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This document outlines the steps that a Creator in the Griffith Guest Account Registration service
should follow to create an account for the Griffith Guest.

Create an account steps

Step 1. Login to the Griffith Guest Registration Service

Griffith Guest Registration Service

W GHfh

Username

Current Password
\Z )

Information Technology Resources Code of Practice

Information technology resources are essential for accomplishing Griffith University's mission. Members of the
University community are granted shared access to these resources on condition they are used in accordance
with the University's Information Technology Code of Practice.

This Code of Practice applies irespective of where the University information technology resources are
accessed and used, and includes use at home.

You can expect sanctions if you act irresponsibly and disregard your obligations under the Code of Practice.

It is your responsibility to become familiar with the Code of Practice.

Step 2. Once successfully logged in you will be presented with the system Dashboard.

Click “Register Guest User” to create a new user.

Main Menu

Register Guest User Register a new guest user account.
Logout of the password self service application.
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https://password.griffith.edu.au/pwaguest/

Step 3. The Register Guest User form will be presented, and will automatically populate the
username for the client. This username will be used by the client to login to Griffith Systems.

16 March 2016

Griffith Register Guest User
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To register a new guest account, please enter the following information.

Username*

| 118376960 |

Guest Email Address*

|Z jl
First Name*

|Z j|
Last Name*

|Z jl

Requester Email Address*

| | |@grifﬁth.edu.au ‘

Account expiration date (maximum 14 days)
23/03/2016 v

Terms and Conditions

1. I acknowledge this account will be actiwve for 10 working days (only).
There iz no possibility to extend this.

2. I acknowledge that this account has been created for an official guest
of the University.

3. I acknowledge that this account has been created to support the official
business of the University.

4. I acknowledge I will report any irregular or inappropriate account usage
to the IT Security Team.

5. I understand that creation of this account and its subseguent use will

O agree to the above terms and conditions

- Clear Cancel
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Step 4. Manually complete all of the relevant fields on the Register Guest User form.

Guest Email Address: Is your guest’s external email account and will be used to send relevant
email to so that they can activate and use their account.

First Name and Last Name: Is your guest’s name.

Requestor Email Address: Is the Griffith staff member who has initiated this request, this person
will receive a notification email after the guest account has been created. This person could be
you, your manager or another Griffith Staff member who has requested you to create the account.

Account Expiration Date: Is the date (end of the day) when the account will expire and the guest
will no longer be able to access the account.

Griffith Register Guest User
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To register a new guest account, please enter the following information.

Username*

18376860 |

Guest Email Address*

|guesl@exlemalemail,com |

First Name*

|Joe |

Last Name*

| Bloggs |

Requester Email Address*

|myemai| ‘ |@gr|fﬂth_edu.au ‘

Account expiration date (maximum 14 days)
10/03/2016 -

) March =

S M T W T F S ~
- ns
5
12 account will be active for 10 working days (only).
7 18 19 ility to extend this.
20 21 22 23 24 25 26 this account has been created for an officiel guest
31

i this account has been created to support the official
iversity.
2015 2016 2017 L1 report any irregular or inappropriate account usage
_ Team. b
5. I understand that creation of this account and its subsequent use will

O agree to the above terms and conditions

- Clear Cancel
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Step 5. Please read the Terms and Conditions before selecting “I Agree...” and clicking on
“Create”.

Register Guest User

WG

To register a new guest account, please enter the following information.

Username*

\_t183?6960 |

Guest Email Address*

‘ guest@externalemail.com |

First Name*

‘:Joe |

Last Name*

‘. Bloggs |

Requester Email Address*

‘.myemail | ‘.@gr\fﬁth.edu.au |

Account expiration date (maximum 14 days)
10/03/2016 -
LELS AUd WOLUL LLONS

1. I acknowledge this account will be actiwve for 10 working days (only). ~
There is no possibility to extend this.

2. I acknowledge that this account has been created for an official guest
of the University.

3. I acknowledge that this account has been created to support the official
business of the University.

4. I acknowledge I will report any irregular or inappropriate account usage
to the IT Security Team.

5. I understand that creation of this account and its subseqguent use will
be logged and may be audited.

Mo agree to the above terms and conditions

Step 6. A success message will be presented to you once the account has been created. Click
“Continue” to return to the dashboard.

Success

WGt

The new guest account has been successfully created. The guest user will receive a notification if the
email address has been entered. The guest account may still need activation
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Step 7. To exit the system click “Logout” on the dashboard, the Logout screen confirms that you
have successfully logged out of the Griffith Guest Registration Service.

- Logout
W Griffth

You are now logged out.

For further information or to request access teo create a guest account refer to the support site: Guest
Account Reqgistration.

Please close all intemet browser windows before you try to login again.

Prepared by: EIAM Project Team
Last modified: Tuesday, 8 March 2016
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