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1. New user account request 
You must request an account with your official work email address via the new user account 
request form available through either the Transport for NSW Services Portal or the Transport for 
NSW School Portal.  
 

1.1 Access the ‘New School User Account’ form 
There are two ways to access the ‘New School User Account’ form: 

1. From your web browser, go to the Transport for NSW School Portal at 
concessions.transport.nsw.gov.au/school-portal 

Select Request new user account (as shown below) 

 

     

OR 

2. Go to the Transport Services Portal at https://appln.transport.nsw.gov.au/portal/  

Select REQUEST AN ACCOUNT (as shown below).  

https://concessions.transport.nsw.gov.au/school-portal
https://appln.transport.nsw.gov.au/portal/
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The ‘Request Access’ screen will appear. Select I WORK FOR A SCHOOL.   

 
 

1.2 Request new user account 
On the ‘Request New School User Account’ form, enter your details. 

Notes: 

• All fields are mandatory and must be completed. 

• All staff who are active users of the School Portal must have their own individual email 
address in order to successfully register and set up multi-factor authentication (MFA). 
Do not use a shared email address (e.g. admin@school.com) to access the School Portal 
as this will create security risks. 

• As you type your school name, the form will auto-populate a list of school names. Select 
your school from the list. If your school does not appear in the displayed options, please 
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submit an enquiry via transportnsw.info/concessions-feedback by selecting Questions 
followed by School and student then School operator portal. 

Click the School Student Travel Management checkbox to request access to the School Portal 
(as shown below). 

To request access for an additional school, select the + Add another School option (as shown 
below) and complete the fields under ‘Access Details’ section. 

 

 
Once you have competed the form, select Submit.  

A confirmation screen will appear (pictured below). 

 

 

  



 

 OFFICIAL 

Transport 
for NSW 

1.3 Download authorisation form  
Within your nominated email inbox, you will receive an email from  
no-reply@transport.nsw.gov.au with a link to complete your account set up (see example below).  

 

 
Click the link in the email and you will be taken to the ‘Download Form’ screen.  

Select Download to access the authorisation form (as shown below). You will see a PDF version of 
the form in your downloads folder.   

 

Print and complete the authorisation form and get it signed by the principal. 

An email will be automatically sent to your nominated email address with a link and instructions 
on how to upload your signed authorisation form to complete your account set up. 
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1.4 Upload signed authorisation form 
Within your nominated email inbox, you will receive an email from  
no-reply@transport.nsw.gov.au with instructions on how to upload your signed documentation 
(see example below). 

  

Click on the link in the email and a new page to upload your form will open (as shown below). 

Click on the Upload a file button. 

Attach your completed authorisation form. Note: we accept PDF, PNG, BMP, GIF, JPEG and HEIF 
files. 

Once your form is successfully uploaded, select Submit Uploaded File. 

 

A confirmation screen will appear once your form has been submitted.  
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Note:  If you do not receive a ‘registration successful’ confirmation email within 5 business days 
please contact TransportMFAsupport@transport.nsw.gov.au 

 

1.5 Accept invitation to register for MFA 
Once your request is approved and verified, you will receive an email from  
no-reply@transport.nsw.gov.au titled ‘Next steps: Complete your MFA setup’ (see example 
below).  

Read the instructions and then click on the Accept invitation button in the email. 

Click to Confirm your account details and Accept the ‘Permissions requested’. 

Note: If you don’t accept the invitation within seven (7) days of receiving the email, the 
registration process will be cancelled (you will receive an email notification of the 
cancellation) and you will need to re-register your email address. Two reminder emails 
will be sent to your nominated email address. 
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1.6 Set up MFA 
Once you have confirmed your account details and accepted the permissions, the MFA set up 
page will open.  

There are two authentication options: You can choose either the Microsoft Authenticator app or opt 
to send a one-time SMS code to your mobile number for sign-in purposes.  
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1. If you choose Microsoft Authenticator app, click Next (as shown below). 
(If you wish to opt for an SMS code sent to your mobile, refer to option 2 below). 

 

Click on Next to proceed with the set up.  

 

2. If your preference is to receive an SMS code sent to your mobile number, then follow 
these instructions (as shown in the image below): 

Click I want to set up a different method. 

Click Next. 

Under ‘Which method would you like to use?’ select Phone. 

Click Confirm. 

Follow the prompts to set up MFA. 
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Note: Transport will not store your mobile number if you choose SMS as the second 
authentication method. 

Once your request is accepted, you will receive an email from  
no-reply@transport.nsw.gov.au (see example below).  
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1.7 Requesting access to additional school functions 
Users with an active Transport account and MFA setup, can request access to additional school 
functions by following the steps below.   
 
Log in to your account 

There are two ways to log in to your account using your MFA registered email address: 

1. From your web browser, go to the Transport for NSW School Portal at 
concessions.transport.nsw.gov.au/school-portal 

Select Client Portal (as shown below). 
 

 
 

 
OR 

2. Go to the Transport Services Portal at https://appln.transport.nsw.gov.au/portal/  

Select LOGIN USING YOUR MFA REGISTERED EMAIL ADDRESS (as shown below).  

 

https://concessions.transport.nsw.gov.au/school-portal
https://appln.transport.nsw.gov.au/portal/
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Select your account. 
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Request access for additional schools  

In the Transport for NSW Services Portal, select REQUEST MORE ACCESS (shown below). 

 

Select I WOULD LIKE TO APPLY FOR ADDITIONAL ACCESS FOR A SCHOOL. 

 

The ‘Request More School User Access’ screen will appear. Enter the school’s name and select 
additionally required functions (shown below). To add more schools, select +Add another School. 

 

Select Submit. 
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This will require approval from the School Principal, College Director or authorised representative 
for each school or TAFE college. Once approved, you will have access to view records for all 
authorised schools or TAFE colleges. 

 

 

2.  Reminders 
 

While forms are waiting to be downloaded and/or approved, the system will display an 
additional entry under the ‘Your Services’ section titled ‘View Pending Actions’.  
 
This informs you that form(s) need to be downloaded and processed and/or are awaiting 
approval from Transport for NSW.  
 
The number in the grey box indicates the number of forms that are still pending.  

 
1. Select the grey box or PENDING ACTIONS to see the form(s). 

 
      

    
 
 

2. Select the form(s) displayed to download and process the form as necessary. 
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3. Select GO BACK in the bottom left corner to return to the portal home page. 
 
 

 
 
 

Note, the ‘Pending Actions’ entry(s) will stay until Transport approves your request(s). The 
items will disappear once all forms have been approved. 
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