
SSRC Portal user guide – 
Administrator 

2025 

Office of the  
Children’s Guardian 
www.ocg.nsw.gov.au 



Acknowledgement of Country 
We acknowledge the Traditional Custodians of the land where we live, learn and young people play. 
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and communities.  

More information 
This document is intended to be used as the User guide, support document and process guide for 
the Agency nominated SSRC Platform administrator role.  
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1 User Management 

1.1 Add a new user 
 
Follow these steps to add a new user to the SSRC portal 

Step Instructions Screenshot 

1 Go to the 'User 
management' section 
using the side menu. 

 

2 Click the 'Add a new 
user' button. 

3 Enter the user’s 
details. Double check 
the email address 
before saving the 
form.  

For security, please 
contact the OCG to 
update incorrect/new 
email addresses. 

 

4 Set the access end 
date if you would like 
to give temporary 
access to the user 

 

5 Click 'Save' when 
you’re ready. 
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Step Instructions Screenshot 

6 The portal will send 
an activation email to 
the user.   

The added user will be 
displayed in the list of 
active users with a 
pending status shown 
until they log in. 

 

 

1.2 Resending the activation email 
 

Use this feature to resend activation emails that might have been lost, expired or deleted. 

Step Instructions Screenshot 

1 Go to the 'User 
management' section 
from the side menu. 

 

2 Select a ‘Pending’ user 
from the Active users 
tab, then click ‘Edit’ 

Activation emails can 
only be sent to users 
that have not 
previously confirmed 
their portal access. 
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Step Instructions Screenshot 

3 Click the 'Send 
activation email' button 
found near the user’s 
email address. 

If the email address is 
incorrect, you will have 
to create a new user 
with the correct email 
and deactivate this 
user. 

 

4 A green banner will 
indicate that the 
activation email has 
been sent. 
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Step Instructions Screenshot 

5 Notify the user to 
check their inbox and 
spam folders for the 
activation email. 

 

 

 

1.3 Adding or updating mobile number for One Time 
Passwords (OTP)  

 

Use this feature to add or update a user’s mobile number. 

Step Instructions Screenshot 

1 Go to the 'User 
management' section 
from the side menu. 

 

2 Click the ‘Edit’ button 
on your selected user.  
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Step Instructions Screenshot 

3 Enter the mobile 
number and click the 
'Save' button.  

NOTE: For the security 
of the portal, we 
recommend all users 
keep their mobile 
numbers up to date. 

 

 

 

1.4 Deactivating a user 
 

Use this feature to remove a user's access from the portal. 

Step Instructions Screenshot 

1 Navigate to the ‘User 
management’ from 
the side menu. 
Search for the 
specific user within 
the ‘Active users’ list. 

 

 

2 Method 1: Click the 
‘Deactivate’ button 
from the Active user 
list or,  
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Step Instructions Screenshot 

3 Method 2: Click the 
‘Edit’ button to access 
the user's profile 
details. Click the 
‘Deactivate’ button or 
set an ‘Access End 
Date’ within the user's 
profile and ‘Save’ the 
changes. 

 

 

4 The system will 
deactivate the user's 
account and 
automatically adds 
the user to the 
‘Deactivated Users’ 
tab. 
 

 

5 The system will send 
a deactivation email 
to the user's 
registered email 
address. 
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1.5 Reactivating a user 
 
Use this feature to reactivate an existing user's access 

Step Instructions Screenshot 

1 Navigate to the ‘User 
management’ from 
the side menu. 

Search for the 
specific user within 
the ‘Deactivated 
users’ list. 

 

 

2 Click the ‘Edit’ button 
to access the user's 
profile details.  

3 Click the ‘Activate’ 
button. 
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Step Instructions Screenshot 

4 The system will 
activate the user's 
account and 
automatically move 
the user to the Active 
users’ list and send an 
activation email to the 
user's registered 
email address. 
 

 

 

1.6 Feedback 
For any feedback or suggestions regarding the portal, email ssrc@ocg.nsw.gov.au. 

mailto:ssrc@ocg.nsw.gov.au
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2 Troubleshooting 

2.1 Access 
If you haven't received the account activation email that grants access to the portal for the first 
time, or if you or other users in your agency were previously able to log in to the portal but are now 
encountering difficulties, contact the SSRC team at the OCG for assistance. 

Email ssrc@ocg.nsw.gov.au or call (02) 8219 3667. 

 

2.2 Error / system issue 
To report an issue, send an email to ssrc@ocg.nsw.gov.au  
Be sure to include a clear description of the problem and any relevant details, such as screenshots 
or error messages. Gathering additional information, such as screenshots of issue or error 
messages, can help the support team diagnose the problem more quickly. 

 

2.3 Critical outage 
To report an issue, send an email to ssrc@ocg.nsw.gov.au  
Be sure to include a clear description of the problem and any relevant details, such as screenshots 
or error messages. Gathering additional information, such as screenshots of issue or error 
messages, can help the support team diagnose the problem more quickly. 

mailto:ssrc@ocg.nsw.gov.au
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