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1. Basic Navigation 

1.1 First time log in or activation 
Step Instructions Screenshot 

1 You will be sent an 
activation email when 
your portal 
administrator adds you 
to the SSRC Portal for 
the first time. 

Check your inbox for an 
account activation 
email and click the ‘Set 
password’ button. 

If you cannot find or 
have lost your 
activation email, 
contact your portal 
administrator for 
another activation 
email. 

 

 

2 Create your password. 
Passwords must be: 

- At least 8 characters 

- Contain at least 3 of 
the following: 

• Lower case 
letters a-z 

• Upper case 
letters A-Z 

• Numbers 0-9 

• Special 
characters 
e.g. !@#$%^&* 
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Step Instructions Screenshot 

3 When your password is 
successfully created, 
click the ‘Login’ button 
to be taken back to the 
log in screen. 

 

4 Enter your email 
address and password, 
then click the 
‘Continue’ button. 
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Step Instructions Screenshot 

5.a If your mobile number 
is already registered, 
your verification code 
will be sent via SMS. 

Enter the verification 
code then click the 
‘Continue’ button. 

 

5.b If your mobile number 
is not yet registered, 
you will be prompted to 
enter your mobile 
number and to receive 
your verification code. 

Enter the verification 
code then click the 
‘Continue’ button. 
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1.2 Log in – as usual 
Step Process / Step Screenshot 

1 Access the SSRC 
portal link. 

 

2 Enter your email 
address and password, 
then click ‘Continue’. 

3 Enter the verification 
code sent to your 
mobile number. Then 
click on ‘Continue’ 
button. 
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Step Process / Step Screenshot 

4 To receive your 
verification code via 
email: 

1. Select ‘Try another 
method’.  

2. Select 'Email'. 

3. Then enter the 
verification code 
sent to your email 
and click 'Continue'. 
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1.3 Reset password 
Step Process / Step Screenshot 

1 Click the 'Forgot 
password?' link 

 

2 Enter your email 
address and click the 
'Continue' button. 
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Step Process / Step Screenshot 

4 Check your email for 
the reset password 
link. 

 

5 Click the 'Reset 
password' link in the 
email 
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Step Process / Step Screenshot 

6 Enter and Re-enter 
your new password 
based on the listed 
criteria and click the 
'Set password' button. 

 

7 Once your new 
password is set, click 
on the 'Login' button to 
be taken back to the 
log in page. 
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Step Process / Step Screenshot 

8 Enter your email and 
new password then 
click the 'Continue' 
button. 
 

 

9 Enter verification code 
sent to your phone. 
Then click ‘Continue’. 

 

 

  



 

10 
 

1.4 Logging out 
Step Process / Step Screenshot 

1 Click on your name in 
the top right corner. 

 

2 Click the 'Log out' 
button to log out 
securely. 

 

 

  

1 

2 
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1.5 New placement 
Step Instructions Screenshot 

1 Select the 'New 
placement' tab in the 
side menu. 

  

2 Fill in all mandatory 
fields and click 
‘Continue’. 

1 

2 
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Step Instructions Screenshot 

3 Complete the 
placement details form 
and click the 'Continue' 
button. 

Note: placement entry 
date may not be a 
future date 
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Step Instructions Screenshot 

4 Review all entries and 
make necessary edits if 
required then click the 
'Continue' button. 
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Step Instructions Screenshot 

5 Declare and submit the 
application. 

 

6 The new placement 
application is now 
submitted. You can 
download, print (if 
needed) or create 
another application. 

 

7 A submission 
confirmation will be 
sent to your email. 
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1.6 Placement exit 
 
Follow these steps to create a placement exit 

Step Instructions Screenshot 

1 Select the ‘Placement 
exit' tab in the side 
menu. 

 

 

2 Enter the placement 
details as shown and 
click ‘Continue’. 

3 Enter the placement 
exit date. Date must 
the  

 

 

1 

2 
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Step Instructions Screenshot 

4 Review all entries and 
make necessary edits if 
required and click the 
'Continue' button.  

 

5 Declare and submit the 
application. 
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Step Instructions Screenshot 

6 The Placement exit 
application is 
submitted. You can 
download, print (if 
needed) or create 
another application. 

 

 

7 A submission 
confirmation will be 
sent to your email. 
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1.7 Supervisor notification 
Step  Instructions Screenshot 

1 Click the 'Supervisor 
notification' section 
from the side menu. 

 

2 Enter the agency 
details as shown and 
click ‘Continue’. 

3 Enter the child details 
as shown and click 
‘Continue’. 

 

1 
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Step  Instructions Screenshot 

4 Review all entries and 
make necessary edits 
if required and click 
the 'Continue' button. 

 

5 Declare and submit the 
application. 
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Step  Instructions Screenshot 

6 The Supervisor 
notification is 
submitted. You can 
download, print (if 
needed) or create 
another application. 

 

7 Submission email will 
be sent to your email 
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1.8 Case plan notifications 
 

Step Instructions Screenshot 

1 Click the 'Case plan 
notification' from 
the side menu. 

 

 

2 Application step 1 –  
Case plan details 

Enter the case plan 
details as shown 
and click ‘Continue’. 

3 Enter the child 
details as shown 
and click ‘Continue’. 

 

1 
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Step Instructions Screenshot 

4 Review all entries 
and make 
necessary edits if 
required and click 
the “Continue” 
button. 

 

5 Declare and submit 
the application 
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Step Instructions Screenshot 

6 The Case plan 
notification is 
submitted. You can 
download, print (if 
needed) or create 
another application. 

 

7 Submission email 
will be sent to your 
email 
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1.9 Review a placement history 
 

Step Instructions Screenshot 

1 Click the 'Review a 
placement history' 
from the side menu.  

You must agree the 
terms of use before 
performing your 
search. 

 

 

2 Enter child details and 
click the 'Search'.  

For more specific 
results, click 'Show 
more options' and add 
additional filters. 

 

 

1 

2 



 

25 
 

Step Instructions Screenshot 

3 To view more 
information about a 
child's placement, 
simply click on their 
name (displayed in 
blue) under the 
'Placements' section. 
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Step Instructions Screenshot 
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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, request your manager resend it. 

• If you were previously able to log in to the portal but are now encountering difficulties, 
contact the SSRC Register for assistance. Email ssrc@ocg.nsw.gov.au or call (02) 8219 3798.   

2.2 OTP Mobile Device number change 
If your mobile number has changed, notify your manager. They will update your information in the 
portal, and you will subsequently receive a verification code via SMS to your new number. 

 

2.3 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. 

 

2.4 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. 

 



 

 

  

 
 

Office of the Children’s Guardian 

Locked Bag 5100 
Strawberry Hills NSW 2012 

 

Office hours: 
Monday to Friday 
9.00am — 5.00pm 

T: (02) 8219 3853 
E: ssrc@ocg.nsw.gov.au 
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