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Logging into SEDA College NT’s Caregiver Portal 
 

1. Visit: www.pcs.sedacollege.nt.edu.au 

 
 

2. Enter your Username and Password as per communica�on sent by the College. If you cannot 
find your login informa�on, please email businessmanager@seda.nt.edu.au  
 

3. If you have forgoten your username or password, please click ‘Forgot Password’. 

4. To change your password, click the lock buton on the righthand side of your screen.  
 

Example of home screen: 

 

  

http://www.pcs.sedacollege.nt.edu.au/
mailto:businessmanager@seda.nt.edu.au
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Scheduling a MyPlan Mee�ng 
 

1. Click ‘Teacher Availability Slot’ under the ‘Interviews’ sec�on. 
 

2. Click ‘Click here to select an interview’. 
 

3. Select the relevant MyPlan mee�ng you wish to atend. 

 
4. The green �me slots are available for mee�ngs with your child’s teacher. Click the �me slot 

that best suits you. 
 

5. If an addi�onal Caregiver will be atending the MyPlan mee�ng, Tick ‘Will more than one 
caregiver be atending the interviews’. 
 

6. Click ‘Complete and Send Confirma�on’ when you have completed the above steps. 

Accessing your Child’s Semester Report 
 

1. Click ‘Student Informa�on’ then ‘Reports’. Here you will be able to click the PDF reports 
relevant to your child. 

 
 

Accessing your Child’s Atendance Records 
 

1. Click ‘Student Informa�on’ then ‘Atendance’. Here you will be able view your child’s 
atendance records. 
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Accessing your Child’s Personal Informa�on and Caregiver Details 
 

1. Click ‘Student Informa�on’ then any of the following tabs you wish to access: 
a. Caregiver details 
b. Address details 
c. Emergency contacts 
d. Medical informa�on 
e. Ethnici�es 

 
2. If any informa�on in the above areas requires upda�ng, please refer to the Update Profile 

sec�on of this document.  

Profile Update 
 
To update your child’s, caregiver and/or emergency contact details, please complete the following 
steps: 

1. Click ‘Update Profile’ on the home page of your Caregiver Portal.  

 
 

2. The first page will show Caregiver contact details. You can amend any areas they are 
highlighted in white boxes. If a box is blank, feel free to add relevant informa�on.  
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3. Click ‘Save Contacts’ if informa�on has been added or amended.  

 
 

4. To change an address detail, click ‘My Address’. You can amend any areas they are 
highlighted in white boxes. If a box is blank, feel free to add relevant informa�on. 
 

5. Click ‘Save Address’ if informa�on has been added or amended.  

 
 

6. To add or amend your child’s details, click the child’s name, then click ‘Student Details’. You 
can amend any areas they are highlighted in white boxes. If a box is blank, feel free to add 
relevant informa�on. 
 

7. Click ‘Save Student Details’ if informa�on has been added or amended. 

 
 

8. To add or amend your child’s medical condi�ons, click the child’s name, then click ‘Medical 
Condi�ons’. Tick or un-�ck applicable medical condi�ons. Please ensure that you add 
comments for any condi�ons that are �cked. A comment is normally a short explana�on 
about the medical condi�on.  

 
9. Click ‘Save Medical Condi�ons’ if informa�on has been added or amended. 
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10. To add or amend your child’s emergency contact/s, click the child’s name, then click 
‘Emergency Contacts’. You can amend any areas they are highlighted in white boxes. If a box 
is blank, feel free to add relevant informa�on. To add a new contact, click ‘Add New’, then 
populate relevant areas.  
 

11. Click ‘Save Emergency Contacts’ if informa�on has been added or amended. 
 

12. To amend caregiver communica�ons, click the child’s name, then click ‘Communica�on 
Op�on’. You can amend any areas they are highlighted in white boxes. If a box is blank, feel 
free to add relevant informa�on. 
 

13. Click ‘Save Communica�on Op�ons’ if informa�on has been added or amended. 
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