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Access Guide
10YPP Consultants, Project Managers, Property Project Administrators, and 10YPP Administrators

10YPP Consultants, Project Managers, Property Project Administrators, and 10YPP Administrators who want to access plans and school data online need to have an Education Sector Logon (user id/account for accessing education sector applications).
New Users
	Step
	Action

	1
	Download and fill in the Helios Portal and 10YPP Access Request Form before going in person to a regional property office with evidence of your identity.

	2
	Have your application validated - a delegated authoriser in the regional office will validate your identity and forward the form to the Ministry as a request.

	3
	Complete training module(s) – you will be invited to training via email from Training Services. 

	4
	Log into 10YPP Application – This will create your 10YPP account (required before access can be granted).

NB this step isn’t needed if you have only requested access to the Helios portal.

	5
	Wait ten to fifteen business days - after finishing your training. You'll receive information on how to access the system(s) eg logon details.

From this point, you can access the applications from the Property Portal


Existing Users (adding new schools)

	Step
	Action

	1
	Download and fill in the Helios and 10YPP additional schools request form and send to your Regional Property Advisor.

	2
	The Regional Property Advisor will send the request to the Ministry Service Desk after first checking all mandatory data is present.

	3
	The new schools will be added to your user profile.

	4
	Wait four to six business days – for the update to be made.

From this point, you can access the applications from the Property Portal


Access Levels

· Project Managers: Write-access via Helios Portal to the projects you're working on.

· Property Project Administrators: Write-access via Helios Portal to the projects you're working on.

· 10YPP Consultants: Write-access to the online Ten Year Property Planner application and read-access to the school property data via the Helios Portal for the schools you are working with.

· 10YPP Administrator: Write-access to the online Ten Year Property Planner application and read-access to the school property data via the Helios Portal for the schools you are working with.
Service Desk
If you have any problems logging in, please contact the Education Service Desk on: 

Email: service.desk@education.govt.nz
Phone: 0800 422 599
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