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ePASS v1.5 - Desktop & Catalogue
What is ePASS?

ePASS stands for Electronic PASSport, which is a central directory for ICT services Catalogue and
Provisioning.

ePASS was implemented to assist the outsourced service providers determine the true identity of NTG
users ringing their service centres for assistance.

DCIS undertakes some of the processing functions of payroll for the Institute and as such the Institute
uses a number of NTG systems, including my-HR. In the instructions that follow where it is stated NTG
employees this also includes Institute staff.

What are the benefits of using ePASS?
¢ A significant reduction in time to process requests for ICT Services
¢ A challenge database for added security
e Greater control of accounts to delete a user and services
¢ A move towards one User ID for all systems
¢ A move towards one password for all systems
e Prior access set up for new starters

¢ One stop shop - no chasing around and is user friendly

Why use ePASS?

If you wish to access any services provided by the Northern Territory Government, it is now mandatory
to have an ePASS account. This will be used to verify users when the contact the service providers for
assistance.

ePASS is used to;
¢ Register a New User
e Modify a Users account
¢ Change Services
e Transfer a User in and out of a Department
¢ Transfer within a Department
¢ Check details against Cost Centres
¢ Access other Applications that use ePASS
¢ Disable a Users account

¢ Re-enable a Users account
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Responsibilities

User Access and Responsibility
Users must ensure that they update their ePASS account when they:

e commence employment
¢ relocate to another department
e cease employment

Users have the ability to log requests to change their access to NTG services, eg. network accounts,
email accounts, internet access and Mainframe access.

They must then forward this type of change request onto a Delegate for approval.
Users have the ability to log requests for modifications for them-selves or a New user.

They cannot log modifications for other user's.

Delegate Responsibility

A Delegate has the responsibility to ensure that the information entered for the users is correctly
maintained.

Delegates have the ability to:
e create accounts for New User's
e modify existing User accounts details
e disable User accounts

Delegates are also responsible for:

e advising ePASS Support when they are going on leave so that they can be removed off the list

and no emails are sent to them

e arranging backup Delegates while they are on leave
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Notification of impending changes.

If there are changes to be implemented over the week end within the ePASS environment you will be
greeted with the following screen when you access the http:/epass.nt.gov.au site.

This screen will list the date, time and what proposed changes are to be implemented.

Once you have read the information on the screen, click on the link beside the words To proceed to
login, click here.

. ePASS 1.5 Update/Notification

Tha Frilwing 3RAGTLE Lpdarais sehadided T PACN mplement aion coemeancing
Suicay 0/023007 from 20:00 - SL0C.

SO OLAE s ECEeeary, e A RAGT At benilie tion wil e avalalle durin

iz o,
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1Eand and Irsert pop-ua massaga aalanng 3 casrsctar DS 0t agpear aber
ouzton = oreswed]

Tr prezad In Fgin, Jick hasa

Logging on to ePASS.

To sign into ePASS you will need to open a Web Browsing page, eg: Internet Explorer and
enter the following address

https://epass.nt.gov.au/

Then click GO or press the enter key.

) Google - Microsoft Internet Explorer ] i ]
File Edit Miew Favorites Tools Help | :,'
= _;\J | j?\J Search “51\? Favorites @Media {4/? | 2~ ;_.:; ﬁ] v _I ﬁ @
‘ Address I https:,l’,l’epass.nt.gov.aL)l j Go | Links
|G+ iffepass, Tyl v | Go +r L& @ E’ = | * Eookmarks~ | :?Check > % Autolink - BSend tow Q;)Settingsv

Personalized Home | Sign in d

Google

Outages

If ePASS is experiencing operation issues, when you attempt to access the login page you will
have the following Alert screen appeatr.

This will indicate the current status of the alert.

The screen with the Red Traffic Light, indicates that there is an ePASS outage and is not
available for use at this time.
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- ePASS
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The page with an Traffic Light, indicates that there have been or is experiencing
periodic network issues, however is available for use.

The page with the Green Traffic Light, indicates that ePASS is now available for use and you

should

not be experiencing any further problems

If there have not been any further operating interruptions with ePASS, for a preceding period
of time, the ePASS login screen will appear with no advice page being displayed first.

Type in your ePASS User ID.

Enter your password that has been provided by your manager or the NTG Helpdesk.

¥ Contact ePASS Suppert € Privacy 38 Delagats Lizting

ePASS - User Login

@ Please identify yourself by entering your ePASS Liser [0 and Password:

aRAsE User 10:
Passwond:

Forgotten your password? Call th = o er o ToES or 1800 000 254,
DEET staff call the DEET Helpdask an B9935950

@ Help on epass @

il Merar MTS Emplotaes Register Hare

" Check your ePAES Ragiztration Stalus

The fol

lowing screen will appear once you have successfully logged onto ePASS.
S Contyct PGS Syrpors @ Privacy 88 Delegses Listing
Welcome Bernadette Eve [zod ﬂ

rS0n: contact | Sk | Challenge Questions | Services I Artivity Log I Caralogus I
Personal Details g Editlpdate Datails... |
PFersonal Title: s,
Mame: Bemadette Eve [zod

ePASS User 100 hai

gPAsSs Password: m Change Pasaword

ePASS Delegate Manual — BIITE 23/07/2007

5/27



Exploring the ePASS Logon Screen

Take a quick tour to familiarise yourself with the logon screen.
o List of NTG ePASS Delegates by department cost code identifier.
e Privacy information

e Contact ePASS Support

Ternory Northern Territory Government

Gowernment

2} ePASS - User login - Microsoft Internet Explorer =l
File Edit “iew Favoribes Tools  Help | .:fl
eBack - -J - u @ ;;j | /__) Search ‘S}( Favarites @Media €3-| E_':v .,:\!__ - - _J ﬂ @

Address I@ hittps:ffepass.nt.gov.auinames.nsfrlogin j Go | Links
GDOg[C“C' vIGu:\ + -.ﬂ‘ @ M - E‘ - | * Boakmarks = | ?Check > % Autolink v @Settingsv

@ Please identify yourself by enter 2PASS User ID and Password:

ePASS User ID: ||
Password: |

Forgotten your password? Ca PG aisa-Eas-m oS or 15800 000 254,
DEET staff call the DEET Helpdesk on 899953950

@ Help on ePASS @

ePASS - User Logi

Registration Status

% Morthern Territory Government
Deportment of Carposate and Inlormation Senices

i€l ’_ ’_ ré_ [&J Localintranet

e ePASS user login — enter your User ID and ePASS Password here.
e ePASS Online Help

¢ New NTG Employees Register Here

e Check your ePASS Registration Status

Wherever you see a grey rectangular bar, this is a link, you will need to click on this to access list of

information that you will need to choose from.

Delegate Listing

Click on the Delegate Listing link at the top left side of the ePASS logon screen as outlined above.

You will be able to view all the Northern Territory Government departments listed in order of numerical

Cost Code. You will also be able to view all the external agencies that use ePASS as well.
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2.

There are two ways of viewing the lists of delegates associated to the departments.

1. You can search by the departmental list on the main page.

Using the scroll bar to locate the department, click on the Plus sign beside the department you

are looking for and expand the list.

5 ePASS - Delegate Listing - Microsoft Internet Explorer

g
Ix.

ePASS Delegate Listing

[ =81l Departments= -] Q Print é

= “ 4 > »

Delegate
F10-LA Department of the Legislative Assembly-10
F11-DCM Department of the Chief Minister-11
[H12-NTEC NT Electoral Commission-12
13-0CPE Office of Commissioner for Public Employment-13
[F14-AUG Auditor General's Office-14
[F15-0MB Ombudsman's Office-15

>

Scroll down the list, you will be able to see all the delegate names for that department/cost code.

Note: There are some delegates listed that are DCIS Data Centre Services employees, they are

listed so that they can provide assistance when required.

/43 ePASS - Delegate Listing - Microzoft Internet Explorer ;I_Iﬂ
ePASS Delegate Listing
[ =4Il Deparments= @ Pint&
= -« 4 > »
Delegate
[10-LA Department of the Legislative Assembly-10
F11-DCM Department of the Chief Minister-11
[H12-NTEC NT Electoral Commission-12
13-0CPE Office of Commissioner for Public Employment-13
[H14-AUG Auditor General's Office-14
F15-0MB O0Ombudsman's Office-15
[16-NTPFES NT Police Fire and Emergency Services-16 L
F20-TourNT Tourism NT-20
[21-NTT Treasury Corporation-21
[#23-LDG Land Development Gorporation-23
F25-NTT Northern Territory Treasury-25
H26-NTBuild NTBuild-26
[32-AAPA Aboriginal Areas Protection Authority-32
[#35-DEET Department of Employment Education and Training-35
E40-BAT Batchelor Institute of Indigenous-40
Adrian Somsak Folkers/MAINFRAME SERYICES-661011/DCIS Data Centre Services-66/MTGOU
Angela Thorpe/MAINFRAME SERVICES-661011/DCIS Data Centre Services-66/NTGOU
Bernadette Eve Izod/MAINFRAME SERVICES-661011/DCIS Data Centre Services-66/MNTGOU
Beverley Joan Whitter/Batchelor Institute of Indigenous Mo GAS-40BAT/BAT Batchelor Institute of
Indigenous-40/NTGOU
Chris Pilkington/MAINFRAME SERVWICES-661011/DCIS Data Centre Services-66/NTGOU
Chrissie Truarn/Batchelor Institute of Indigenous Mo GAS-40BAT/BAT Batchelor Institute of Indigenous-
40/NTGOU
Elizabeth arrieta/MAINFRAME SERVICES-661011/0CIS Data Centre Services-66,/MNTGEOL
Lavinia Rose Williamson/Batchelor Institute of Indingenous No GAS-40BAT/BAT Batchelor Institute of |

You can search for your department via the All Departments list at the top of the page.

Click on the Drop Down list, scroll down until you locate your departmental cost code.

Select the code and then click on the Orange GO button beside the drop down arrow.
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ePASS - Delegate Listing - Microzoft Internet Explorer = ﬂ
ePASS Delegate Listing
[ =80l Departments= - @ Print &
21-MNTT Treasury Corporation-21 =
23-LDC Land Development Corporation-23
25-NTT Morthern Territary Treasure-25 - 4 > »
26-MTBuild MTBuild-26
32-AAPA Aboriginal Areas Protection Authority-32
35-DEET Department of Employment Education and Tra|n|ng— 10
40-BAT Batchelor Institute of Indigenous-40
46-PWC Power and Water Corporation-46
47-TourhT Territory Discoveries-47
50-MRETA Department of Matural Resources Environment ar loyment-13
51-DLGHS Department of Local Government Housing and Sp- ploy
EIT4-AUG Auditor General's Office-1F
F15-0MB O0mbudsman's Office-15
This will also list all of the departments' delegates.
5 ePASS - Delegate Listing - Microsoft Internet Explorer = ﬂ
ePASS Delegate Listing
[40-BAT Batchelor Institute of Indigenous-40 @ Pint&
Selected Department: 40-BAT Batchelor Institute of Indigenous-40
= “ 4 > »
Delegate
Adrian Somsak Folkers/MAINFRAME SERVICES-661011/DCIS Data Centre Services-66/NTGEOU
Angela Thorpe/MAINFRAME SERVICES-661011/DCIS Data Centre Services-66,/MTGOU
Bernadette Eve Izod/MAINFRAME SERVICES-661011/DCIS Data Centre Services-66/MNTGOU
Beverley Joan Whitter/Batchelor Institute of Indigenous Mo GAS-40BAT/BAT Batchelor Institute of
Indigenous-40,/NTGOU
Chris Pilkington/MAINFRAME SERVICES-661011/0DCIS Data Centre Services-66/NTGOU
Chrissie Truarn/Batchelor Institute of Indigenous Mo GAS-40BAT/BAT Batchelor Institute of Indigenous-
40/MTGOU
Elizabeth Arrieta/MAINFRAME SERVICES-661011/0DCIS Data Centre Services-66/MTGOU
Lavinia Rose Williamson/Batchelar Institute of Indigenous Mo GAS-40BAT/BAT Batchelor Institute of
Indigenous-40,/NTGOU
Lia Chin/MAINFRAME SERVICES-661011/DCIS Data Centre Services-66/MTGOU
Margaret Carlon/PERSONMEL SERVICES-16515/MTPFES NT Police Fire and Emergency Services-16/MTGOU
Marissa Holland/MaAINFRAME SERVICES-661011/DCIS Data Centre Services-66/NTGOU
Tracy Leann Beinke/Batchelor Institute of Indigenous Mo GAS-40BAT/BAT Batchelor Institute of Indigenous-
40/MTGOU
= - a4 »
[

Click on the Close button when you have finished.

Privacy information

ePASS has a Privacy Policy, listing the reasons why the information will be collected, how it will be

used and a assurance that the information will be kept secure.

To locate this information, click on the Privacy link beside the Delegate Listing link.
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7} ePASS Privacy Policy - Microsoft Internet Explorer

Collection of Information

The ePass directory system has been developed to provide a central user profile for access to NT
Government computer and communications systems. The information recorded in the system will be used to
support the delivery of NT Government systems and provide the details for an employee contact directory
in the NT Government Intranet..

Use of information

Your personal information may be used in order to:

+ Request and maintain user profiles in NT Government systems.

. Allow authentication of users for password resets,

. Supply name, location, telephone and fax contact numbers for the NT Government employee directory.

+ Maintain and develop NT Government business systems and infrastructure, including testing and upgrading
of these systems

Infarmation will not be disclosed to any non NTG parties other than IT service providers unless required by
law,

Data security
Safeguards will be maintained to protect personal information against unauthorised access, alteration,
destruction, use or disclosure and against accidental loss,

ePASS Support Contacts

To locate the ePASS Support contact information, click on the Contact ePASS Support link next to
the Privacy link.

ZJNTG IT Services - ePazs Contact - Microsoft Internet Explorer

ePASS-Support Contact Details

@I eMail: racfrequests@nt.goy.au
T3 Phone 500 97803
Mumber:

Send us feedback

ePASS Support & RACF Help 89997803
e-mail racfrequests@nt.gov.au
On-line Help http://uluru.nt.gov.au/ntg/ePASS/help.shtmi
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Note: If you are unsure of a button, you can move your cursor over buttons or icons, a Screen Tip
will be displayed, indicating details what the button or icon is used for.

=F Contact ePAES Support ¥ Privacy o Dolegate Listing

ePASS - User Login

@ Please identfy yourself by entanng your @PASS User [D and Password:

P55 Lser 10:
Password:

Forgotten your password? Call the HTE Service Desk on 44535 or 1800 000 254,
DEET =staff call the DEET Helpdesk on 38595950

ENT EREE

@ yelp on epass @

Check your ePAES Regilralion Status

[=ick bare to chack vour regstramon 5l:.>

B Mew NTE Bnployess Register Here ~

Marthern Territory Government
Dirparre= ol Cotoram ard Hhamenior ey

For Institute employees who have forgotten their password the correct number to contact is:

ePASS Support & RACF Help 89997803

Cogs Spinning Screen

This screen is informing you that ePASS is processing your request. If this process does not complete
within a reasonable time eg. 2 minutes, you will need to log out then back into ePASS and re-log your

request.

TF Contact aDAES Support & Drivacy B8 Dalegate Listing

A

Flease wait 111
" .‘-i“l-; Loading/ProcessingM\alidating
=

=
e, your requast
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Checking your user Registration Status

Go to the ePASS Homepage and click on the grey button Check your ePASS Registration Status.
This is located at the bottom right corner, under the ePASS User ID: & Password: text boxes.

E¥ CortacteTASS Suppot O Privacy B8 Celecate Listing

ePASS - User Login

@ Flease identfy yours=zIf by enterng your 82455 Lssr ID and 2assword:

ePASS User 1D: ||
Password: I

Forgaoten your password? Call tke NT3 S=rv ce 2esk on 44585 or 1800 CO0 234,
D=ET =taff cal che CEZ™ Helpcesk or 35935550

@ Help on ePASS @

FHesoe BTG Emaloyess Register dere g=iraticn Status

Morthern Territory Government
Daparirmaniof Zopcsoie and ldomoion Sendces

You can either enter your User ID, if you know it, or your Surname into the text box area,

Then click Go.

=¥ Contzct eTASS Support & Sruacy BB Delegate Lissing

ePASS - User Registrations Status

Flzase enzer the ePASS Us=2r ID or Laskt Mamre,

eFASS User Id:l

r Enter Lzs: Name:l

Morthern Territary Government
Departredt of Carperats ard lilarmeiss Sovade

If you chose to type the User ID, you will see the following screen appear.

Note: The text below the text boxes: This indicates that this user has an active account, and which
department they are currently employed with.
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¥ ContaztePASE Suppart 4 Frivazy  # De egate Listine

ePASS - User Registrations Status

Plzase enzer the ePASE Jser [D or Last Mame.

eFass User (i [H
Or Enter Last Name:l

The 22455 A-count: b2i for User: Barnadette Eve Izoc,

agency: CCIS Deta Centre Services-66

Fas seen "APPROVED'. ~cu may login to thz ePASS system using this eFASS 1D znd password

:;% Morthem Territory Government
" Deportnen of Corporat and lilorncion Sevios

If you chose to type your Surname, please note a drop down arrow may appear on the far right

side of the text box, this indicates that there is more than one entry found.

TF Contact ePASS Support E¥ Privacy o Delsgate Listing

ePASS - User Registrations Status

Please eqzer the @255 Lzer ID or Last YMame.

Your Query returned one or mors entries.

| rith-vaughan, Rosert- UID REY

Please select an ePASS ID, from the list below to wiewe the status of the selected userO

-, .
.‘:5 Martham Territory Governmaeant

Departman of Corpesate asd Inlometion Senvioss

Click on the drop down arrow on the far right side, you may need to scroll down the list to locate the

correct entry if you are listed.

If you are already register return to the ePASS- User Login Screen and log on.

Note: If you have forgotten or don’t know your password please find 8999 7803 and ePASS support

will reset your password for you.

Once you have this information please go to Modifying/Updating a User Account section of this User

manual and check that your details are correct.

12/27 23/07/2007
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=F Contzct ePASS Support 8 Jruace B8 Delegate Listing

ePASS - User Registrations Status

Please anter the 2255 Usar ID or Last hame.

Your Query returned one or more entries.
Please select an ePASS ID, from the list below to view the status of the selected user

|5mthvaunazn, Rosert- UID: RSY =]

Smith Adam - LID: 2AS
T |Smith Adam David (DT S Data Zentre Services-66) - LID ALS

Smith Aidan WNRETA Departrnent of Matura Resouczs Enviranmentand the Ats-20; - LID: ASU

Smith Alan - UID: G

Smith Alan - UID: ZAS

Smith Alex (DHCS Deparrent ofHealth and Camrmun ty Sz2rdices-70) - UID: ALSM

Smith AMex (DHCS Depardrment of Healt and Carmrunty Seraces-70 - VIDDASMIL

Smith Alison Kaye (CHCS Department of Fealth and Community Serizes-70y - LD ASKIT

Smith Alrma (DEET Department o” Emp ovment EJLcation snd Training-28) - JID0 ALMS

Smith Arranda - UID: AJSH hd

9, "
=.t= Narthern Territory Government

Departnost o Corpessis ond hrlormesicn Senicey

Note: There are 2 entries for Adam Smith, if the user you are searching for has the same name as
these, it could be one of them, you will need to ring ePASS Support to have confirmed who the
details listed are for.

If your name is not listed you will need to have a new ePASS Account created. To do this you click the
Close button to return to the ePASS — User Login.

Before creating a New ePASS Account, you should always check to ensure that your name is not
already listed in ePASS.

Take note of the entries that only have the user name and User ID listed. These are either disabled
accounts or they are in draft mode and have not yet been activated.

¥ Covtacs ePASS Sipport € Privac,  #8 De eqate Listing

ePASS - User Registrations Status Iﬂ

Please entzr the 22455 User [D or Last Hamz=

ePesS User 1d TR

Or Enter Last Nane:l

The ePASE Account: des for User: Adam Smith,
is in JRAFT mode,

2 .
:‘{‘: Northern Territory Government

Depotment of Carpeee ond lormeticn Services

Select one of the names that are listed with only the User ID next to it, you should see the details
relating to the User ID listed as displayed below.

After performing a search for a user or User ID, you don't need to close the window to perform another
search. Delete the User ID listed in the ePASS User ID text field, enter the next User ID, click Go.

If the user is listed and the User ID is in Draft Mode, you will need to ring ePASS Support and have the
account activated.
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Creating a New ePASS account

After you have checked in Check your Registration Status to see if you already have an existing
ePASS account, and there is no listing for your name, return to the ePASS logon screen and click on
the New NTG Employees Register Here button.

¥ Contacz ePASS Suspart ¥ Privacy  #8 Delegace Listing

ePASS - User Login

@ Please idencify ycurself by entarnng you- ePASS User ID ard Password:

eFASS Usar ID: |

Password: I

Forgctten vour passward?® Call the NTG Service Desk or 44585 o- 1800 0C0O 25<,
DEET staff call he DEET Hzlpcesk on 89595950

jiztration Status

Morthern Territory Government
Deparmet o Carpacate ard |Hamatisn larded

Registering a New Batchelor Institute Employee in ePASS

Note: All fields that have a Red Asterisk, * beside it, are a mandatory field and must contain
information before you can submit your request.

ZF Contsct e3ASS Suppore M Privace 88 Delejate Listng

ePASS - New User Registration

The fields ndizatzad with an astersk * are recurad to complete this form

Cchzact | Worls | Challence Cuzstions Sarvices

Perzonal Details

Perzonal Tizle:

Frst Mame:

Middle Mame:

L3st Mame;

ePASS User ID: BET ct=r Lzer ID

4 to S cha-acterz long, Special Us=r ICs up ta 7 cheracters long - chect with de egate
“alid characte-s are a to 2 anc Otn 2

Aowalid ePASS User ID cznnot be nodified once assigied

eFA3SS Passwicrd: * I Winirmorn 2 chasacters requires
Confi-m Passwcrd: ™ I Jeerter volrePASSE passve-d to condirn

% Merthern Territery Government

¥ Corzoste anc Ink Sonvce
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Choosing a New User ID
When choosing a new User ID remember to choose a User ID between 4 and 5 characters

Most people choose the first initial and then a few characters from the users’ last name. ie: Sarah
Smith User ID = ssmit

Make sure the User ID is not offensive to anyone.

As the user creating the request, you will need to provide a logon password for your ePASS Account.
Passwords must be complex, a combination of 8 or more letters alpha, numeric, upper and lower
case. eg: Monday19.

Contact Details Tab

Update your Office Phone: number as the default number listed is the NTG Switchboard number and
you should insert your work number.

Enter your Mobile & fax numbers, where applicable and your email address in the relevant fields,

=F Contacz ePASS Supaort ¥ Privacy B Dalegate Listng

ePASS - New User Registration

Tae fields indiczted with an astarisk * are rejuired to complete this form

Fersora | | W ok | Challenge Questions | Services

Contact Details

Mch le Hommer—t—
Fax Mumber: I—
Pager Mumber: I—

e-rmail Address: I

[Please specify vour @nt.gawal e-mail address eq. ;oe.blogs@nt.gov.ad)

State; * |Ncmern Te-rioy [
Clck hereto selact vour Office Locztion in Mcrtherr Tarrizany

Lacation: *
INDt Listed

Publizh phane and locztian dz2tails oninternal MTS Phane Disectere 7

® yves O yn

» .
aﬁ." MNerthern Territary Government

Deparmen ol Gorpoecte and Inlarmatien Sanicet

Location Details

Every time you click on one of the Grey bars/buttons, an ePASS table window will open, displaying a
list of information to select from.

To enter your Building location where you are working, you need to click on the Click here to select
your Office Location in the Northern Territory button.

The information listed is a list of the all the Northern Territory Government owned and leased buildings
in the local area. This information is collected from BAMS (Building Asset Management System).

You will need to click on the Select a Suburb drop down arrow to access all the buildings in that
suburb/community.

Note: All the locations are in alphabetical order of large towns, cities, suburbs and then communities.
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/2 BAMS table services - Microsoft Interne

_ o<l

NTG Location by Suburbs

=

{Banthula

Select a Suburb

Avers Rock
Bakewell

(=l

Barrow Creek

Barunga iBamiilii

Bauhinia Downs

Baywiew

Bees Creek

Belyuen

Berry Springs i

| Ok || Cancel | |

|€| Done

I_ I_ E |H Local inkranet o

Scroll down the list until you locate Batchelor.

This will display the list of NTG buildings located in Batchelor region.

Click in the text field beside to the word Contains and type in part of the building name. eg. Fire, click

on the Go button next to

this field.

2} BAMS table services - Microsoft Interne o ] [ |
| MNTG Location by Suburbs |
|| Batchelor ;I
| [Ga] |

= N
Starts with Iﬂ(:cuntains | )
= A

Batchelor Area School Administration

Batchelor Area School Classroom Block

Batchelor Area School Multipurpose Hall

Batchelor Area School Pre School

Batchelor Area School Secondary Learning Unit

Batchelor College Administration Block 1

Batchelor College Arts And Crafts Block 2

Batchelor College Block E1 Administration

Batchelor College Block EZ Model Health Clinic

Batchelor College Block E3 Community Studies

Batchelor College Block E4 Serminar Building

Batchelor College Bulk Store Compound Bulk Store Build

Batchelor College Childcare Centre Morth Block _I
-

Batchelor College Childcare Centre South Block
rs
o

[ ok

|| Cancel | |

|€| Crane

l_ l_ E |‘ﬂ Local inkranet 4

If you cannot see the name in the list, scroll down the list, it may be located further down the list. If
there may be too many buildings in the list to all be displayed. Click in the Contains text box field,

type part of the name and click Go.

Double click on the name if you can see it listed.
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4} BAMS table services - Microsoft Intern o ] |
| MTG Location by Suburbs |
||Ehat|:helc'r ;||
| Starts with Contains | || Go | |

Batchelor Fire Station
Bushfire Council Office Complex
Mot Listed
F Y
=
| | Ok || Cancel | |
|:&] Done [ || [&J Local intranet v

This will then conduct a search and list only the buildings that have the word Fire in their name.
Double click on the Building name, or click on OK at the bottom once you have selected the name.

Work Details Tab

Employment Type
There are four types of employment within the NTG:
¢ Permanent — requires no date to be set

e Temporary (for Institute appointments this is called a Fixed Term employment) — requires an end
date to be set

e Contract ( for Institute appointments this is called a Fixed Term employment) — requires an
contract end date to be set

e Trainee (not applicable for the Institute staff) — requires contract end date to be set

The Permanent employment type is the only type that does not require an End Date. This should be
selected for Permanent employees to the position listed below. If they are employed on Higher Duties
temporarily, they should have Temporary selected.

Note: If you are on any type of employment other than Permanent, and your contract end date has
been extended, you will HAVE to update the date in ePASS before it expires. If you don't
update this, your ePASS account will be automatically set to Disable when the agent is run at
11.00pm and you will NOT be able to logon to any of the NTG services the next working day.
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Employment End Date

To set the Employment End Date for a Temporary, Contract or Trainee employee, click on the small

table like icon next to the <<Click to select date.

ZF Contact ePASS Support €Y Fricacy  #8 Delegate Lissirg

ePASS - New User Regqgistration

The fields indicatec with an astzsrisk * are required ta complete this forn

Personal Contact | | Challenge Quesziors I Servizes |

H

Work Cetails

Ermployment Type: *
Emplavmen: End Date: * 0] e 21 ck vo salpeldate

Job Title:

Zlics here to selectyour Deparmets Cos: Centre

MTG Dzpartment: * l -

Cost Centrs Code: * |

Cost Centra Jnit: * I

Clizk here to sz2l=ct yoar Manager

Manager: ™ |

4+ Previous

% Northern Territory Government
Degatnent of Caporgie cnd Inbarmgtion lonios

Select the relevant date,

ﬂil October ﬂil

2006
g Mo Tu WeTh Fr Za

1] 21 5] 81 5 1 7
] = ] ] 2] ]

15| 16| 17| 18] 13 20| 21|

the << >> will move to the previous or next year
the < > buttons will move to the previous or next month

Click on the date button to select the contract end date.

Job Title

The Job Title field, this is a mandatory field and should contain the Position Title listed on the Job

Description/Statement of Duties/Position Profile when it was advertised.
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ZF Contact ePASS Suppot € Zrivacy B Delegate Lissirg

ePASS - New User Registration E

The fields indicated with =n =szerisk * are required to complete this form

2ersonal Cantact I | Challerg= Questions | Servizes

Work Details

Emplcynant Type: = | Tempo-ary vI
L2812z 007 __u == Click to select date

Jobh Tite:

Emplayment

Click here o selectyour Deparmrents Gost Centre

MTG Jepartment: * |DCIS Data Centre Eervizes-B6 - |e8

Cost Centre Coce: * [BE1035

Cost Centre Uit * IEPF.83—661035

aur fanager

Marager: |C"|rs Filkingtan - cap

. *, -
4=+ Prawiods > Cancel

% Morthern Territory Government
Degartnest o Corposate ord Inlormatics Services

Department and Cost Centre

You can not type any text in these fields, you must lick on the Click here to select your
Department/Cost Centre button.

F Contact sPASS Support € Privacy 8 Delecate Listing

ePASS - New User Registration

The fields indicated w th an asterisk = are required to complete th= form

Perscnal Contact I | Challenge Questions Services

Work Details

Errpayment Type: * | RN
Employment End Date: * I 8] << clck w2 select date

Joa Tidee

Clizk har= to 5

MNTG DEpartmer—
Cost Centre Code: * I

Cost Zertre Uqiz * |

Marace-: *l

T —
¥  Cancel

% Morthem Territory Government

Deganren of Copoateand Inometicn lonoe

From the list select your Business unit Cost Code. These cost codes have been up-loaded from GAS.
If they are incorrect, contact Finance & Infrastructure and have them update the Business Unit Names
and Codes to reflect the changes. They will then need to send these to GAS Support to be entered.
Once you have located your department, click on the relevant cost code.

Note: The cost code has been selected at the bottom of the screen. Click on the OK button to insert
into the ePASS registration form.

ePASS Delegate Manual — BIITE 23/07/2007 19/27



/3 ePASS code table services - Microsoft Internek = 0] =]

| Agency |

|| BAT Batchelor Institute of Indigenous-40 ;I

Starts with Contains | || Go |

Batchelor Institute of Indigenous Mo GAS-40BAT
Temporary for invalid Cost Centres-40TEMP
Unknown Cost Centre-40UNKMNOW N

|.‘-=' 40BAT, Batchelor Institute of Indigenous Mo GAS-40BAT |

| | Ok ||Canu:e|| |

Alternatively you can double click on the Cost Centre that will be financing the user's accounts, this will
also insert the information into the ePASS form.

Selecting a Manager
(For Institute staff this should be your immediate supervisor and not your Manager)

Follow the instructions above to add your immediate supervisor’s name to the form.

Challenge Questions Tab
All the fields that have the Red Asterisk * beside the field must be completed.

Enter the correct answer for Questions 1 & 2. Enter both questions and answers for Questions 3, 4 and
5.

Even thought there is no asterisk beside question 5, it is a requirement to have all 5 questions and
answers completed.

Note: Itis very important that these questions are completed as you will experience problems having
your password reset when required.
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ePASS - Mew User Registration

The fields indicated with an astersk * are requirad to complate this form

Parsonal I Cantact [ work I leng: Services

Challenge Questions

change, Internet, eMail ete.

=4 questions and answers must be completed.,

ouestiond:  [what i your mother's maiden name?

Four Answer: ¥ t

Quashion?: il.-“i'l'lnt s your fathers rmiddle nare?

Four Answer: ¥ I

Quashion3: * I * (Enmer wour owWn question)

Your Answer: ¥ I

Qusslionsg: ¥ I * (Enmer Your oWn queston)
YOur Answer: "I
Duasbhions: I * (Enmer $our owWn question)

Your Answear; I

Services Tab

Mote: Thesa challengs guestons will be accessad by the servica orovidars to varify your idendty for Password

=¥ gontnet e PAGE Suppot 4 Erwacy 88 Dalegate Lizting

2]

4= Previous m ¢ Cancal

With the exception of some Finance & Infrastructure staff & Human Resources staff at the Institute all

staff of the Institute should click No on all Radio button options in the following screen.

Finance & Infrastructure & Human Resources staff who are required in the course of their positions at

the Institute to access the Mainframe need to click Yes on the Mainframe access required? Radio

button.

ZF Contact dPASE Support W Drivacy 88 Delegate Listing

ePASS - Mew User Registration

The fields indicated with an astansk * are required to complete this form

Personal ! Contact | ok I Challenge CQuastions

Resource Access Service

Please indicate the service access reguired:
[s metwaork access (Lacal area Metwark - LAMN) required? © Yas # No
e-mail Account required? O yes & Ho
Collaboration services required? 7 ves & No
Desktop Internet aceess required? © Yes * No
Dialup ISP Intermet account required? © was & No
MTG WAH - VPN actess required? © yas @ No

Mainframs access requirad? & ves © MHo

G
=

Specify any special Mainframe actess requirements:

$ Morthern Territory Governmant

Depotmen of Copores ond Inkrmaton Sawiom

Relevant Finance & Infrastructure staff & Human Resources staff will need to state what Mainframe

applications they are required to use and will need access to.
Note: The Links at the top to:

ePASS Support Contacts

ePASS Delegate Manual — BIITE 23/07/2007

21/27



Privacy
Delegate Listing at the top
These links are available in all ePASS screens.
If you have not completed all required fields, you will receive a Warning window listing the fields that

require completion. When you click OK, you will be taken back to the form, all the fields that were
empty will be high light red.

Microsoft Internet Explorer x|
"-., The Fallowing Fields require wour attention:
"

Job Title requires a walue
Mimimurn of 4 questions and answers musk be completed,
Colleague's Mame and user ID requires a value

Press OF button below ko return ba Form

You need to complete all of the listed uncompleted fields before you can successfully submit the
request.

Note: The examples below.

Job Title

The Job Title entered here should match the job title on your Job Description/Statement of Duties/Role
Profile.

S Contact ePASS Support ¥ Privacy @8 Dwelsgate Listing

ePASS - New User Registration

The fielcs indicated with an asterick * are raqrired to complete this farm

Perschal | Cantact I | Caallenge Questons Services

Work Details

Emplcyniznt Type: * Tem:Jcrar\yLI
Zmployment End Daze: * 2822007 78] L. 2hick e selace daze

oot Titee: * [

Click here ta select »oar Departmert f Cast Cantra

MTG Departrient: © [DC S Data Cartr: Senices-66 - |es

Cost Centre Zode: ¥ 631038

Cost Centre Unit: * |EPAES-661035

Click here to seleciyoLr Manager

Manager: * |Chris Filkirgmon - cap

> 5 Morthern Territory Government
Deparnan o Campesots and nlormetion Sanioey

Note: If the name is not listed in the list, there may be too many names to list them all within the
window. Click in the Contains text field and type the surname of your immediate supervisor,
then click Go.
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Confirm Users details

You need to check that the details that have been entered into ePASS are correct, check through the
form, if details are correct click on the Confirm button at the bottom of the page.

Confirm Details

PERSONAL DETAILS

ePASS User ID:
CoNTACT DETAILS
Office Phone:
Mobile Number:
Fax Nurmber:
Pager MNumber:
e-mail address:

State:

Publish phone and location details on internal
MNTG Phone Directory 7

WoRKfJoB DETAILS
Employment Type:
Employment End Date:
Job Title:

CHALLENGE QUESTIOMS

YOUE ARSwer:
Question 2:
YOur Answer:
Question 3:
YOur Answer:
Question 4
Your Answer:
Question S

YOur Answer:

RESOURCE ACCESS SERVICE

Is network access (Local Area Metwork - LAaM)
required?

Is the access required the same as a current
colleague profile?

Specify any special LAN access requirements:

ePASS - NMew User Registration

joei

89995511

Naorthern Territory

Yes

Termparary
28/2/2007
ePASS Support

tha

¥ Contact ePASS Support ® Privacy  #8 Delegate Listing

Mame: Ms, welcomel Bloggs

Location: Darwin Plaza Building Plans Third Floor [00159683]

Question 1: YWhat is your mother's maiden name?

YWhat is your father's middle name?

tha
tha
tha
tha
tha

Yes

Yes

Specify colleague's Mame and user ID: Bernadette Eve Izod - b2i

== Modify Details

== Modify Details

== Modify Details

== dodify De

e-mail Account required? Mo
Collaboration services required? Yes
Desktop Internet access required?  Yes
Dialup ISP Internet account required? Mo
MTG WAk - WPM access required? Mo
Mainframe access required? Mo
'9 Confirm
N~ —
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Selecting a Delegate

You need to select the appropriate delegate for your cost code from the list that appears after you have
confirmed the user details. The Human Resources delegates for the Institute are:

Lavinia Williamson
Michelle Sorenson
Randeen Sawyer
Vivian Carson

¥ Contact aPASE Support ¥ Privacy 88 Dalagata Listing

ePASS - New User Registration Bl
Approving Delegate

Please selert the delegate in the department - NDCTS Data Centre Servires-A6, whn is respnnsihle for anthorising this request.
Angela ThorpeMAINFRAME SERVICES-G31011/DCIS Data Centre Services-G0MNTEOU~CMN-znfiO-NTG =
Hernadene Eve [ZodMAINE HAME SERYICES-HHTUTT/LCIS Data Ceatre Services-HhM | GO ~CHN=hAi0= N | L5
= Hnskina/mAINFRAME SEREVICES-AR1011/NC15 Nata Centre Se 1¥) h/() (3
Ch PilkingtonMAINFRAME SERVICES 36101 1/DCIS Data Centre Scrvices BEMTGOU--CN=capiC= NTG
Culin ModunaluMIDRANGE SERVICES-631021/DCIS Dald Cenlre Servives-GENTGOU~CN=igriO=MNTG
Elizabeth ArrietalMAINFRAME SERVICES-661011/DCIS Data Centre Services-GEMNTGOU~CN=eT afO=NTG
$Garey MeenanMIDRANGE SERVICES-EE1021/DICIS Diata Centre Serviceg-BEIMTEOL~ZMN=gtn/O=MT i
Cary CopcuttMAIMIRAME SCRVICCS-GG1011/DCIS Data Centre Services-GEMMTCGOU--CH=a1WO=MNTC
Gredory Thomes ConnorsfAGENCY SERVICES DWIN-6541501 ZDVD 21S Department of Corporate and Information Senices-68INT GO~ N=0te/O=MNTE
Lia ChinAINFRAME SERVICES-6610111DCIS Data Centre Services-G6MTGOU~CN=(iT/O=NTG jAd|

Fleasze provde your contact detalls, as the selected delegate o the NTG service providers ray contact you about this request,
Tou cEn use your personal contact number and e-rmall address If vou do not have a MTS contact nurmber or e-mall,

Cnntart Murmher:

e-mail address: I

S Submit

.#% Merthern Territory Gevernment

Deponmenn of Corpesote ond Informancn Samost

User contact details

The user contact phone number and email address should be listed in the fields below the list of

delegates. If they are not you will need to type the details of the user you want to be notified of the
progress of the request.

When you have entered the Contact number and e-mail address, click on the Submit button at the
bottom.

S Camensk sPASE Supzzre B¥ Enuszy B Celsqaks Licking
ePASS - Mew User Registration
Approving Delegate

Flease select the delegate in the department - DCIS Data Cenkbre Services 66, who is responsible for authorising this request
Agela Thope/ e WFREME SERVICER-EG101 VDS Dafa Canra Sevicas-Eam TEoL ~CR-ani-MTE =]
DEH&HERB I:.-e- o) m-x'nm: SERVICES-E31 011/DnCIS Diata Cardra Se 2-BAMTOOL-CH= t"'lf':I HTC

) ra arira Saricas- JNT"!"JUM" M-ras‘:l'('l—NTl'i
Cola MedoraldMIDRAHGE "E‘?'«.’ILE" E5107 II'D'.,I._. Dzl Carlra Sesvices-EAMTGOL-CH=lgnI=NTS
Elicabieth SrrielatdalbF RAOE SERVICES-GE101 1LDCIS Dala Cenbre Sersces-BEIWTEOL-Ch=e Tl l=NTE

Farey MeenardMIDREAREE "-:I-Hul( F=-AR1 0210015 Data Canira Samica: FURIT 0L R= ghwO=kT R S
Cary CopeutalMF RA S SERVICES-GE101 110215 Dals Cenbre Senddees-GETI 0 <CN=al wli=NT &

Gragong Tromas ConnorstSERN S fSEP'\-F'LrES CoAr-BEIS0 1 20D SIS Department of Sorparale and Infarmalion Semwices-BAN TGO -ZR=glol=hTS
Lia ChirdkEmFRAME BERVICER-EGTOT VOGS Defa Cardrs Senicss-ERT TR0 -G R=0 7 0= T ﬂ

Fleszs provids your cortact detsilz, a3 the sslscted delsgsts or the MG serice provdsrs mss contect you sbout fuz requsst
“Fou can use wour personal contad nurcber and c-mnadl addecss f you do not have o BTE contact numbers or c-mall
Contart Humhber:

e-mall address: |[REYERE R e T

',‘i: Cancel

=3 EBubenil

$ Flartharm Tarvilony E—aﬂmnwnl

[Fremr—p ——— e —

You should see the screen with the cog wheels spinning, this is an indication that your request is being
processed, wait a few moments and you should receive the notice advising that your request was
submitted successfully.
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SF Coptact e2ASS Supaort ¥ Privacy B8 Delegate Listing

Welcome Bernadefte Eve lzod g2/ Locodt El

FPleas=s wait 111
-i}-__ _oad ngyProcessing,waidacing
-~ ) "~
v :

A yOur request

3.35 Morthern Territary Govermment

Deramnast of Camsenia and Indarmatian Larics

If this screen does not disappear within approximately 1 minute, you may be experiencing network
problems.

You should receive notification similar to the one below, indicating that your request has been
submitted successfully.

Microsoft Internet Explorer x|

Your ackion was successfully Submitted,
. The Service Providers and the user will be notified of your action by an e-mail message.

il

Press Ok to conkinue

If you do not receive this notification, your request has not been submitted and you will need to go
through the whole process again.

Note: ePASS times out after approximately 20 minutes, if you have been distracted while you were
completing the request and this amount of time has lapsed, you will need to re-do the request.

Modifying/Updating, or Transferring a Users account

Staff can change their own details themselves and send it to a delegate to be
authorised/approved.

The steps for this are:

Sign into ePASS using your ePASS user id and password

Click on the Edi/Update Details button, this is located on the far right hand side and
has a Red pen at the beginning.
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Welcome Bernadette Eve lzod

Personal | sty =]:x | Work | Challenge Quastions | SEervices

IF Contact s PAEE Support [+ ¥-T1N acy s Cialagara Listing

@
Activity Log | Catalngqg—l-——\

Personal Details

Parsonal Tikla:  Ms
Mame:  Rernadatte Fyve Tzod
sP&SS User 100 b

ePASE Password:

% Marthern Territery Govarnmant

Dot vt ) G, il ket Samvmiih

A Editiupdsts Detsils. |

This will allow you to edit the form. Make the required changes and click on the Submit

button at the bottom of the page.

The form will be displayed with all the details for you to check that the details are correct. You

will need to click on the Confirm button.

FOX MECEWE SEFVICE Wi SN T

FaX Send sarvice via g-mall; Mo
Collaboraton services required?  YWes
Ciazkbop Internet access required?  Yes
Dizalup ISP Intemet account required? Mo

NTG WAN - VPN acess required?  Yes

Spaofy Delivery Address andfor
any special NTG Wide area Network-wPH OR1
Trust access requirements:

Mainframe access reguired?  Yes

testing,

requirements:
ePASE Status: Enabled

Marthern Tarritory Governmeant

Dopertrarsd ol Covpregie ord Iiormgfios Sasvimn

Zrd Floor Darwin Plaza, Will reguire access o do remote aPASE 2

Specily any spedal Mainframe access  po . o 4eanckar usar id to ZZSETAFF,

Note:

26/27 23/07/2007

The changes you have made are high-light in grey, the old information is maroon.
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Employment Iype: Fermanent
Job Title: aAdmin Officer
MNTG Nepartment: NCTS Data Centre Services-AAR-AA
Cost Centre Code: S51035
Cost Contre Unit: ENASS 661035

Manager: Marissa Holland - hmu

RESUUKLE ALLESS SERYILE =~ Modify
Iz network accass (Local Area Matwork - LAND
required?

I= Lhie gueess reguired Lhie sginie ga= g currenl
colleague protile?

Specify any special LAM access requirements: RS IFR Erlnh:!r dwnEI7quﬂ1 —dwnEI7iqﬂ?H i prrnahled for irlnhni. 4=

e-mail Account required? Mo

Mo

Crllahnratinn sarvices required? R0
Desktop Internet access raquired? Mo
Cialup ISN Intornot account required? Mo
MNTSG YWWak - WPN access required? Mo
Mainframe access required? Mo

ePASS Status: Enabled

[T Do not notify service providers for this change request

Submitchangas

When you are satisfied that the details are correct, click on the Submit Changes button at the
bottom of the form.

Note: If you do not click on the Submit button the second time the request will not be
approved and submitted.
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