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and Safeguards
Commission

Australian Government

Getting access to the NDIS Commission Portal
Quick reference guide — Providers registration
Only NDIS Providers registered with the NDIS Commission can access the NDIS Commission Portal. This part of

the Quick Reference Guide explains the step-by-step process of successfully logging in to the NDIS
Commission Portal.

In this guide

e Logging in to the NDIS Commission Portal

e Request new user roles

e About Digital ID, myID app and RAM

e Help with accessing the NDIS Commission Portal

Logging in to the NDIS Commission portal

1. Click Portal. Select Registered NDIS providers

‘ o NDIS Qulity 21800 035 544 (A3 Languages Search  Q
and Safeguards

Commission

Registered NDIS providers —

For participants v For providers v For workers v Resources ~ Self-managed NDIS participants ake a complaint

Unregistered NDIS providers

Government agencies

When you make it Quality auditors
kn Own, you make it \ Applications Portal
better.

Make it known, make it better resources

The NDIS Commission works with participants and providers to
improve the quality and safety of NDIS services and supports.
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2. Once you get to the Registered providers portal webpage, click Login

Registered providers portal login

Home - Registered providers portal login

On this page:
Access the portal
First time users

Help

Access the portal

Log in to manage your registration.

3. Click Continue with Digital ID

NDIS Quality
and Safeguards
Commission

NDIS Quality and Safeguards Commission Portal

Login

Registered Provider

Act on behalf of an organisation,

You need to set up the organisational access in your Relationship Authorisation Manager (RAM) first.

Continue with Digital 1D

Digital ID is a secure, convenient and voluntary way to verify and reuse your ID online.

Don't have Digital ID and RAM? Set up Digital ID and RAM or continue with PRODA

Behaviour Support Practitioner Profile

Manage your Behaviour Support Practitioner profile.

Continue with Digital 1D

Digital ID is a secure, convenient and voluntary way to verify and reuse your ID online.

Don't have Digital ID? Set up Digital ID or continue with PRODA

Support Feedback

Accessibility | Copyright & Disclaimer | Privacy Information

NDIS Quality and Safeguards Commission — Getting access to NDIS Commission Portal - v2.2 2



4. Click Select myID

Australia's

Digital ID

Australian Government | SYyStem

Select your identity provider

o You may need to increase the strength of your digital ID

NDIS Quality and Safeguards Commission needs you to prove who you are using a Digital ID.

Read about what is an identity provider and your privacy and security.

774 mylD

Bl Managed by Australian Government

You'll need these to get started

0 i0S or Android device

B3 Two identity documents

D Remember my choice
(Not recommended for shared devices)

Select mylD >

Cancel

5. Enter your myID email and click Get code. If you don’t have an account, you can register for a Digital ID

(myID).

e 4illy rnylD

Australian Government

LoginwithmylD

mylD email

Remember me

Getcode

Don'thave amylD? Setoneup™@

yiD10o¢ vewhoyou are and logntoc
P e e
@ App Store ® Google Play

Visit mylD &' to find out more
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6. A code will be generated.

A5 | it myID

Australian Government

Loginwith mylD
1. Open the mylD app on your phone

2. Acceptorenter the code

2:61610

Didn't get a code? Ensure you have entered the email
associated with your mylD

3.Comebackandlogin

Visit mylD & to find out more

7. Open the mylD app on your phone and either accept the request or enter the code.

8. If you have authority for multiple provider organisations, you will be directed to the RAM Australian
Business Number (ABN) selection page, where you must choose the organisation, you wish to represent
in the NDIS Commission portals. If you only have authority for one provider organisation, you will bypass
this selection page.
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9. Select the Provider and the Role to logon and then click Continue

y. ! ustralian Governamont Logent

il Dpariment of Sockal Servion

IS Quality and Saleguands Commission Portal

Portal entry point

Access an account ABN- 123 456 TBY | Switch ADN

1, Sedect &0 aceount *
ACCOUnt N Account typa ABH

) Uniting Education Orgarisation 123 456 780

Caher organissticn accounts
To peceds your other ceganigation scccunts: fwisch ABN of login with PRODA

ACCOEnt nam Ancount type ABN
A Orgarasation 134 567 890
B Orgarsiation 456 TEg

2. Selecte » Role then Continue *

Rl
m - mm”"" v |
My access

‘Create a new request’ bo neguest access bo an account for ABM 173 454 785 or 1o request a change o your cunrent scoess
I ycaa raidd 1 PepalEl BCCEES 10 RcthE SIganiSIoNS sccount, you should Switch ABN belcee créating & nbguist
My acoess neguests’ containg a kst B\‘ywrmﬂ reqgaests. You can updaie or withdaw a recent regoest if it is 28l acive

e e [ e——

Exsf sgpfcation

Sppon Feedback

Accraab-bty Copy=ght & Daclarmer | Privacy mfomaton
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10.Click I agree

BETA This is beta. Help us make it better for you - please give feedback

NDIS Quality
and Safeguards
Commission

Logging on to the NDIS Commission Portal

You are now entering the NDIS Commission Portal. Data contained on this system is subject to the Privacy Act 1988. Any unauthorised use or
disclosure of data contained on this system may be a breach of the Privacy Act 1988,

Itis a criminal offence for unauthorised persons or devices to connect to this system. Usage of this system is monitored. Evidence of suspected
misuse may pe used in a court of law. By continuing, you are representing yourself as an authorised user of the NDIS Quality & Safeguards Portal.
You are also agreeing to.

1. Only access data relating directly to your agency's responsibilities.
2. Only access data necessary to perform approved activities relating to your agency's responsibilities.

You are advised that giving false or misleading information is a serious offence.

The Department may revoke NDIS Quality & Safeguards Portal access rights for anyone who fails to comply with these requirements.

Exit application

This should successfully log you on to the Portal.
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Request new user roles

A staff member can request a new user role using the Commission Portal, for this the user first needs to
successfully login to Digital ID and RAM.

11.After logging in to Digital ID and RAM, at Portal entry point, click Create a new request

2
A . Aumsiralian Goversmend Loget
MmO Dypartment of Soclal Sorvicr

HOES Quality and Safeguands Commission Portal

Portal entry point

Access an account ABM: 123456 TBO | Switch ABM

1. Salect an pocount *

ACCent AIMD Account Typs ABN

) Uniting Education Organisaticn 123 456 789

Daher organmigation Aocounts
Ta pocess your othed ceganiaaticn socountss gwisch ABN or i wilh PRODA

Account name Account typs ABN
A Organrisation 234 567 890
B Organisation 456 TEv 02

2. Selects b Roly then Continue *
Role

B - m

My access

Creat & P IBGUEST 10 MBQUEST SI08SS 1 an socount for ABN 123 456 783 of 10 request & ChanQe 10 JOUr CUNTENE SO0ESS
I o s 16 nEdpaEs! GO0EES. 10 ANGUhE SIGINIEaTIONTE BCoount, you hould Twilch ABN belore Cresting & negues!
My scoess regueests’ containg o ket of your Scosss requests. You can updsts o withdow o recent regoest if it is still sciie

Wiy Bo0d gl Updste my contact detaily

Enifl Spofcalion

Suppon  Feedback

Acopunslty | Copyght b Daclserer | Privecy fomnaton
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12.Click I'm ready to request access

Portal details access request
Before you begin
Determine which user role(s) is suitable for the employee:
Approved Quality Auditor Auditor Authorised Reporting Officer
An employee of an Audit organisation, An employee of an Audit organisation, Responsible for accepting a behaviour
this persan is has the same this person is responsible for witnessing support plan and reporting monthly on
responsibility of an ‘Auditor’ role and and submitting an assessment on a the use of authorised restrictive
You are advised that giving false or misleading infermation is a serious Additionally, the Commonwealth disclaims all liability to any person in
offence. respect of anything, and of the consequences of anything, done or
The NDIS Commission may revoke NDIS Commission Portal access oml'tlted to be done_ by any sluch person in relianlce, whether wholly or
rights for anyone who fails to comply with these requirements. partially, upon any information presented on this document.

13.Record your email and phone details and click Next

l NDIS Cuality and Safeguards Commission Portal J

Request to create/update my access el s
1. Record your details All fields marked with an asterisk (*) are required
First name Last name

Email address * Phone number * Mobile phone number
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14.To request the creation of a user role access, confirm the organisation’s account by clicking Select

Request to create/update my access

NOS Quality and Safeguards Commission Portal

2.Confirm the organisation’s account

Organisation’s account

Trading name

To request access 10 an other Ceganisation's sccount: swich ABN or loge

Back Discard request

Unted EGucaton ACT 2905 Select

AcCRsALry Copy gt A Dacasmer Preacy nlonmencn

15.Select the user roles that are required and click Next

Request to create/update my access

l_‘\.'S S Quality and Safeguards Commission Portal J

3. Access to roles

Vi ernods Page change log v

Approved Quality Auditor

An employes of an Audit organisation, this person has the same responsibility
of an "Auditor’ role and maore. They are responsibile for witnessing and
submitting an assessment on a registration application, and providing an audit
recommendation

Auditor

An employee of an Audit organisation, this person is responsible for witnessing
and submitting an assessment on a registration application.

Authorised Reportable Incidents Approver
Responsible for completing, réviewing and submitting a reportable incident to
the NDIS Commission.

Authorised Reportable Incidents Notifier
Responsible for documenting a reportable incident in preparation for review
and submissson

Authorised Reporting Officer
Responsible for accepting a behaviour support plan and submitting manthly
regorts on the use of an authorised restrictive practice.

Behaviour Support Practitioner
Responsible for documenting a reportable incident in preparation for review
and subrmission.

I| Back Dizcard request

Select ong or miore rodes 10 specify the access you néed o this account. If this request is Approved, you will only récerve aocess 10 the selected role(s)

Behaviour Support Practitioner Admin
Prosides data entry support to a Behaviour Support Practitioner to enter a
behaviour support plan in the portal,

Behaviour Support Reporting Admin
Prosides data entry support to an Authorised Feporting Officer by entering
reports on the use of an authorised restrictive practice.

Registrant

Regpongible for managing and varying an NDIS Provider’s cumment scape of
registration as well a3 managing workers and email preferences for the
organisation.

Woarker Screening Officer
Fesponsible for managing the provider's workers.

Authorised Access Delegate
Responsible for approving system access requests fior the account. Can also
remowe uSer atoess or submit an access request for other users 1o this account
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16.Review the Summary access request and click the checkbox labelled ‘l confirm the above details are

correct’, then click Submit.

Request to create/update my access

I_ NDI5 Qualty and Safeguards Commission Fortal J

4. Access request summary

Al fplcis marked wath an 3stengk (*) sré rdquired.

Wiew ermors Page change log v

Your details

First name: Canol Lacst name: Senith

Email address: carolsmith@gmail.com Phone number: 02 6141 9225

Account details

Trading narme: Uniting Education

ABM: 40293545182 Primary bocation: ACT 2906

Access to roles
if this request is Approved. you will be able to atcess the account with the selected role(s) cndy.
Selected rolesh: Registrant Authorized Access Delegate

request and progress the next steps.

5. Acknowledgement

Maobile phone number: 0423 0G0 653

Mext steps

* Once this request is submitted, an email about this request will be sent 1o the Authorised Access Delegate for the account. They are résponsible for approving your
request.

* If this is your first portal request. after you dick “Submit’ an email will be sent to confirm your email address. Please follow the email's instructions to finalise this

I confirm the above details are comect. *

Back Chicard o0 o1
Back | Discard recuest
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About Digital ID, myID app and RAM

Digital ID is a whole-of-government digital identity solution which can be used by Australians to prove who
they are online and provide an identity that can be used to access participating government online services.

Relationship Authorisation Manager (RAM) is an authorisation service that allows you to access government
online services on behalf of a business.

To gain access to the NQSC Provider Portal, you will need to have set up your Digital identity in myID app and
authorisation(s) in RAM.

Using Digital ID to log into the NQSC portals provides a high level of assurance that only the appropriately
identified and authorised people are accessing NQSC systems.

To learn more about Digital ID, visit What is Digital ID? | Digital ID System website.

The Australian Government's Digital ID app is called mylID. To access government services using a Digital ID,
you need to set up a myID account. please visit the Help section on the myID website.

For information about RAM (Relationship Authorisation Manager), go to the "Home" page on the RAM
website. To find out how to link your myID to a business using RAM, visit Accessing online services with Digital
ID and RAM on the Australian Taxation Office website.
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