass iy

You have received a reguest for application access within Gordon Institute of TAFE

Request details:

Mame: Name Sumame

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

Phone: 0412 345 6

Reguests expire after 7 days. To approve or reject this request for access to Organisation
- : . . i o link-

https./fedupass.education.vic. gov.auw/community/welcome/

orgaccessprocessrequest.aspx?ID=3d57d3ed-41f8-4367-b720-58201c93fads

If you requin= assistance, pleass contact your onganisation’s eduPass Administraton
For eduPaszs administration support please contact the Service Ded on 1800 641 943,

Ta reset your forgotten password go to hitpss) edupecs, education vic.gov. awFomgatben Paseword

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.

13. If you are the Delegate, select either ‘Approve’ or ‘Reject’

Organisation Process Request

Current access:
INACTIVE

Mame Surname currently does not have access, Mo acoess has been been gramed previowsly.

Apphcant informa then:

FirstMame: MName

LasktMamie: Surnime

Email: email@test.com.au

Phone: 0412 345 Gex

Ad drass: Sereet, Suburb, Vieterias, Australis, 31xx

Organisation
Hamea: Organisation Name

Crganisaton Administraton

T An acoess reques was made on 11/04/201 5 reque stng scce s unal 31,13 /2019,
This regue st has nat been aporeved or reeced

Approve access wntil:
2171272019

[ ]

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 access:
INACTIVE

Mame Surname currentdy does not have acoess. Mo acooess has been been granted previoushy,

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

T

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 Gaox

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

Organisation:

Name: Organisation Name

Application:

Mame: Organisation Administration

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

.|eduPassl]

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

Request details:

Mame: Mame Surmamse

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

Phone: 0412 345 B

Acoess Granted Until: 31/12/2019

If you requine assistance, please comtact your onganisation’s sduPass Administrator
For eduPazs administration support please contact the Service Deck on 1000 641 943,

Ta reset your forgotien pessword go to hitps:d edupess education vic gov.awFomattenPasssond

Two emails will also be received by the Org Admin user from no-reply@education.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 —

vm?._.“"‘ aatranns | €UPasS W

Gavernmant

You have been granted administration rights to | Organisation Name | in eduPass.
You can now manage eduPass access for other users in your aorganisation.

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 641 243,

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

10
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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 —

v ToRIA | st |eduPass

Gavernment

Your eduPass account has been created.

Your UserID is: eduweb\EC[XYZA_]

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
passwaord:

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

If you require assistance, please contact your organisation’s eduPass Administratorn
For eduPass administration support please contact the Service Desk on 1800 641 343,

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 A general User that has not selected Org Admin Access will only receive the second
email.

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

credentials
‘ ﬁOR 1A
State
Government
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REGISTERING A USER ACCOUNT

There are two ways to register an eduPass ECP account:

¢ 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
¢ 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 —

.?,gr_{'f watocns | €dUPass Wy

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 accourt, please follow the
instructicns below:

Acceptance Instructions:

Type the following web address into your web browser:

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

Then use the following code:

a2dcdide-c523-4588-0491-c34b3bab2 430

Follow the onscreen prompts 1o accept the invitation.

Mote: This invitation code will expire in 30 days.

If you require assistance, pl=ase comtact your organisation’s sduPass Administraton
For eduPass administration support piease contact the Service Degk on 1300 621 943,

Ta reset your forgotten pessword go ta hthpso' edupess education vic gov. awFomothen 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.

! ﬁOR 1A
State
Government
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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

MNote: Flease complete this sign-up process within 20 minutes or yvou will need to start again.

e T ES B o
Tvpe Invitation Code here

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 . If you accept the
invitation, you will be granted access to the following applications:

Application

Skills Wictoria Training Sy=stem

@ To accept the invizton, ywou will need an edufass acoount which sarts with "EC"
I don'thave an sccount | I alresdv hawve anaccount | Rekect Invitation

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

b. 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 ‘l already have an account’; or

c. If you do not wish to accept the invitation, select ‘Reject Invitation’.

‘ ﬁOR 1A
State
Government
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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 ‘| don’t have an account’.

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

Invitation

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

Application

Skills “ictoria Training System

Register your details

* Required fields
First Hame * Address *

|NEI‘I‘E lEt raat

Last Hame #* Ciity *#
lSurnarrE lE'ru burb

Initials State *
|"n'ir|:tnria

Country #
|Au5t ralia

Date of birth * Postrode *
01/01/1950 2130

Email address * - By checking this box, I
ackno ge I are
cknowledge that T have read
|errE|i li@test.comau the Terms of Service and
agree o its
Alternate email address terms.

|'."l.*p5 a baclup email address "15l'5~|

Phone number * Create Account

1041234563

Gender =

(® Male
) Female

14
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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 invita bon for applicton aoess has been processed.

You will shorty receive an email with ywour eduPass usermame and password.
When you receive i please leg in v eduPass o ypdate pour securily singsand
choose your own password

You will also receive an email from no-reply@education.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 —

;;eduPassl]

Your eduPass account has been created.
Your UserlD isl4.e|t:|l.|'||'|'£.'tr‘ll UserlD

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

1. Type the following web address into vour browser:

https:/fedu educztion.vic.gov.au/community 'welcome OrgAccessRequest. aspx

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

bl4-av4%

3. Follow the on-scresn prompts to change your password and activate your
ACCoUnt.

if you require ascistance, please contact your organisation's eduFass Adminshrator.
For eduFass administration support please contact the Service Desk on 1800 641 843

To res=t yowr forgotisn passeond go 1o htps Y edugass.education.vic goeauw/Forpotienas sword

15
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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.

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.

16
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| ALREADY HAVE AN ACCOUNT

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 HName . I you accept the
invitation, you will be granted access to the following applications:

Application

Skills Vicria 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

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

Application

Skills Wictoria Training System

Your invitation for application acmess has been mnfirmed.
AceEss m the apolicable apolicatons will be provisio ned shordy.

17
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ACTIVIATING 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

To access applications for your organisation,
. yvou will need an eduPass account which starts with "EC".

I don't have an sccount II 2iready have sn 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

Windows Security

iexplore

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

‘ eduweb\UserlD ‘

Domain: eduweb

[[] Remember my credentials

More choices

18
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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

Setup secret questions
Question 1

IWhat country would you wvisit on your dream holiday?

Answer 1
laustralia

Question 2

IWhat is the street name of your first home?

Answer 2
lSt reat

Question 3
|What was the first concert you attended?

Answer 3

|Ci:m|:ert

Security PIN ) . .

Youwr Secawnily PIN is & 4 digit number. Alemse chooss

|.... & mumber you can remember. You will b= asked for
your secnet answers and Securly PIN whenswer you

chang= your password.

Confirm PIN

Enter your current PEM" Youwr passward must contain ot east 7 charaders
and mo mare than 32 charachers. The password musk

| oomtain at lesst one lowencass lebier, one capital
letber and ove numenc chamacher or special character.

Enter your new password

|lllllllll | Password Eheqth
.| Strong

Confirm your new password

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

19
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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 mow be prompted o
SN N WSing your new password.

To manage your account kl_aii. select "My Account’ from the left hand mena.

While in My Account, choose 'Manage Access' to confirm Applications you have baen
g‘-tul:-:m:s o, and to see their web addresses.

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/svits/

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

20
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