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Introduction

The Victorian Institute of Teaching (VIT) is transitioning from physical
registration cards to a digital solution for a safer and more convenient
way to verify teacher registration in Victoria.

Currently, registered teachers and early childhood teachers in Victoria
can prove their registration via the register of teachers and Employer
portal, or by showing their employer a physical registration card.

A digital registration card solution will improve the registration
experience, provide for the safety and wellbeing of children and young
people and deliver a range of benefits for teachers, employers and the
wider teaching profession.

The VIT has engaged Service Victoria to develop and host the digital VIT
registration card on the Service Victoria mobile app, providing employers
and teachers with convenient access to real-time proof of registration.

This user guide includes instructions that will assist teachers to access
their new digital VIT registration card, including setting up, using and
managing their digital card in the Service Victoria app wallet. The guide
also includes resources to support teachers and employers throughout
the transition from physical to digital registration cards.



https://www.vit.vic.edu.au/search-the-register
https://nexus.vit.vic.edu.au/employer/login
https://nexus.vit.vic.edu.au/employer/login
https://www.vit.vic.edu.au/benefits-digital-registration-cards

Your digital VIT registration card

The new digital VIT registration card is a digital version of the current
physical VIT registration card. It's accessed via the Service Victoria app
and displays the same registration details as a physical card.

The new digital cards will, in time, replace the current physical cards.

If you're about to apply for teacher registration or permission to teach
(PTT) or renew your registration with VIT, the following information will
guide you through the process of accessing your digital VIT registration
card.

Once your application for teacher registration or PTT has been
approved, you will receive a confirmation email from VIT with
instructions on how to set up your new digital card via Service Victoria.

Once you have completed the process, your digital VIT registration card
will be available in the Service Victoria app wallet on your smart phone or
tablet whenever you need to prove your registration status.

Digital cards will be gradually rolled out
to all registered teachers and early
childhood teachers over 12 months and
issued alongside physical cards to allow

for a smooth transition period.

The transition to a digital-only solution is
expected to be complete in late 2025.




Instructions

You will be required to complete the ‘Add your
VIT registration card’ transaction to set up and
access your new digital VIT registration card.

The ‘Add your VIT registration card’
transaction must be completed via the
Service Victoria website.

The transaction is not currently available on
the Service Victoria app, however once
complete, your new digital card will be
accessible via the Service Victoria app digital
wallet any time you need to provide your
registration status.

A series of how-to instructions and
screenshots have been collated to support
you while completing the transaction.
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How to add a digital card

The following instructions outline how to set up a digital VIT registration card.

1. Open your VIT confirmation email and

click on the Service Victoria link to access
the ‘Add your VIT registration card’ page.

Tap “Get started”.
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Add your VIT registration
credentials to your Service
Victoria digital wallet.
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2.

Log in using an existing Service Victoria
account or create an account.
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Add your VIT

registration card

Login

You'll need a Service Victoria acsount to:

» store and occess your digital card
imside your digital wallet

= downlood and use the Service Victorio
maobile app to occess a digitol version
of your card

Your account also gives you access to
dozens of government services anline,

Login

Once logged in, the system will check if
you already have a digital VIT registration
card. If the system detects an existing
card, follow the instructions that appear.

Add your VIT

registration card

You already have a
digital card

It locks like vou already hove a walid
VIT cord.

To find your card:

= apen your Service Victoria mobile app

» log in to your Service Victorio account

= salect My wallet' along the bottom of
YOUF SCreen,

If you have any questions about this, you
con contact us,
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4,

If you don't have an existing VIT
registration card, provide your family
name, date of birth and VIT registration
number (as registered with VIT). Tap
‘Next'.

Add your VIT

registration card

Find your record

We need your family name, vIT
registration number and date of birth.

These details must mateh vour MyWIT
account

Family name

Date of birth

‘ DD MM Yy ‘

VIT registration number

6 digits long using only numbers

‘ Back ‘

If your details can be found and you're 6.
eligible, you'll be asked to perform a one-
time-password (OTP) to verify the record
ownership. You can choose between your
mobile number or email address.

Add your VIT

registration card

Confirm it's you

We'll send a security code to your
registered VIT ermail or mobile,

Send security code to
() Email abeesfg@hiseamo
() Mobile =<ss10222804

Wrong details?

If the email or mobile above are incorrect,
update vour details in your MyVIT account.
Then tap 'Exit' to start again.

Exit

If you don't have a mobile number linked
to your MyVIT account, an email address
will be the only option provided.
International mobile numbers are not
compatible, therefore an email address
will be the only option provided.

senv

€ Back to Previous

Add your VIT

registration card

Confirmit's you

We'll send a security code to your
registered VIT email or mobile.

Send security code to

(® Emoail abs+fg@ hi=++mo

@ Don't see your phone number?

We can only send security codes to
Australian mobile numbers.

Wrong details?

If the email or mobile above are incorrect,
update your details in your MyVIT account.
Then tap 'Exit' to start again.

‘ Exit ‘
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A 6-digit code will be sent to your 8. When the record ownership is verified, the 9. Once this check is complete, you'll see the

selected communication channel. Obtain OTP process is confirmed. message ‘We’re making your digital card'.
the code sent to your email or mobile and To send feedback, tap the thumbs up or
enter it on the following screen. Then tap thumbs down icon, then tap ‘Send

‘Verify'. feedback'. If you don’t want to provide

feedback, tap ‘Exit’ The set-up process is
now complete.

Add your VIT

SER{E SER
Sovarnment
We’ve emailed your code to

ab+ssfg@hisssmo @ Thanks <name>

registration card

We're making your digital card
Enter 6-digit code

3 7| Your Service Victoria
transaction reference number

Cade is valid for 8 min 59 sec SV-ABC-111-111-111

If you don't receive a code within a few

minutes, tap ‘Send new code’. Keep this number where you can find It

Security code confirmed

It help us locate your request should we
. need to chot about it later,
Verify

What's next?

Send new code e | () s

‘We'll emalil you when your cord s
on its way to your digital wallet

Choose another option = 2. Find it in My wallet
To find your card, open your
Service Victorio mobile app and
tap "My wallet' ot the bottem of
vour screen
You'll need to log in if you haven't
already.

How was your experience?
. L
Good Bod

Exit




10. To use your digital VIT registration card, download and login to the Service Victoria app. 1. Open the Service Victoria app. Tap ‘My
Links to the appropriate app stores will be provided in the Service Victoria confirmation wallet’ at the bottom of the screen.
email. Usually, your digital VIT registration card

will appear straight away, but it can take
up to 10 minutes.

Subject Line: Your digital VIT card is almost ready

Hi <given name:=
We received your request. We're making your digital VIT registration card.
Your Service Victoria transaction reference number is: 123456789

What to do next?

To find your digital card, open your Service Victoria mobile app and go to your wallet at

the bottom of your screen. Ambulance Victoria Veterans Card -
membership Victoria

Get the Service Victoria app from Google Play SENIORS CARD ’
Get the Service Victoria app from Apple App Store

You'll need the latest version of the Service Victoria mobile app.

Seniors business
discount card

Need Help?

Contact us or chat with Vicky, our Virtual assistant.
° Your VIT registration card has been

Thanks successfully added to your wallet.
Customer Support
Service Victoria & = -3

Horme My wallet Login




Error messages

Finding a record
The following error messages outline an issue when attempting to find a record to access a digital VIT registration card.

1. This error message displays when you've 2. This error message displays when you 3. This error message displays when you
entered your family name, date of birth or don't hold current registration, and a don’t have a mobile phone number or
VIT registration number incorrectly. digital VIT registration card cannot be email address linked to your MyVIT

generated. account.

ssr% -

¢ Back to Previous

Add your VIT

registration card

We can’t find your
record
Check your details and try
again

Use the 'Back' button to check
your details, making sure:

+ you entered your VIT
reqistration number and birth
date correctly

= the spelling of your family
name is correct

® Having trouble? Contact VIT online
or call them on 1300 888 087,

[ Back ‘

< Back to Previous

Add your VIT

registration card

Check registration

° You don't hold current
registration

To check your registration
status:

+ log in to your MyVIT account

or

+ contact VIT online or call
them on 1300 888 067

Back ‘

ss%

¢ Back to Previous

Add your VIT

registration card

We can‘t find your

details

o It looks like VIT doesn't have
your mobile or email address

To update your details:

» log in to your MyVIT account
or

+ contact VIT onling or call
them on 1300 888 067

Once updated you can come
back and add your digital
registration to your wallet.

‘ Exit ‘
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4. This error message displays when a
technical issue occurs with the Service
Victoria app. You can tap “Try again” or

restart the transaction from the Importqnt
beginning. You can also contact Service
Victoria should the issue persist. 1. The details entered on the ‘Find your record’ screen must match
those in your MyVIT account. Use the back button to check the
_ - details you've entered are correct. If these details are correct, check
- Ve that the details on your MyVIT account match or update the details.
< Backto Previous You can restart the process by re-entering your details and then

tapping the next button.
Add your VIT

registration card

You're required to login to your MyVIT account or contact VIT to
check your registration status.

Something went

wrong . Mobile number and email address are required to verify the record
) ownership using the OTP. If your MyVIT account does not contain a
o Sorry, there’s an error at ) . )
our end mobile number or email address, you will need to update your
Walt a few minutes before details via your MyVIT account. Once your details are updated, click
trying again.

back. You can restart the process by re-entering your details and
us 56 we can look into the error. then tqpp|ng the next button.

If it keeps happening, contact

Note: You don’t need a mobile phone number to create a MyVIT
Try again

account, however an email address is required to create a MyVIT
‘ Back ‘ account. This error should not occur, as every MyVIT account
requires an email address.




Using a one-time password (OTP)
The following error messages outline an issue when attempting to verify the record ownership using an OTP to access a digital VIT registration card.

1. This error message displays when you 2. This error message displays when a 3. This error message displays when the
have entered an OTP too many times and technical issue occurs with the OTP. You code has timed out because you have
are required to choose an alternative can wait a few minutes to try again. You taken too long to use it. You can choose
communication method (mobile or email can also contact Service Victoria should your email address or mobile phone to

address) to try again.

SEP”;

< Backto Previous

Add your VIT

registration card

Confirm it's you

we'll send a security code to your
registered VIT email or mobile.

A Toomany incorrect
attempts

You've entered that code
incorrectly more than [X] times
using your <email/mobile>.
Choose <mobilefemail> to try a
different way.

Send security code to
O Email ab+==fg @ hi*++mo

O Mobile =4+ esxaus 604

Wrong details?

If the email or mobile above are incarrect,
update your details in your MyVIT account.
Then tap Exit' to start again.

‘ Exit ‘

the issue persist.
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Add your VIT

registration card

Confirm it's you

‘We'll send a security code to your
registered VIT email or mobile.

A Sorry, there's an error at
our end

Wait a few minutes before trying
again.

If it keeps happening, contact us
sowe can look into the error,

Send security code to

O Email ab++=fg @ hi=++mo

Wrong details?

If the email or mobile above are incorrect,
update your details in your MyVIT account.
Then tap 'Exit' to start again.

‘ Exit ‘

start again.

= SE%W
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Add your VIT

registration card

Confirm it's you

We'll send a security code to your
registered VIT email or mobile.

A Code has timed out

Codes stay valid for [X] minutes.
Choose your email or mobile to
start again,

Send security code to
() Email absssfg@hi<mo

() Mobile w5+ eerr 604

Wrong details?

If the email or mobile above are incorrect,
update your details in your MyVIT account.
Then tap 'Exit' to start again,

‘ Exit




4. This error message displays when you 5. This error message displays when you 6. This error message displays when you've
have tapped ‘Verify’ without entering the have entered the wrong 6-digit code. You had too many attempts using both
6-digit code. can check the code and try again. communication channels with the wrong

details. If your details are incorrect, you
can update them in your MyVIT account
or contact Service Victoria for further
assistance.

SEW _
Bavernment

We've emailed your code to We've sent an SMS with your code D
ab#++fg @ hi***mo to sxesesses GO

Enter 6-digit code Add your VIT

A Wrong code, Check the registrcltion =]
|1| D D D D D <message/email> we sent

and try again.
We can't help you without this info

Code is valid for 8 min 59 sec

Enter 6-digit code Can't Verify code

If you don't receive a code within a few
minutes, tap 'Send new code’, ° Too many attempts or you may

have the wrong details

Code iz valid for 8 min 59 sec
Verify . o If your email or mobile are
If you don't receive a code within a few

incorrect, update your details in
your MyVIT account.

. If you need help contact us.
Send new code .
Try again

Choose another option [

minutes, tap ‘Send new code’.
[ Send new code ‘

Choose another option

Update VIT details

Exit
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7. This error message displays when you
took too long to use the code. You can
contact Service Victoria if you didn't
receive a code.

SER !: i'!!
State
Government

< Backto Previous

Add your VIT

registration card

Can't verify code

° You took a little too long

Tap 'Try again’ for another go.

@ Didn't receive a code?
Contact us for assistance.

‘ Update VIT details ‘

Exit

This error message displays when you
attempt to verify the record ownership
without entering a code. You cannot
access your digital VIT registration card
without completing the security check.

= SER |‘ ir!E
- State
Government

£ Backte Previous

Add your VIT

registration card

Leaving us?

° You cant register without doing
a one-time security check

You'll lose your progress and
still have to pass security if you
come back to try again.

@ Didn't receive a code?
Contact us for assistance.

‘ Update VIT details

Exit
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How to view your registration details

The following instructions outline how to access your digital VIT registration card to view your registration details.

1. Unlock your smart phone and find the 2. Tap ‘My wallet’ at the bottom of the 3. Tap “VIT registration card”.
Service Victoria app. Tap on the Service screen. If you're not already logged into
Victoria app to open it. your Service Victoria account, you'll be

prompted to login.
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Your VIT registration card has been
successfully added to your wallet.
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4. Pull down to refresh or click the ‘Tap here
to refresh’ button on the bottom of the
card. Take note of the registration details
(current or non-practising status, expiry
date etc).

Tap to expand

JANE ANNE CITIZEN

Registration number

123456
Registered Teacher

Valid to

01Month 2025

Status

@ current

This teacher is exempt from the Working with




How to use the QR code

The following instructions outline how to use the digital VIT registration card QR code to verify your teacher registration.

1. Open your digital VIT registration card and 2. Tap the QR code to expand. 3. Using the Service Victoria app scanner on
pull down to refresh or click the ‘Tap here another device, scan the QR code.
to refresh’ button on the bottom of the
card. Locate the QR code on the top right-
hand side.

Check registration

Tap to expand

JANE ANNE CITIZEN

Employers can verify a teacher’s registration
status by scanning the QR code, or checking
Registration number the register of teachers
123456

We protect your privacy. Learn more

Provisionally Registered Teacher

valid to

01Month 2025

Status

Bring the QR Code into view and hold steady.
@ current

This teacher is exempt from the Working with




4. You will be directed to the register of
teachers where registration details can be
checked and verified.

Register of teachers

First name

Last name

Registration number

search

Search any combination of first name,
last name and [ or registration number.

& vitvic edu.au




How to remove a digital card

The following instructions outline how to remove a digital VIT registration card from the Service Victoria app wallet.

1. Unlock your smart phone and find the 2. Tap ‘My wallet’ at the bottom of the 3. Tap “VIT registration card”.
Service Victoria app. Tap on the Service screen. If you're not already logged into
Victoria app to open it. your Service Victoria account, you'll be

prompted to login.
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4. Tap the .’ button on the top right of the 5. Tap‘Remove card’ to proceed. You'll
“View details” page and tap “Remove return to ‘My wallet’ and the VIT
from wallet”. registration card is removed.
Alternatively, tap “Close” to abort the
remove card action.

Please note: you'll need to complete the
‘Add your VIT registration card’
transaction to add the card to your wallet
again.

Check

A

Remove card from wallet

wvictorian institute

teaching

Tap to expand
Removing this card is final.
JANE ANNE CITIZEN

If you remove this card, you won't receive
renewal reminders in the future,

Registration number If you want to add this card to your wallet

123456

again, you'll have to start the process from

scratch

Registered Teacher

Valid to

01Month 2025

Status

@ Current




Need help?

If you're experiencing technical issues with the Service Victoria app, A range of resources have been developed to support you in the
check you're using the latest version or contact Service Victoria for further transition to digital registration cards including
assistance. «  support pack

» benéefits of digital registration cards

If you're having trouble accessing your VIT digital registration card, check
your details have been entered correctly. If your VIT record can't be
found, log in to your MyVIT account to confirm your registration details.

e FAQs.

For queries relating to digital VIT registration cards, please reach out
online or via email.



https://service.vic.gov.au/contact/send-us-a-message
https://nexus.vit.vic.edu.au/nexus/login
http://www.vit.vic.edu.au/media/1334
https://www.vit.vic.edu.au/benefits-digital-registration-cards
https://www.vit.vic.edu.au/faqs-digital-vit-registration-cards
http://www.vit.vic.edu.au/contact/how-can-we-help
mailto:vit@vit.vic.edu.au

