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Non-gov PRC coordinator access – Information for principals 

FULL INSTRUCTIONS 

Section A: Extend/reactivate an existing PRC coordinator 

Note: Follow these instructions if the staff member was granted PRC coordinator access at your school last year. 

Step 1: Modify account expiry date 

Principals log on to the DEC Extranet (Portal) at http://extranet.det.nsw.edu.au/ (login details are those used to 

provide teachers with access to PRC and SMART data). 

 

When logged on, select SMU (purple icon). 

 

 

 

 

 

 

http://extranet.det.nsw.edu.au/
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Note: In SMU (Staff Management Utility) you should be logged on. If you do not receive a welcome message with 

your name, select Logon in the left menu and re-enter your login details (the ones you used to log on to the Extranet). 

 

Select Staff Management in the left menu, then Non Gov - Search/Update. A new search screen will appear with 

your school name in the at location field. Enter the staff member’s last and first name and select Search. 

 
The staff member’s name should appear below the Search button. Select the staff member’s name to allow you to 

extend their account expiry date. Note: If the staff member’s name does not appear, see Section B: ‘Granting access 

to a new PRC coordinator’.  
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A page showing the staff member’s details will appear. In the field Expiry Date, enter 28/02/2016. Also check that 

the Email Address listed is correct and change if necessary. Once all changes have been made, select Modify. 

 

You will receive a green message at the top of the screen confirming the details have been successfully modified. 

Note: Resetting a staff member’s password 

Principals may need to reset an existing PRC coordinator’s password (if coordinator does not recall the password or if 

it is not working). This creates a new password for accessing PRC and SMART. 

 

To reset password: In SMU, in the left menu, select Staff Management, then Reset Password. Enter the staff 

member’s last and first names and select Search. The staff member’s name should appear below the Search button. 

Select the staff member’s name to allow you to reset their password. 

 
 

Enter a new password for the staff member in the New Password field at the bottom of the screen. Enter the 

password again in the Confirm Password field. You must now record the staff member’s User ID- DEC and 

password. Select Reset Password. A box will open asking you to confirm - select Okay. 
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Let the staff member know the User ID- DEC (username) and the password. For security purposes, these details are 

not emailed to the staff member or yourself. 

Step 2: Confirm PRC Coordinator access  

Principals log on to the DEC Extranet (Portal) at http://extranet.det.nsw.edu.au/ (login details are those used to 

provide teachers with access to PRC and SMART data). When logged on, select AMU (purple icon). 

 

 

Note: In AMU (Access Management Utility) you should be logged on. If you do not receive a welcome message with 

your name, select Logon in the left menu and re-enter your login details (the ones you used to log on to the Extranet). 

  

 

 

 

 

 

 

http://extranet.det.nsw.edu.au/
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In the Location Types field, select Non Government in the dropdown menu. In the Location(s) field that appears 

below, select your school name. Select the button next to PRC – Premier’s Reading Challenge and select Next. 

 Note: If you do not have the PRC option, select the AMU option instead then select Next. In the column PRC 

Authoriser, put a tick against your name. Log out and back into the Extranet and AMU. You should now have the 

option to select PRC. 

 
 

A list of staff members at your school appears. In the PRC Non Gov Coordinator column, confirm there is a tick 

against the name of the PRC Coordinator. If not, put a tick against the coordinator’s name.  

 

This staff member now has access to the PRC website and the Extranet. They can manage their own password by 

logging in to the Extranet using their DEC User ID (username) and password, and setting up their secret question and 

answer prompts.  

 

 

 

 

 



                                                                                      Non-gov PRC coordinator access – information for principals                                                                                   Page 6 

Non-gov PRC coordinator access – information for principals 

FULL INSTRUCTIONS 

Section B: Granting access to a new PRC coordinator 

Note: Follow these instructions if the staff member has not previously been granted PRC coordinator access at your 

school. 

Step 1: Create an account 

Principals log on to the DEC Extranet (Portal) at http://extranet.det.nsw.edu.au/ (login details are those used to 

provide teachers with access to PRC and SMART data). 

 

When logged on, select SMU (purple icon). 

 

 

 

 

 

 

http://extranet.det.nsw.edu.au/
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Note: In SMU (Staff Management Utility) you should be logged on. If you do not receive a welcome message with 

your name, select Logon in the left menu and re-enter your login details (the ones you used to log on to the Extranet). 

 

Select Staff Management in the left menu, then Non Gov - Search/Update. A new search screen will appear with 

your school name in the at location field. Enter the staff member’s last and first name and select Search.  

 

 
Note: If the staff member’s details appear below the Search button, she/he already has an account. See ‘Section A: 

Extend an existing PRC coordinator.’ 

If the staff member’s details do not appear, select Non Gov – Add Staff in the left menu. Fill in the information 

required about the staff member, using expiry date 28/02/16 and select Authorize.  

The staff member will receive an email with a link to record a password and set up secret question and answer 

prompts so they can reset and retrieve their password independently at any time.  

 

Step 2: Grant PRC coordinator access 

Principals log on to the DEC Extranet (Portal) at http://extranet.det.nsw.edu.au/ (login details are those used to 

provide teachers with access to PRC and SMART data). When logged on, select AMU (purple icon). 

http://extranet.det.nsw.edu.au/
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Note: In AMU (Access Management Utility) you should be logged on. If you do not receive a welcome message with 

your name, select Logon in the left menu and re-enter your login details (the ones you used to log on to the Extranet). 

 

In the Location Types field, select Non Government in the dropdown menu. In the Location(s) field that appears 

below, select your school name. Select the button next to PRC – Premier’s Reading Challenge and select Next. 

 Note: If you do not have the PRC option, select the AMU option instead then select Next. In the column PRC 

Authoriser, put a tick against your name. Log out and back into the Extranet and AMU. You should now have the 

option to select PRC. 

 
 

A list of staff members at your school appears. In the PRC Non Gov Coordinator column, put a tick against the name 

of the PRC Coordinator.  

This staff member now has access to the PRC website and the Extranet. They should be able to manage their own 

password by using their secret question and answer prompts in the Extranet.  


