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EMU (the Educational Management Utility) is an application that enables staff to reset

student passwords both individually and in bulk.
To be able to use the EMU tool, staff need to be delegated the permission to do so. The

principal is able to do this through AMU (the Access Management Uctility).

Both applications will be found under the My applications tab in the DET Portal

To reset a password in bulk follow the steps below:

|. Access the DET Portal.

2. Select the My Applications tab.

3. Select EMU—Educational Management
Utility from the list of applications.

My portal My applications My websites My profile

My applications
This section lists only those applications and terminal servers that your Portal lag-in gives you access to

Which links you see is determined by several factors, including your Portal Role, Location Number and Gri
the Visw by Rolss link In the My profils tab.) In addition, certain links are made avaiabls to sl DET/TAFE st
configured to make it accessible from outside the DET network (2.9, from home). For further information rej

Account Administration

Tools to manage staff and studert Internet accounts
For assistance, contact IT Help, i EM U

AMU - Access Mana; ent Utilit:

AMU allows only autharissg Users to grant access ta DET applications or

-t delegate authorisstiopfrights o an appropriate person wha can grant access to a specific application.
For assistance, contagl. IT Help Services B4 thelp@det new sdu au 5 1800 336 483

Child Protecti Awareness Trainin
Trairing far DET statt on Child Protection legislation and Departmental policy and procedures

For assistance £ontact: IT Help Services T3 1800 339 483 - For Policy and content advice, contact EPA
For any congérns about child protection issues speak with your Principal or the Student Welfare Consultar
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EMU - Educational Management Utility
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to reset student passwords.

For assistancs, contact IT Help Services F=] thelp@det nsw sdu au T 1800 338 483

4. Click on User Management

User Management

5. Your school will be listed in the Loca-
tion Name box.

6. Click on the down arrow at the right
hand side of the box to display a list of
school groups including Roll Call classes

and Scholastic Year groups.

7. Choose the group that requires pass-

words to be reset. Then click Search.

Search

Number fields (use wildeards to selectmuliple ftudents if required e.g.john ). Then click Search.
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Search for the student nama(s). In the Group Nafne field, J
section, and/or enter student search criteria in/the Usemame, Last Name, First Name or Student

Location Name:
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8. The students in the group will be listed
in the Search Results page.

9. To reset passwords for more than one
student in the group, click Reset Bulk

Pwd.

Pl

Search Resuilts

| Reset Bulk Pwd
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0. Once the Bulk Password screen dis-
plays, the students who need to have
passwords reset can be selected either

individually or as part of a whole group.

I 1. To select individuals, click in the check
boxes adjacent to the appropriate

names.

[2. To select all of a group, click in the

Notes

The applications
under the My appli-
cations tab may
vary from user to

user.

Applications are
listed in alphabeti-
cal order.

EMU will be effec-
tive when more
than one student at
a time needs a

password reset.

Sometimes it will
be appropriate to
reset the password
of each student in a
class. For example,
ina Year | class at
the beginning of a

new year.

Once students
passwords are re-
set they must be
given the opportu-
nity to change their
password to one
only they know.
This will ensure
their account de-
tails remain confi-

dential.

Students can
change their own
password from
within the DET
Student Portal or
Kidspace.
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check box in the top left of the table.

Click to select
all students

00455 SCH1ZE4

4 Annabelle.Lanham Lanham Annabele 03068 SCH1z24
#shley. Hopper Hopper Ashley 03062 SCH1Z34
Audrey, Allison Alison Audrey 03016 SCH1Z34

aaaaaaa Eagar Ciaran 03069 scH1z:

| Click to select individual students

I3. Enter the new password and then
click Submit

Password Rese New password

Enter a new password in the iEw Password field below, or use the default value, and click Submit

- ]

Mew Password

@[ _submit__ @] cancel ]

14.The password reset is complete when
‘password reset was successful’ is dis-

played at the bottom of the page.

Export Functions

It is possible to export the student de-
tails as an Excel file or a .csv (comma
separated values) file.

The value of this is that student details
can be displayed, printed, saved or
formatted from within a spreadsheet
application like Microsoft Excel.

To export the student details to Excel:
1. Click on (& Export to Excel |

2. When given the option, choose to
open the file.

3. This will present the student details
in a Microsoft Excel spreadsheet,
with each field in a different column.

4. Once in the spreadsheet, the data
can be manipulated, sorted, filtered,
and reformatted as appropriate. For
more information about this, refer to
the Help files within Excel

5. These details could be used:

e to create a reference list of stu-
dent names and DETUserIDs

e to create a class “mark book”

e to create a data file for a mail
merge

6. Before closing the Excel application
save the document.

Exporting to a .csv file provides the
same possibilities, but in a format that

is not limited to use by Microsoft Excel.

Notes

o A default password
is supplied, comply-
ing with the appro-
priate password
rules, by the sys-

tem.

e The default pass-
word does not
have to be used,
but all passwords
must comply with
the student pass-

word rules

e Password Rules:

K to Yr 6: | char-

acter minimum

Yr7toYrl2:4
characters mini-

mum

Letters (upper and
lower case), nu-
merals, and special
characters can be
used. Spaces will

not be accepted.

e More detailed in-
formation regard-
ing the use of EMU
can be found
within the Help link
on the EMU home-

page.
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