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1. Accessing DETConnect

DETConnect can be accessed via one of two websites:

e http://www.apprenticeshipsinfo.gld.gov.au/
e http://training.qgld.gov.au/

On the Apprenticeships Info website, look under ‘Quicklinks’ and click on ‘DETConnect’.
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2. How do | get a DETConnect Account?

First thing you need to do is search to see if your organisation is registered with DETConnect.

Click on ‘Search’ which is found under either ‘Registered Organisations’ or ‘Non-Registered
Organisations’.

‘3 DETCannect - Microsoft Intarnet Explorar previded by Education Queansiand (£.0)
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Organisations are channelled through the search engine, regardless of whether they are
registered or not.
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Enter the Organisation’s ABN, Trading Name or Legal Name and click on ‘Search’. It is best to
use the ABN in your search.
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You will be provided with a list of organisations which match the search criteria.
Note: The maximum number of results produced is 25. However, there could be significantly

more results available, in which case a refined search should be conducted (using a different
criteria).

2.1. The Organisation is found

If your organisation is in the list, then click on the Organisation’s Name.

This will produce the Partner Administrator contact/s for the Organisation.

| 3 DETCennect - Microseft Internet Explorar previded by Education Queansland (£.0)
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Use the drop down box to select which administrator you want your access request to go to,
and then click ‘Select’.

This will open up the ‘Your Access Request’ area of the screen.
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Enter in the following details:

Position

First Name

Last Name

Email

Daytime Phone

Any additional comments for the administrator (eg. what application do you need access
to)

Once you have done that, click ‘Send Partner Admin Request’ at the bottom of the screen.

An email will now be sent to the administrator you selected, giving them your details and asking
that they set up your access.

Once the administrator has done their part, you will receive an email advising you of what you
need to do to activate your user account.

2.2. The Organisation is not found

If the organisation is not found, then the following screen will appear.
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To register your organisation for DETConnect, click on ‘Continue to Registration Form’.

Fill in all of the required information. Mandatory fields are marked by an asterisk, however, the
section for a second DETConnect administrator is optional. The administrators are the ones
who will provide access to users of the organisation.

Note: The Legally Responsible person and the DETConnect Administrator 1 can be the same
person.
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Once you have completed inputting the information, click on ‘Continue’ on the bottom right of
the screen.
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You will then be supplied with information and additional instructions to finalise your registration
on DETConnect.

DETConnect Conlidentiality Deed

ki §

THIS DEED 15 MADE BY:

Tha entity identified in the Schedule of this Agreament ("the Recpient™)

IN FAVOUR OF:

THE STATE OF QUEENSLAND through the Department of Employment and Training, Education House, 30 Mary Street Brishane QLD 4000 ("the Stata™)
RECITALS:

A. The 5tate possesses Confidenbal Information which it wishes to disclose to the Recipient, so that the Redpient can conduct its business

B. To enable the disclasure bo occur in rélation ta the Confidential Infarmatsan, the State reguiras the Recpient bo entar inba this Dead ﬂ

Please faliow tha next steps to complete the proce
Mext Steps:
Step 1

Step 2

Step 3

Step 4

Click on ‘Proceed’ and a copy of the Deed is made available for printing in a new browser
window.

You have now successfully registered your organisation for access to DETConnect.

Once you have printed off the Confidentiality Deed, complete it and fax it back to DETConnect
on 07 3421 6544.

Once DETConnect receive the completed (and signed) Confidentiality Deed, they will be able to
commence the activation process and you will be contacted by the DETConnect Helpdesk
Officer.

Note: Due to the confidential nature of information provided via DETConnect to enable
organisations to conduct their business, organisations are required to sign the confidentiality
deed. By signing this deed the organisation agrees to protect the confidential nature of this
information and to only use it for approved purposes.

3. What are the two types of users associated with an
organisation?

It is important to know about the two different types of DETConnect accounts, as access rights
within DETConnect are dependent upon this.

The two types are:
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e Partner Administrators
e Partner Users

Partner administrators:
o These users are able to create and manage the access for other DETConnect users
in their organisation.

e These users have access to all services available within DETConnect (as long as
their organisation is allowed to access them).

e These users receive requests for DETConnect access from prospective
administrators or general users in their organisation.

o These users gained access to DETConnect either as part of their organisation’s
DETConnect registration process, or by being granted administrator access by
another administrator in the same organisation.

Partner users:

e  These users were provided with DETConnect access by an administrator within their
organisation, after submitting a request to the administrator using DETConnect.

o These users are not able to create or manage other DETConnect users in their
organisation, and their access to services within DETConnect is managed by
administrator/s within their organisation.

If you are general user and have questions in relation to your DETConnect access you should
contact an administrator in your organisation. To view the DETConnect administrators in your
organisation, go to the My Account page of DETConnect.

Note: Applications are set up in DETConnect for particular types of organisations to use. If
even the administrator can’t use an application, it may mean that it was designed for a specific
type of organisation.

4. Administrator Tasks
4.1. Creating a new DETConnect User

Log in to DETConnect using your username and password.
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After you log in, select ‘My Account’.
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To create another DETConnect user in your organisation, select ‘Create User IDs’.

3 DETCenneet - Microseft Internet Explorar previded by Education Queansiand (£.0)
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You can now enter and submit the details for a new DETConnect user in your organisation.
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Enter in the following details:

Position

First Name
Last Name
Email

Daytime Phone

Note: If creating as a result of the email you received, you can just copy and paste the details
in to the relevant sections. You will need to ensure that the phone number is in the correct
format.

Select what access you want the user to have. You can grant the user full administrator rights if
you want to. If you don’t, then you will need to select which applications they are allowed to
access. An administrator automatically has a ticked placed against each application.

Once you have finished, click ‘Submit’ at the bottom right of the screen and an email will be sent
to the user advising them of what they need to do in order to activate their account.

4.2. Managing DETConnect User Accounts

After you log in and select ‘My Account’, select ‘Manage Users'.

‘3 DETCennect - Microsoft Internet Explorar previded by Education Queansiand (£.0)
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This will then bring up a list of all users for your organisation. It will show:
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e Who are partner administrators and who are partner users
¢ Whether their account has a status of active, pending, or inactive

3 DETConnect - Micraseft Intarnet Explorar previdud by Education Queansland (6.0)

B ES  Yew Fyodee Jook  Hel ..
Qo+ Q=] (2] €0 Prrewe Yrrems @ FH2-B-S % DD E B
| aghess (@ T —] . e N pre— _potie_tang s _portiet_1_ prateis . . P prea—— o L
7 eensland | DETCO Eortal tome | Contactus | Helo | Logout &
e%“memnnnl nneCt

Welcome to DETCannect, Narman Training Queencland Man 3 August

RETConneck Home

Personal administration
DETConrerck admurustrator detads
Lhangg Personsl Detals

Lhanag Password

Organisation Administration 2}

Manage Users
Exlsting Users
‘iew by (O Active Users ) Inactive Users (@ &l Users Sgr and Update List

Partner User fctive Edit Yser
Partrgr User Active gl Wawr

Partntr Usor Inactive e iima

Partner User Ective Edit User

Partrir Adenmn Bctiver Ealit Lswr

Partner User futive iy User

Partrgr User Inactive Eolit Lisgr

Partner User Attive Edit user

Partner Usar Active it Ussr

Partryer User Aty Egit Llzgr

Partner User Pending it Uger Delete User

Partner User Inactive Eoit User

Partner User ative Edit User

Partner Usar Active [ Wsse

Partner User Inactive Edit Liger

Partnar Usar fetiva Edi User

Parmner Usar artive Edit Liger

Partner User activey Edit User

Parmner User Active Edit Usar =
Ia}_,_ D @ Tnsted stes

Clicking on ‘Edit User’ will allow you to make changes to their account. You can only delete a
user when their status still says ‘Pending’.
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Editing a user will allow you to update the following:

e What applications they have access to
e Whether they should be an administrator or user
e Whether their account is active or should be made inactive

As users leave the organisation, it is your responsibility as an administrator to change their
account to ‘Inactive’. This is to ensure that they can't still access DETConnect after they have
left. If they recommence with the organisation, then their account can always be made ‘Active’
upon their return.

As new applications are added to DETConnect, it will be necessary to update user accounts for

those staff that will need to access the new application. Administrators will automatically have
access to the new application.

5. Updating User Details

There are two aspects to updating user details. You can:

e Update your personal details
e Change your password
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5.1. Change Personal Details

After you log in and select ‘My Account’, select ‘Change Personal Details’.
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This will then bring up your personal details currently held within DETConnect.
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Update your details as necessary and click ‘Submit’ in the bottom right of the screen.

Note: Itis very important to ensure that your email address is always up-to-date. If you forget
your password at any stage, this is the email address that the system will use to send you an
email (as per section below).

5.2. Change Password

After you log in and select ‘My Account’, select ‘Change Password'.
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This will then bring up the screen whereby you can change your password.
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Enter in your old password.
Enter in your new password twice.
Then click ‘Submit’ in the bottom right of the screen.

Note: While your password will never expire, it is recommended that you regularly change your
password to prevent others from obtaining it and using your account.

6. Forgotten Passwords/User IDs

If you try to log in with an incorrect user ID and/or password, then you will receive the below
error.

Click on ‘Forgot your user ID or password?’
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This will then bring up a screen whereby you can request your user id and password to be
emailed to you.
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Enter your email address and click ‘Submit’.

You will receive an email detailing how to regain access to your DETConnect account.

Note: This must be the same email address as that which is registered for you in DETConnect.
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