USI PORTAL PERMISSIONS

Students granting North Metropolitan TAFE permission to view their USI
transcript

NMTAFE needs to verify all records students present for Credit Transfers.

Verification means we view the student records on the USI register or we contact the issuing RTO and ask them to
verify that we have a correct and accurate record from the student.

The Completions and Awards Team is doing this for every Credit Transfer and that is why it is taking more time than
it did previously.

To allow us to view their records on the USI register a student needs to go on-line and add in permission to their USI
for NMTAFE to access their transcripts.

NOTE: This also means that we do not need Client Services to view original documents or stamp copies — we have to
check all records either way.

We would like for Client Services staff to;

e check that the Credit Transfer form has been filled out

e that evidence has been provided for the units requested

e and then ask the student to go online and grant the access — the longest we can be given access for is two
years and this is preferred as if there are any additional Credit Transfers requested later, permission is
already in place.

Step-by-Step for Students

1. Go to https://www.usi.gov.au/
2. Select Student Login

<« C () | @ usigovau . o

B0 Apps @ Home @ NewTab @ StudentSurveyCO.. @ Login Page - TASv2 I3 FlexiPurchase | Log in

Jumptomeny  Jumpio coment Jump to footer

Unigque
Student Search this site... | O.|
Identifier

Higher
N About the VET Training Education Employers &
Home usi Transcripts Organisations Providers Recruiters

Login

Help Centre

Your USI Training Organisation

AUSI - Unique Student Identifier is
your individual education identifier

. N - Create a US| > Find a Student US| >
for life. It also creates an online
record of your training attainments in

N ¥ 9 Forgot your password > Create a Student US! >
Australia.
If you are undertaking either Find your USI > Verify a Student USI >
nationally recognised training, or a
higher education qualification, you View your transcript > Training Organisation Login ¥
need a USI in order to receive
commonwealth financial assistance, Update your details >
as well as to obtain your qualification i
or statement of attainment S e >

A USl is for life!

You only have to create it once.

NEWS UPDATE
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https://www.usi.gov.au/

You are here: Home

USI STUDENT PORTAL

On this page you can:

1. Create a US| account (if you don't already have one)
2 View your application status

3. Login 1o your USI
4. Relrieve your USI

account

5. Reset your password

6. Activate your USI

CREATE USI

account

If you do not have a US| account, you can create one now.

4. Select Provide Your USI:

Unique

Student

Identifier

(2) PASSWORD LOGIN

Please enter your US| or Email and Password,
and select Login to access your US| account.

USI or Email
Password

Login

Forgotten your password?
e

weicome [

You are here: Home

USI STUDENT PORTAL

Update Personal
Details

Please select fo update your
personal details

Change Check
Questions

1o change your

VET Transcript History
Please select to view
downloaded VET franscript
history.

Update Contact Details

Please select to update your
contact details.

Provide your USI

Please select to print or email
your USI verification details or
to manage a

for your account.

Unique
Student
|dentifier

Change Password

View VET Transcript

Please select to access your
VET transcript.

Last Logged In: Friday, 28 August 2020 09:42 AM

@ HELP

‘You can manage your account by performing
any of the following funcions:

1. Update your Personal Details

2. Update your Contact Details

3. Change your Password

4. Change your Check Questions

5. Provide your USI to a fraining organisation
6. View your VET Transcript

7. View your VET Transcript History

5. At the bottom of the screen there is the option to add the permissions, select Add Organisation:

SET UP ACCESS TO YOUR USI ACCOUNT / PERMISSIONS

You can set up access for organisations to view andior update your USI account. You can also set up
access for organisations to view your transcript. Providing access to your USI account and your
transcript may assist your training organisation to process your enrolment.

If you have already =et access permissions for an organisation to view and/or update your USI account

they will be listed below.

Select Edit to update the current permissions, Remove to remove the current permissions or Add
Organisation to search and set permissions for a parlicular organisation.

QOrganisation
Name

Add Organisation

QOrganisation
Code

Expiry
Date

View
Details

Update
Details

View
Transcripts

USI — Setting Student Permissions — Instructions for Students Last Edited 30 July 2021- Page 2



6. Enter the Organisation Code OR Organisation Name and Search — locate North Metropolitan TAFE and select

Add:

MANAGE PERMISSIONS - ADD ORGANISATION

o Enter the Organisafion's details and =eleci Search to find an Organisation

SEARCH DETAILS

Crganisation Code

Organisation Name

Organisation Name ABN

North Metropelitan TAFE

(1 search result found)

52786

North Metropolitan TAFE

Organisation Code

52786

234809495403

@ HELP

Search for an Organisation

You only have to enter the details in one field

You can search by Organigation Cods by
entering the complete number and select
Search

*You can search by Organisation Name by
entering the first few letters and select Search

©Once you have found the correct Organisation
pleasze select Add to set permissions for the
organisation

7. Enter details for the permission, View Transcript, View Details, select Expiry Date of 2 Years and save:

MANAGE PERMISSIONS - SET PERMISSIONS

Fleasze select View andfor Update and the Expiry Date you would like fo give the Organisation

and select Save.

#* Indicates a mandatory field

ORGANISATION DETAILS

Organisation Name
Organisation Code

ABN

View Transcript
View Details
Update Details

Expiry Date

North Metropelitan TAFE

52786

23430495403

Select

W

(@ HELP

You can allow an Organisation to view or update
your US| account.

The Permissions you can give an Organisafion
are:

= View Transcript - allows the Organisation to
view your transcripts.

= View Details - allows the Organisation to
view your personal and contact details.

» Update Details - allows the Organisation to
view and update your personal and contact
details. Only Reqgistered Training
QOrganisations are able to update your
details.

Expiry Date gives the Organisation a specific
period (from the date of permission) in which
they can view or update your details. You can
set a permission expiry date by selecting one of
the following:

= 3 Months
= & Months
s 1 Year

= 2'Years

After the Expiry Date has passed the
Organisation will not be able to access your USI
account. You may change the expiry date at any
time.
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8. You will know that you have added permission as North Metropolitan TAFE will appear on the Permissions
List:

SET UP ACCESS TO YOUR USI ACCOUNT / PERMISSIONS

You can set up access for organisations to view andfor update yvour US| account. You can also set up
access for organisations to view yvour transcript. Providing access to your U351 account and your
transcript may assist your training organisation to process your enrolment.

If you have already set access permissions for an organisation to view and/or update your US| account
they will be listed below.

Select Edit to update the current permissions, Remove to remove the current permissions or Add
Organisation to search and set permissions for a pariicular organisation.

Organisation Organisation Expiry View Update View

Name Code Date Details Details Transcripts

MNorth 52786 28M1/2020  Yes Mo Yes Edit
Metropolitan Remove
TAFE

Please advise credittrans@nmtafe.wa.edu.au that you have granted this access as it will speed up the process
for your Credit Transfer Request!
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