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Quick reference guide – Provider registration
This quick reference guide provides information about how to access and manage messages in your NDIS Commission Provider Portal Inbox.
Inbox notification
When you receive a message in your NDIS Commission Portal Inbox you will receive an email alert about the message
[image: ]
The representatives that will receive the email alert are those with email addresses recorded in the ‘Registration’ section of email preferences.  If there are no email addresses recorded in the Registration recipient(s), the Default recipient(s) will receive the email alert
Email alerts are sent at periodic times throughout the day. If an inbox message is read before the email alert about that message is sent, an alert won’t be sent
[bookmark: _GoBack]

Access the Inbox
Go to the NDIS Commission Website and select the Portals button and select Registered NDIS providers option
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Select Login with PRODA
[image: ]
Enter your Username and Password. Select Login
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Enter your verification code. Select Next
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At the Portal entry point, select the Provider name of the registered NDIS provider that you are logging into the NDIS Commission Portal on behalf of. Select Registrant as the Role. Select Continue
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Select the Inbox tile
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 The inbox will open and you will see the below Inbox screen with any messages listed
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Note: You can view Provider registration notifications previously sent to your registration by going to My registration then selecting the Notifications tab
[bookmark: _Toc103028535]View inbox messages
To view a message details select Actions and View
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Information about the message, such as who has viewed it and what email addresses received the email alert can be viewed
[image: ]
The message will appear at the bottom of the page. Use the buttons along the top of the message to expand or print the message. If the message requires an action, the action button will appear. By selecting the action button you will be taken to the required COS screen to action
[image: ] [image: ]
Search or filter messages
Use the filter drop down option to select All, Read or Unread messages in your inbox. Select Apply filter
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Use the Search messages function to display only particular messages e.g. all messages about Registration or Worker Screening (depending on your role). Select the Category and then select the Message type. Select Run search
[image: ][image: ]
Identify who has viewed a message 
Expand the message in the inbox using the twistie arrow to view Message first read by and at what date/time. The Email addresses advised of the message lists those email addresses that received the email alert about the message being available in the inbox
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End.
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The NDIS Commission Portal contains tools for providers to manage their registration and meet their
obligations.

The NDIS Commission Portal is also used by Approved Quality Auditors to record their audit
recommendations for a provider’s application for registration with the NDIS Quality and Safeguards
Commission.

Registered providers use the NDIS Commission Portal to renew registration, update registration details,
add or remove registration groups, notify the NDIS Commission of changes and events, submit
behaviour support plans and incident reports, report uses of unauthorised practice, and more.

The NDIS Commission Portal is only available to providers that have registered with the NDIS
Commission. If you do not have an NDIS Commission Portal user account, please refer to the Quick
Reference Guide - Getting access to NDIS Commission Portal.

For assistance with PRODA, please contact the PRODA helpline on 1800 700 199.

Should you need additional technical support, help is available
at Tier1Support@ndiscommission.gov.au.
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If you have already created your PRODA account, login below.

Username

Forgot your username?

Password

Eorgot your password?

Do not have a PRODA account? Register now
or

Login using your Digital Identity

Find out f this option Is for you
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2-step verification

Enter the verification code from your email below.

Enter Code
ceeeed Show

Didn't receive your code?
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Portal login / Authorised Access Delegate login

Select the provider / role you wish to use within the NDIS Quality and Safeguards Commission Portal - NTEO4.

Provider name * Role *

Able Australia v

Registrant

My portal access

Use this service if you are:
« anew user who needs to request access to the portal, or
« an existing user who needs to:
- modify your portal access, or
- update your contact details such as your email address.

Request / update my access Update my contact details
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My role's categories

Inthe ‘Registrant role, you may view the Inbox messages for the categories Provider registration and Worker Screening.. The messages for these categories are
listed below. Notifications will o longer be sent s emals for these categories. You may view ‘Provider registration’ notfications previously sent to your recipients by
g0ing 1o My registration’ then ‘Notfications'

Unread messages listed: Unread messages for my organisation G}

Review each message to stay up to date on new information. Recipients lited in Email preferences' will be notified by email when a new message is available in the

Message
Category Messagetype  Sublect status Date/time of message.
P Workerscreening  New verification v Read 12022 04:27:13 PM.
P workerscreening  Worker's check Read 12022 06:07:47 PM
D provder Read 1202210:46:11 AM

registration
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View message

Message Id: Category: Related to record Id:
4-5RT8CQO Provider registration 4-5Q1CG2U
Message type: Date/time of message: dd/mm/yyyy hmm Message status:
Registration renewal reminder 10/08/2021 12:33:10 PM Read
Subject:
Commence an application to renew your registration by 26/01/2022.
Email addresses that were advised about the message:
samantha jane@provider.com.au; admin@provider.comau; lexmartin@provider com.au
v Message viewed by
Alist of the organisation’s staff who have viewed this message.
First name Last name Date/time message was viewed

Thomas Flinders 10/06/2021 3:15:55 PM

Celine Holand 11/06/2021929:11 AM
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“The action button will appear if an
action is required. The name of the
action button is dependent on the.

type of message you receive. Not
all messages will require an action.
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My role's categories

In the ‘Registrant’ role. you may view the Inbox messages for the categories Provider registration' and Worker Screening’. The messages for these
categories are listed below. Notifications will no longer be sent as emails for these categories. You may view ‘Provider registration’ notifications previously
sent to your recipients by going to "My registration’ then ‘Notifications'.

Unread messages listed: 7 Unread messages for my organisation: 7 (2]

Review each message to stay up to date on new information. Recipients lsted in ‘Email preferences’ il be notified by email when a new message is

Message  Date/time of

Category Message type Subject status message
) Provider Registation enewal 3 months left. Commence an applicationto renew | 10/08/2021
registration reminder Your regisration by 26/01/2022, 1233:10PM
) Worker Kimberley Thompson has nominated the employer m/oe_
Screening Verification QUeSt 15 verify thir verifcation request. Unread 1233; view my applcations
w  Worker Reminder: Verification - - 008 Mark asread
= s Jane Smith's request s pending a respons. Read 2
Message Id: 4-SRSOPI
Related to record Id: 4-5Q1CGZU
Message firstread by: Johnathan Morris
Message firstread on date and time: 15/06/2021 1:46:52 PM
Email addresses that were advised about the new message:
samanthajane@provider.com.au: sdmin@provider.comau: lexmartin@provider.com.au
Worker Rathnakar Jameson has nominated the employer to 10/08/2021
P Sceening Verification request ity their verification request. Unread 1233:10PM
Worker Verification request  Alan Holmes has nominated the employer toverify  Unread 1 1
» 0/08/202

Screening their verification request.
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Search for a message using at least one of the fields below.

Message ld: Category: Message type:
Worker Screening v |
New verification request
Subject: ©  Date of message (From): de/mm/yyyy . —
Reminder: Verification request
a]

Updated WS details

Email addresses that were advised about the Workess BPP'I(BUO"

Message status:
new message: ©  Worker's check about to expire

Please Select
Worker's status has changed
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Notification: New provider registration inbox message(s)

There is a new provider registration message(s) for the organisation, [Legal name] (trading as: [Business namel). Login to the NDIS
Commission Portal as a 'Registrant' to view the message in the 'Inbox'.

Please call the NDIS Commission on 1800 035 544 if you have any questions or experience technical difficulties.
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The NDIS Commission works with participants and providers to
improve the quality and safety of NDIS services and supports.
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