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SITEPASS

Sitepass User Guide:

Diocese of Parramatta
Parish Administrators

Covers:
e Logging into the Admin dashboard
e Download the Parish QR code
¢ Downloading a report of visitor sign ins
e Inputting a manual visit record
e Generating a ‘Clergy/Lay Attendance Record’ report
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Logging into the Admin

dashboard

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

STEP 1
Login to SitePass

Visit the login URL provided in your
invitation email.

All DOP Parish Admins have already
been setup with a Sitepass account —

you do not need to create a new one.

Click ‘Login to existing account’.
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Connecting with...

;47 Diocese of Parramatta

@ HELP

Diocese of Parramatta has invited you to connect as a team

member with the employee role.

If you already have an account with Sitepass, you can login

now to accept the invitation.

No account? Create a new account to get started.

Login to existing account
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Enter your parish login email
(e.g. parramatta@parracatholic.org
address) and select 'Continue.’

Enter your password and click ‘Login’.

Note: you will be emailed a reset
password link by the Sitepass Support
Team. Follow the instruction in the email
to reset your password before logging in
for the first time. Direct all queries to
sitepass@parracatholic.org

(G HELP
Reset your password
Email
firstname.lastname@parracatholic.org

Cancel

¥7 DIOCESE of
< PARRAMATTA

Q

Welcome to
Q Sitepass

One place to manage your workforce safety,
risk and compliance.

Connecting with...

\““ Diocese of Parramatta

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

X Remove invitation

Email Change
Password

............... .1 ®
No account yet? Register Forgot password?

If you forget your password, click
‘Forgot password?’ to reset it.

On the ‘Reset your password’ page,
enter your email address, click Reset.

An email will be sent to your inbox

with further instruction. You may need
to check your junk/spam email folder.
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STEP 2
Once logged in, you will be taken to your Dashboard (similar to below).

& Protect your profile from unauthorised access by enabling two-factor authentication. Enable two-factor authentication

Y ID Card
Parish Admin Test ! .
wema s Y V Diocese of Parramatta
[N AA
L— minis 1KY APP
View all AM My searches

L St Patricks Cathedral Parish 'I T

Total Approved

Approved
Conditional
Pending
Ready
Submitted

Declined

On the Dashboard, you will be able to see the name of your parish under
‘My worksites’.

If this is incorrect, please contact the Office for Safeguarding team.
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Downloading the Parish QR Code

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

The QR Code will be emailed to all parish administrators, and can be accessed on
The Anchor (diocesan intranet) or by emailing the Sitepass Support Team at
sitepass@parracatholic.org

STEP 1
Logon to The Anchor, the diocesan intranet, at:
https://theanchor.parracatholic.org

STEP 2
Search ‘sitepass gr codes’ in the search bar, and click on the page titled
‘Sitepass Parish QR codes’ that appears in the search results.

Q. sitepass gr codes X

STEP 3

All parish QR codes are available to download from the list (listed in
alphabetical order). Find your parish name and click to download the PDF to
your computer.
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Downloading a report of visitor sign ins

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

STEP1
Once logged in, click ‘Worksite activity’ on the left menu.

® Worksite activity

On this page, you will see all your worksite activity (registered visits).

If you do not see any activity, you may need to change your filter (see next
step for more details)

QSitepass

Worksite activity < send a message
Status: All ~ Signin:Last 12 Months ~  Signout: All ~ Workflow status All ~  Worksites: Al ~  Worksite status: Active ~ Employer name - All ~ Search by guest name Columns ~
Showing 1-1of 1. Current search filters are not saved yet, Reset all filters

MOBILE NUMBER EMAIL ADDRESS WORKFLOW STATUS 'WORKSITE NAME EMPLOYER NAME

L
a Wendy Nehme Employes +61 428362293 wendy nehme@parracatholic.org Incomplete St Patricks Cathedral Par  Diocese of Parramatta
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STEP 2

Select the timeframe you want to include in your report.

Click the ‘Sign in’ dropdown option filter, then select the specific timeframe
needed for your report (e.g. Last 3, 6 or 12 Months or a Custom Date Range).
In this example, we’ll select 12 Months.

Worksite activity

Status: All ~

Search by g

Signin: Last 12 Months ~ Sign out ; All

Showing 1-1 of 1. @ Last 12 Months

Q-

\
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Last 6 Months
Last 3 Months
Last 2 Months
Last 30 Days
Last 14 Days
Last 7 Days
Last 5 Days
Last 2 Days
Yesterday
Today
Tomaorrow
Mext 2 Days
Next 5 Days
Next 7 Days
MNext 14 Days
This Calendar Month
Next 30 Days
Next 2 Months

Workflow stati
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STEP 3
Configure and generate the Report

Click Report.
Worksite activity
Status: All ~ Signin:Last 12 Months Signout: All Workflow status: All ~ Worksites: All Worksite status: Active Employer name : All
NAME ROLE MOEILE NUMBER EMAIL ADDRESS WORKFLOW STATUS WORKSITE NAME EMPLOYER NAME HOST

(see image to left).

Who
Worksite activity Ensure each field is select as below:
P— e Who: Worksite activity (Default)
oo . s e Dataset: If you applied a filter to

: the timeframe (e.g 12 Months), this
B will appear as ‘Current search

results’. If you want a report of all

Reporttype

visits, click this field and select
‘All worksite activity’
e Worksite: Using dataset filter
(Default)
e Report type: Select ‘Visit details’
—— e Save this report: [Toggle ON]
e Report Name: Name your report
clearly, i.e. [Parish Name] +
Visitor Sign In Report

Please select a report type -

Save this report

L NOTE
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STEP 3a
Schedule report (optional)

If you want to Schedule the report to be automatically emailed, toggle on
‘Schedule this report’ and complete the relevant fields.

Schedule this report
Occurrence

Monthly Xo.

Every

1 month RO

On

1st -

Start date

2 November, 2026

Scheduled time @

9:00 AM S

Summary @

Occurs on day 1 of every month (GMT+9:30) starting from 2
November, 2026 at 9:00 AM

Your next 2 reports are due on 1 December, 2026 at 9:00 AM and 1
January, 2027 at 9:00 AM

Send notificationto @

(@ Search or enter email address
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STEP 4
Save & generate

Click ‘Save & generate’.

Cancel Save Save & generate

The report will be added to a queue, but will normally take no longer than
1-2 minutes to generate.

Configure report

Saved and added to queue

St Patrick's Cathedral Visitor Sign In Report has been added to the
report queue and saved.

An email notification will be sent when your results have been
processed and ready to be viewed.

Worksite activity / St Patrick's Cathedral Visitor
Sign In Report

Once complete, click ‘Download report’ and a .csv file will automatically begin
downloading to your default downloads folder.

Worksite activity / St Patrick's Cathedral
Visitor Sign In Report COMPLETED
Download report
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Inputting a manual visit record

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

STEP 1
Click ‘My workflows’ then select ‘Diocese of Parramatta’

’t‘ -
RSN My workflows
Dashboard
My profile Workflow status: All ~ Connection status: Mot co... ~ enter keyword(s)

58 My workflows
Current search filters are not saved yet. Reset all filters

My training

My team

Worksites

Worksite activity

SITEPASS

Diocese of Parramatta

~ APPROVED
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STEP 2
Click ‘Clergy/Lay Attendance Record’, under ‘parish admin’

QSitepass

4

s

Dashboard

My profile

My workflows

My training

My team

T Worksites

Worksite activity

Visitors

Reporting

€ Back

;rms§ B8 View client profile

- STATUS @

Status derived by core requirements

oy Overview

Workflow requirements

~ WORKFLOW STEPS

Privacy Disclaimer

v WORKSITES

Connected worksites

Worksite activity

~ PARISH ADMIN

Clergy/Lay Attendance Record

+ PARISH ADMIN

+ 7 Diocese of Parramatta

My workflow overview

My tasks

You have no tasks

My workflow categories

You don't have any workflow categories selected for this client.

Connected worksites

Clergy/Lay Attendance Record
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& Workflow Wizard

@ Manage
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STEP 4
Click ¢ > (top right corner)
which will open a panel on the left where you complete the manual entry.

Using the completed physical form, enter all required details, and upload a
scanned copy of the physical form under ‘Visit Correspondence & Records’.
Click Submit.

Add Parramatta - St Patrick's Cathedral Parish

Name of Attendee

Fr John Smith

Date and Time of Arrival

18 September, 2026 at 9:00 AM (7

Date and Time of Departure

18 Septemnber, 2026 at 11:00 AM fZ)

Reason for Visit

Supply for weekday Mass

Name of person verifying their attendance

Jane Doe

Visit Correspondence & Records

e

Drag a file here to upload

or browse 1 file on your computer

Example only
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Generating a Clergy/Lay Attendance

Record report

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

STEP 1
Once logged in, click ‘Reporting’.

Reporting

2 Sitepass Reporting

Dashboard

Generated reports

I

My profile
My workflows O Saved reports

My training

P02, My team

Worksites
Worksite activity

Visitors

Reporting

STEP 2
Click ‘+ New Report’ (top right corner)

+ New Report
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STEP 3
Configure the report using the below settings:

e Click 'Who', then select 'Team members'

e Click 'Dataset’, then select 'All team members'

e Click 'Worksite', then select your parish, at the bottom of the drop down list
under the subheading ‘Active worksites’, e.g. St Patricks Cathedral Parish.

e Click 'Report type/, then select 'Operational steps'

e Click 'Operational step', then select 'Clergy/Lay Attendance Record’

e Click 'Section’, then select your parish (e.g. St Patricks Cathedral Parish)

Configure report :

Who

Team members X v

Dataset

All team members

Worksite

St Patricks Cathedral Parish

Report type

Operational steps G 4

Operational step

Clergy/Lay Attendance Record -
Section
Parramatta - St Patrick’s Cathedral Parish -
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STEP4
Save and name the report.

Select ‘Save this report’ and under ‘Report name’, enter a filename for the report.
Click ‘Save & generate’.

Save this report

«©

Report name

Clergy-Lay Attendance Report - September 2026

Schedule this report

This report contains personal or sensitive information and must
only be handled for proper purposes and in accordance with your
organisation's sensitive personal information handling procedure.

Cancel Save Save & generate
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	Click ‘Login to existing account’.
	Enter your parish login email
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	On the Dashboard, you will be able to see the name of your parish under ‘My worksites’.
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	Once logged in, click ‘Worksite activity’ on the left menu.
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	If you do not see any activity, you may need to change your filter (see next step for more details)
	STEP 2

	Click the ‘Sign in’ dropdown option filter, then select the specific timeframe needed for your report (e.g. Last 3, 6 or 12 Months or a Custom Date Range).
	In this example, we’ll select 12 Months.
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	Click Report.
	A left window will pop-up
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	Who: Worksite activity (Default)
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