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Sitepass User Guide:

Australian Clergy

Covers:
Setting up your profile
Requesting permission to visit a parish
Signing in and out of a parish
Changing your password
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Setting up your profile

Note: Please complete these steps on a desktop or laptop, not a mobile device.

STEP1
Access Sitepass

You can access Sitepass using the link sent to you by the Diocese of Parramatta
Working with Children Check team, or visiting the Diocese of Parramatta
website: https://parracatholic.org/safeguarding/visiting-clergy/
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STEP 2
Create your account

(?) HELP
(3 HELS

Connecting with...

Diocese of Parramatta

N7
SITEPASS

Diocese of Parramatta has invited you to connect as a team
member with the australian clergy role.

If you already have an account with Sitepass, you can logir
now to accept the invitation.

No account? Create a new account to get started.

Login to existing account

or

Create your account

First name

Enter your first name

Last name

Enter your last name
Email
you(a ifxé]"'[)|i:.ti:].’ff

Password

Q Sitepass

| agree to the 5

Create your account by entering your First name, Last name, Email, and
Password. Review all details, then tick ‘Sitepass terms and conditions’
and click ‘Create account’.
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STEP 3

Complete your profile

Hi Fr Name, welcome to
Sitepass, your workforce
management system

©  Step 3: Complete your personal details

sonal details for your

3a. Upload a profile photo.

Account Details

Profile Photo

Upload a photo; this will be used to identify you in Sitepass. This photo should be clear and easy to see
while being free of obstructions. You can crop and rotate your image once you have llplr)adezl it
Photo
Upload an image
Drop your

image
here

Account Details

Provide your name and time zone for your Sitepass account. Your Sitepass ID is generated by Sitepass
and is unique to your account Your username is the email address you used when signing up to Sitepass.

Sitepass ID
1111111

Username (email address)

name.priestlastname@parracatholic.org

First Name

Er Mame

Upload a clear photo of yourself, which will be used to identify you. You can
crop and rotate the image after uploading.

3b. Fill in your personal details

Check that your First Name and Surname are correct, then select your Time
Zone, enter your Primary email address, and Primary mobile number.
Ensure all other details are accurate before clicking ‘Finish setup’.

A confirmation of account creation will pop-up, then you will automatically
be redirected to your dashboard.
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STEP 4
Finalise your profile by entering your date of birth.
Click ‘My profile’ and enter ‘Date of birth’, then click ‘Save Changes’.

Date of birth
Date of birth =
Time zone
Australia/Sydney - GMT+10:00 X -
Save Changes
STEP5

Click ‘My workflows’ then select ‘Diocese of Parramatta’.

Q Sitepass

My workflows

Warkflow status: All ~ Connection status: Not co.. - enter keyword(s)

-’.'-_3'1- My workflows
Current search filters are not saved yet.  Reset all filters

il My training

s

SITEPASS

Diocese of Parramatta
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STEP 6
You will be asked if you have an ACMR Number, click the appropriate
answer that applies to you - ‘Yes’ or ‘No’ then click ‘Next’.

Hi Test Aus
Clergy, you are Pick your work categories

connecting to
SHERS Do | have a ACMR Number? MANDATORY

Diocese of

Parramatta

Your workflow categories

Your client has defined workflows for its

role e additional Cancel m

information is needed to customise your
personal workflow

STEP 7
When prompted to ‘Pick your worksites’, skip this step by clicking ‘Finish’.

€ Back
Hi Test Aus
Clergy, you are
7] connecting to
¥ piocese of Pick your worksites
Parramatta
+ Add a worksite v

Your worksites

Your client has defined worksite based
workflows for its australian clergy roles and Cancel m

now needs to know where you will be
working to customise your personal
waorkflow
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STEP 8

Under 'Workflow Steps,' select 'Documentation Information for Australian Clergy'
then proceed to enter the following details:
e Salutation
e ACMR (Home Diocese Name, Home Parish Name, Home Parish Address, ACMR
Number)
e Working with Children Check (WWCC Reference number, State, Expiry)
Acknowledgement (read then select the checkbox), then click ‘Submit’.

€ Back £ Workflow Wizard

¥+, Diocese of Parramatta

s\ngpgs{‘;' B8 View client profile

~ sTaTus @

My workflow overview
) Status derived by core requirements My tasks

{1 Overview
Complete your Document Information For Australian Clergy step.
Workflow categories

2 Workflow requirements Complete your Parish Visit Request step.

+ WORKFLOW STEPS Complete your Privacy Disclaimer step.

Document Information For
Australian Clergy

My workflow categories £63 Manage
Parish Visit Request

Privacy Disclaimer
Do | have a ACMR Number? MANDATORY
~ WORKSITES
] Connected worksites Connected worksites £6} Manage

) Worksite activity
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STEP 9

Under 'Workflow Steps,’ click ‘Privacy Disclaimer’, read the Privacy Collection
Notice and click the checkbox to acknowledge you’ve read it. Click Submit.

Sl;ﬁ Diocese of Parramatta

SII(P.ISS‘ B0 View client profile

- STATUS ©

Privacy Disclaimer D READY
(i) Status derived by core requirements
Statement

@ Overview
Workflow categories
Privacy Collection Notice
stz Workflow requirements
The Diocese of Parramatta collects personal infermation through the Sitepass platform operated by Quartex
Software Pty Ltd (Sitepass) on behalf of the Diocese. Personal information collected through Sitepass is used to

~+ WORKFLOW STEPS manage site access, safeguarding, compliance, training, safety and related operational requirements of the Diocese.
a DicirTentIntonmation For Personal information may be accessed by authorised personnel of the Diocese and Sitepass where necessary to
Australian Clergy perform services on behalf of the Diocese. Reasonable measures are in place to protect personal information from

unauthorised access, use, disclosure, loss or misuse.
*arish Vis £ . . B N . .
Parish Visit Request Personal information will be retained only for as long as reasonably necessary to fulfil the purposes for which it was
collected and to meet legal, regulatory and operational requirements.
[3) Privacy Disclaimer Lt a

Further information about how the Diocese handles personal information, including how to aceess or correct your

information or make a privacy complaint, is available in the Diocese Privacy Policy.
~ WORKSITES

(Il Connected worksites

Acknowledgement
Worksite activity
n By selecting | Acknowledge, you confirm that you have read and understood this Privacy Collection Notice.

= PARISH ADMIN

=4 Clergy/Lay Attendance Record
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Requesting permission to visit a parish

in the Diocese of Parramatta

Note: Please complete these steps on a desktop or laptop, not a mobile device.

STEP 1
Under ‘Workflow Steps’ click ‘Parish Visit Request’, then click ‘+ Add’

\'IZ Diocese of Parramatta

aTEHSf‘a B8 View client profile

e Parish Visit Request

+ Incomplete

(i) Status derived by core requirements o .
Visit Details + Add

@ Overview
Add or update your visit request details and click the submit button below.

C

Workflow categories

si»  Workflow requirements No data available

~ WORKFLOW STEPS

m Document Information For

TS

Parish Visit Request

B Frivacy pisclaimer

~ WORKSITES

(0 Connected worksites

© Worksite activity

+ PARISH ADMIN

4 Clergy/Lay Attendance Record
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STEP 2

Enter details, including:

Parish (the name of the parish you’re visiting)
Reason for Visit

Minister a Wedding

Visit Start Date

Visit Start Time

Visit Expiry Date

Visit Expiry Time, then click ‘Submit’.

Add Visit Details ;

L4

Parish

Christ the King Parish X -

Reason for Visit

Celebrate Mass X -

Minister a Wedding

If the reason the clergy member is requesting permission to minister is for
a wedding. Have you obtained the faculty from the local ordinary?

Visit Start Date

30 November, 2026 =]
Visit Start Time
1:01 PM ®

Visit Expiry Date

Please select the day after your visit. If you select the date of your
visit, your access will expire, and you will be locked out on that day.
For example, if you are attending on 4 July 2026, enter 5 July 2026.

1 December, 2026 i)

Visit Expiry Time

1 December, 2026 1:01 PM 7

Cancel Submit
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STEP 3

On the main ‘Parish Visits Request’ page, you will be prompted to review your visit
details. If all is correct, then click ‘Submit’. If you need to edit any of the details,

click ‘Edit’.

€ Back

S'Z Diocese of Parramatta

SITEPASS B8 View client profile

« sTaTUS @

(i) Status derived by core requirements

@ Overview
[0 Workflow categories

a5 Workflow requirements

» WORKFLOW STEPS

a Document Information For
Australian Clergy

a Parish Visit Request

Privacy Disclaimer

» WORKSITES

[0 Connected worksites

®  Worksite activity

= PARISH ADMIN

£4 Clergy/Lay Attendance Record
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Parish Visit Request

Visit Details

£ Workflow Wizard

=+ Add

Add or update your visit request details and click the submit button below.

Parish

Reason for Visit

Visit Start Date

Visit Expiry Time

Status

Actions

Christ the King Parish
Celebrate Mass

30 Novernber, 2026

01 December 2026, 01:01 PM

T Submitted

Edit Archive
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Signing in and signing out

of a church/site

Note: These steps must be completed with a mobile with a camera function.

Every church in the Diocese of Parramatta has a QR code on display. This replaces
the physical sacristy register usually kept inside the sacristy.

Signing In

STEP 1

Scan the QR code. .
Open the camera app on your ?iip:’:” |
mobile phone and scan the QR code. Christ the King Parish

10 Statham Awenue, North Rocks, Gity of Parramata Council, 2151, NSW, Australa

Tap the link that appears.

N

B OpeninChrome X

. VIDEO | PHOTO 'S
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STEP 2
Login and confirm

Enter your email and password.

Confirm the profile shown is you, then select 'Sign In.'

-l- Diocese of Parramatta
N#d Christ the King Parish

Diocese of Parramatta
gmﬁ Christ the King Parish

GET STARTED
Your details

GET STARTED
Your details

Start by entering your email address. Hello Fr Name, we found your details.

Can you confirm this is you?
your email address

Remember me on this device

Fr Name PriestLastName

That's not me

Continue [ Sign in J

This site is protected by reCAPTCHA and the G

xogle Privacy Policy anc his site is protected by reCAPTCHA and the Google Privacy Policy ar

Terms of Service apply Terms of Service apply

@ DIOCESE of
E’; PARRAMATTA Page 13 of 18



STEP 3
Done. You’re now signed in.

SIGN IN
Complete

You have successfully signed into

Diocese of Parramatta
Christ the King Parish

You may now close this window.
To sign out, please scan the QR code again.

DIOCESE
— PARRAMATO{A Page 14 of 18



Signing Out
STEP 4
Scan the QR code

Once your visit is complete, don't forget to sign out. Open the camera app on
your mobile phone and scan the QR code. Tap the link that appears.

Q1 Sitepass

Diocese of Parramatta

Christ the King Parish

B OpeninChrome X

. VIDEO PHOTO 'S
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STEP 5
Confirm your details.

Enter your email address.

If you're using the same device you signed in with, it will remember you —
you'll only need to enter your email.

Confirm the profile shown is you, then select 'Sign Out.’

Diocese of Parramatta -l- Diocese of Parramatta
B Christ the King Parish N#d Christ the King Parish
GET STARTED GET STARTED
Your details Your details

Start by entering your email address. Hello Fr Name, we found your details.

Can you confirm this is you?
your email address

Remember me on this device ' - o= l

That's not me

Continue [ Sign out }

rotected by reCAPTCHA and the Google Privacy Policy a his site is protected by reCAPTCHA and the Google Privacy Policy anc

Terms of Service apply Terms of Service apply
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STEP 6
Done. You’re now sighed out.

SIGN OUT
Complete

You have successfully signed out from

Diocese of Parramatta
Christ the King Parish

You may now close this window.
To sign in, please scan the QR code again.
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Changing your password

Note: Please complete these steps on a desktop or laptop, not a mobile device.

STEP 1

Click ‘My profile’ then select
‘Security.’

Account Details

~ ACCOUNT DETAILS

2 Account

Enter your Current password, then enter
your New password once and again for
confirmation. Click ‘Save Changes.’

& Security
Lp Login sessions

Contact

&

&= Employers
L Notifications
=

ID card

Security

~ Password

Current password

New password

Password must contain at least one upper character, one lower character, one digit, one special character and
must be between 8 and 72 characters long.

@
Confirm new password
@
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