QRG - ICON Portal — Parent Verification and First-time

login to Portal (access to Community Portal)

Quick Reference Guide

OVERVIEW

Your child’s school has set up a Parent Portal (ICON Community Portal) designed to provide you with access
to information about your child or children. The Community Portal is accessed via the ICON Portal. The
purpose of this document is to help you with the verification process for accessing the ICON Portal and then

the school’s Community Portal.

BEFORE YOU BEGIN

e Your school will inform you that they have set up the Community Portal for you to access
information about your child.

e They will inform you that an email will be sent to you to verify your details for the ICON Portal (so
that you can then access the Community Portal).

PART A: Verification of details for the ICON Portal

Parents are required to verify their details to gain access to the ICON Portal in order to access their child’s
school Parent Portal (Community Portal). The process for verifying details by parents is outlined below.

Steps Details
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http://portal.cev.vic.edu.au/

1.

Email

The first step in getting access to
the Parent Portal (Community
Portal) requires you to verify
your account details with the
Integrated Catholic Online
Network (ICON). You will receive
an email from the Catholic
Education Victoria ePortal
Administrator with information
for logging into the ICON ePortal.

Please check your Spam folder.

Verification of your
details for access to the
ICON Portal

Dear Adam Emmenon

This omadt has been 60t 10 you on behalf of your child's school
ICON administrator at St Augustine School

The ek in this emall will take you 10 & Page Whers you wil be

This link will expice in 14 days .

© 1CON Support e - CECY

Create Password.

The first time you log into the
Portal, you are required to create
a new password that complies
with the CEV password policy.
This password will be your
password to log into the ICON
Portal.

A green tick will appear next to
all password rules if your
password complies with the CEV

password policy.
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Password must be over 8 characters

Password must contain a number

Password must contain an uppercase letter

Password must contain a lowercase letter

Password must contain a special character. Must not contain & or _

Password must not contain First Name.

Password must not contain Last Name.

Password must not contain UPN.
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Setup Password

YOU ( equired to set up vou

Password

3. Enter password and then

confirm. Show Password

Verify Password

Submit

User's Profile Details:
4. Verify your details.
First Name
Next you will need to complete * Note: To change FIRST NAME please contact school
your details as part of the o
ve riﬁcation prOCeSS: * Note: To change LAST NAME please contact school.
Ensure User Profile Details are i 2
correct — fill in or confirm your ——— o
mobile phone number and date
Gender Male v
of birth.
NEXT »
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5. Verify your address.

Start typing your address in the
space provided. Once you see it
appear below, click on the

matching address.

NOTE: If your address does not
appear in the auto populated
field, then click “Enter your

address manually” and type in

1 Detoks

[ s

Sabip Your Addeas

tima: ekt
t

Serewrt, AKHANCIALFE NEW 3058
Suart, BALMAIN HEW M

Seresrt, BAFTTIN 40T 05

S BERMMGUINGWEHE  py
15 Srodr, BIMBI KEW 300

iE} Srrumet, EIMHALA WENA 2032

Urat 4 it AMNANDALE RSV D036

4 mecioimer

Gk he 10 NG B0 Mearally.

Fratcads ity

T CARLEKCH

fima Cumry

BUSTRALE

o PREVIONS HIXT®

your full address.

6. Review your details.

Review your details and if

correct, click Next.

Review your Details and Submit

Account Details:
Full Name:

Timothy

Mobile Number:
0401

Email Address:
L L@gmail.com

Date Of Birth:
01/01/1970

Gender:

M

Address Details:
L1228 Victoria Pde
EAST MELBOURNE 3002, VIC, AUSTRALIA

&« PREVIOUS

NEXT »
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Welcome to ICON ePortal

This network Is the property of the Catholic Education Commission of
Victoria Ltd (CECV) and Is for authorised use only.

7. Accept the disclaimer.
Access to the network Is conditional on the user complying with the

The following disclaimer appears school's Privacy Policy and protocols for acceptable use.

1tis the responsibllity of each user to read and understand the school's
privacy Policy and protocols for acceptable use which can be found on
the school website.

on the screen once your details

are reviewed.

Any use outside the policy or protocols may result In access being

i. After reading the disclaimer, terminated while the matter Is Investigated.
click the Accept button and Accept
Submit.

Submit

Click submit again.

v/

Thanks for verifying your details.

8. A message will appear on the

screen to confirm that you have Thank you for verifying your details.
verified your details:

PART B: Logging into the ICON Portal for the first time.
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If the verification process has been successful, you will be sent an email with a link to log into the ICON
Portal. This email may take 5-10 minutes to arrive. If you do not receive an email to log into the ICON
Portal, please contact the school office.

Steps Detalls

Welcome to ICON Portal

Dear
Welcome to the ICON Portal.

Please click on link below in order to log into ICON Portal using the
email and password you have already created during the
verification process.

Login to ICON Portal

If you do not remember your password please click on Forget
Password link and follow the instructions.

1. Welcome to Portal email.

This email is sent from an account we use for sending messages
only. So if you want to contact us, don't reply to this email-we
won't get your response.

Yours sincerely,
ICON Support Team

© ICON Support Site - CECV
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ICON ePortal

2. Loginto the Portal
Use the email address and the
same password you set up in the
verification process and click
Sign In. =

(If you have forgotten your
password, click “Forgot
Password” and follow the
prompts).

Email

Password Forgot Password ?

signIn & signin with Google

3. Portal dashboard/ Community Dashboard
Portal tile.
Once you have logged in, you s
will see the ICON Portal .
dashboard. Communlty Portal
Click on the “Community Portal” B ©C
tile.

PART C: Community Portal

Your school will have set up various pages or tabs for the Community Portal. You will be able to view those

pages across the top of the Community Portal page.

Steps Detalls
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1. School’s Community Portal You
will be taken to the Welcome
page of your child’s school
Community Portal page.

Welcome, Parent Name to 5t Demo’s Community Portal

Schoo! Newslethers
Term 3
Winak 1 | Weak 3 | Wiesk 3 Wesk 4 | Wesk § | Weak 8§ | Wesk 7 | Wesk 8 Week § | Waek 10

2. When you click on My Details,
you will notice that all the people
in your family that are associated
with the school (e.g., your
partner, children). They will be
listed at the top of the page. By
clicking on one of the names, you
will be provided with a range of
information about that person.
You can update any details e.g.,
phone number or email address,
as necessary. This will ensure the
school has up-to-date details for

your family.

[Tl | Louse Citizan |

 MUSt D APOIDE by 18 5ENo0. T Changss willonly Lake ect Bt I School ance ey have bean Bpprovady
school, Fiease contact Bhw school direcly i your changes are urpent, or i you hawe nof received a notification that

@ Wy Delals pag:
d and are e at

Name

Trie: Given' Givenl? Sumame Sufix
Mr Michael Citizen

Prafarred Name Prafarrad Formal Name: Previous Sumanms Birth Sumans
Michael Michael

Personal Details

Dabe of Birt Gander

Mobie Phone:

0481 570 006

Emai
leon@lconschool.edu.au

Demograghic Infarmation

will receive an action cenire notification
B\gnges have been actoned within two

Refer to QRG-ICON Portal - Parent User Guide (for details about how to change your password for the ICON

Portal.)
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https://drive.google.com/file/d/1fbctlZjwSzmaYyskUWqvan82HRgf3DlO/view?usp=share_link

