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Copyright information

Copyright ©. This copyright work is licensed under the Creative Commons Attribution 4.0 International
licence. In essence, you are free to copy, distribute and adapt the work, as long as you attribute the work
to NZ Transport Agency Waka Kotahi (NZTA) and abide by the other licence terms. To view a copy of this
licence, visit http://creativecommons.org/licenses/by/4.0/

Disclaimer

NZTA has endeavoured to ensure material in this document is technically accurate and reflects legal
requirements. However, the document does not override governing legislation. NZTA does not accept
liability for any consequences arising from the use of this document. If the user of this document is unsure
whether the material is correct, they should refer directly to the relevant legislation and contact NZTA.

More information

NZ Transport Agency Waka Kotahi
Published February 2025

If you have further queries, call our contact centre on 0800 699 000 or write to us:

NZ Transport Agency Waka Kotahi
Private Bag 6995
Wellington 6141

This document is available on NZTA’s website at www.nzta.govt.nz
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Introduction to this guide

This guide provides information on the roles within Vehicle Inspection and Certification (VIC).

Visit vehicleinspection.nzta.govt.nz/vic for guides to setting up and managing users, logging in, navigating,
and viewing vehicle information.

How roles are used in VIC

To control who has access to VIC and what activities they can complete, VIC assigns roles.
There are two roles in VIC.

Role Description

Organisation e Each inspecting organisation site has an assigned administrator who
administrator manages user access to VIC using the NZTA access portal (AP). They’re
responsible for adding VIC users. This is required when an inspecting
organisation site first gets access to VIC. After that, they’ll need to add,
disable, reenable and remove users as required.

e The administrator may be the site manager or someone delegated to this role.

e If a user leaves an inspecting organisation site, the administrator must
remove their VIC access immediately and notify NZTA as per current process.

e Multiple inspecting organisation sites can have the same administrator.

e An inspecting organisation site can have more than one administrator.

o NZTA are the only ones who can add administrators.

e Administrators (and NZTA) are the only ones who can remove administrators.
e An administrator can also have the user role

e Setting up and managing users for administrators VIC system quide

User e There are two user roles available.

e The inspector role should be assigned to users who have been appointed by
NZTA as a vehicle inspector.

e The data entry role should be assigned to users who have delegated authority
as set out in the Quality Management System (QMS) to record inspections on
behalf of vehicle inspectors.

e Both roles can record, update and delete inspections.
¢ Roles are added by the organisation administrator.
e There’s no limit to the number of users per inspecting organisation site.

e Users can be added to multiple organisation sites if they work across them.
The administrator for each organisation site needs to add them.

Need help?
Call 0800 804 580 and select option 4 for VIC queries.
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