NDIS Quality
and Safeguards
Commission

Australian Government

How to renew my registration

Quick reference guide — Provider registration

Providers can submit a renewal application within 6 months of their registration end date using the NDIS
Commission Portal. Expired providers can also submit a new application for registration following these
instructions.

Renewal of a registration

1. Login to NDIS Commission Portal. On the Commission website select Portals and then select Registered
NDIS providers. You can also use this link if your registration has expired or you are now deregistered.

NDIS Quality L seerc
‘ o and Safeguards « 1800 035 544 it i =

Commission

Registered NDIS providers

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

Unregistered NDIS providers

Government agencies

When you make it R—
known, you make it ) e
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
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NDIS Quality
. and Sofeguards
Commission

NDIS Quality and Safeguards Commission Portal

To login as a provider, you need to have a authorisation to act on behalf of the organisation through Relationship
Authorisation Manager (RAM).

Continue with Digital ID

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

Don't have Digital ID and RAM set up?

Set up Digital 1D and RAM or continue with PRODA

If you're a Behaviour Support Practitioner, you can still use Digilal 1D to manage your profile without RAM or continue
with PRODA,

Support Feedback

Accessibility | Copyright & Disclaimer | Privacy Information

4. Click Select myID
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Australia's

Digital ID

sovenment | System

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.

74 mylD

@ Managed by Australian Government

You'll need these to get started

0 iOS or Android device

B Two identity documents

Remember my choice
(Not recommended for shared devices)

Select myID >

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).

Australian Government

Log in with mylD

mylD email

Remember me

Getcode

Don'thave amylD? Setoneup™

. - . JLT 1T O
@ App Store ® Google Play

Visit mylD &' to find out more

NDIS Quality and Safeguards Commission - Renew your registration —v1.8
Page 4 of 11


https://www.myid.gov.au/
https://www.myid.gov.au/

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

ass0ciated with your myl

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

ABN 91 123 456 789 Switch ABN Logout

<registered provider portal=

Portal entry point

You are logged in with ABN 91 123 456 789.
To lock at your access requests or change your contact details, go to My access requests.

1. Select an account

Account name Account type ABN
@ United Education Organisation 12 345 678 901
O Lee, Marvin Practitioner profile MNone
b Other accounts

2. Select arole

Authorised delegate w

Support  Feedback

Accessibility | Copyright & Disclaimer | Privacy information

NDIS Quality and Safeguards Commission - Renew your registration —v1.8

Page 6 of 11



10.If your registration is within the final 6 months of the registration end date, you will be able to commence
a renewal application. You will see a message on your My applications tile, reminding you to ‘commence a

formal renewal’ and the date you must commence by.

If your registration has expired or you are deregistered you will see the following message on your My
applications tile, ‘Commence a New Application to register as an NDIS provider’.

In both cases click on the My applications tile.

Commission

Welcome to the NDIS Commission Portal,

My applications

Tasks Inbox

= I e o R

My registration

Participants

Email preferences

11.In the My applications page you will see a message banner with a similar message to the My application
tile and a Start application button. Select the Start application button.

Home Applications ~ My registration « Tasks ~ Worker Screening ~ Participants ~

My applications

Filter: | 01. A1 v

current registration from expiring

You can sort the list of applications below by clicking
umber. The record will th

on the underiined headings.

Application refer ormation.

Information on the new application and renewal pro can be found In the Provider application pack (7.

Application Duplicate
reference number Legal name Application type Application status application

A Registration expiring soon. You must make an application for renewal of your registration before your 'Registration end date' to prevent your

0 view more details about an application listed, select the triangle to the left of the

Start application
Q Search my applications

Application expiry
date
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12.A confirmation box will appear to notify you that you are about to create an applications on behalf of the
provider. Select Confirm to continue.

My registration - Tasks ~

Filter:

Apply Filter

My applications

Registr Confirm start application X to prevent your

current

‘You can sort the list of| You are about to create a Renewal Application on behalf of the provider, (trading as:
Application reference |

) gle to the left of the

Do you want to confinue?

Discard changes and close Confirm

Information on the ney

Q Search my applications

Application Duplicate Application expiry
reference number Legal name Application type Application status application date

13.For a renewing provider a Renewal Application will appear and for an expired or deregistered provider a
New Application will appear. You can start your application process by working through the tabs on the
left hand side of the application. Work through each section in order.

Application information
Registration application

AoeRcation Fel=Encel b Inline with section 73C of the National Disal
ABN: registration period, your registration wi

ity Insurance Scheme Act 2013 (the Act) and pursuant to section 73K of the Act, by commencing this renewal application prior to the end of your
continue in force unti the Commissioner determines the application.

Application status: Draft

Business name: Application type:

Renewal Application

Application details

How to complete this application

Application information .
e For the purpese of this application, the ‘Applicant is cansidered the persan, sole trader, incorporated body, partnership or unincorporated association organisation ar corporation defivering, or

intending to deliver NDIS supports or services. In the case of a trust, the Applicant must be the trustee.

the Registrant’ role for this provider will be able to
s,

g2, Attachments as well as any “Availoble’ and ‘Completed pages in the left navigation

sections. Once you've completad a section and confirmed the information provided s true, correct and accurate, mark it as complete and continue to the next page

5 this application

Addresses
Avoiloble

You will be able to submit this application once you have completed all the relevant pages. Please be aware that your application is
submission, you will be able o downioad a copy of your completed application and the initial scope of aulic

nsidered a draft until it is completed and submitted. After

Key personnel
Aavailadle You can withdray
it will proceed for

ication while is draft and after it has been submitted. However you won't be able to withdraw it once your auditor has recorded their audit recommendation. After this point
ment by the NDIS Commission.

Suiability questions "
it Withdraw a n

Service delivery questions a Application created date: da/mmvyyyy

0471172022

e e a

NDIS Prectice Standards a Need help?

. Information on the application process can be found in o

n a = (7'for general enquiries, tachnical SUpPOrT or assistance. Flease sUbMIt any questions related t this application by mail. A respanse will be provided within five business days
.
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14.At the end of each section, select Mark as completed and continue.

Home  Applications -

Available

Key personnel
Available

Suitability questions

My registration ~  Tasks ~

Worker Screening ~

Australian Company Number (ACN):

Participants ~

Yes

et Does the Applicant Operate under a trust? (2] Is the Applicant a Government entity? (2]
Service delivery questions a No No

Unavailable

Registration groups a GST registered: Registered as a charity with the Australian Charities and Not-
Unavailable for-profit Commission:

No

NDIS Practice Standards a
Unavailable
Business contact details
Service profile
Unavailable a
Fax number:

Email address: Phone number:

Outlets
Unavailable a

Declaration a

Unavailable Website:

Actions

Attachments

Mark as complete and continue

15.A green tick will appear on the tab you marked as completed, and the system will progress you to the next
tab. As tabs are completed, other tab will unlock for to complete. Work your way through. You can exit
your application at any time and come back at a later time.

Home Applications ~ My registration - Tasks ~ Worker Screening ~ Participants -

Addresses

Registration

application
Add the Applicant’s:

« main physical address, and
« apostal address if this is a different address.

Application status: Draft End date

Application reference number:

Address Address type Status Start date

Business name:
Expiry date:
Application type: Renewal

Application

Application details

Application information

Provider details v
Complete
Mark as complete and continue
Addresses
Available

Key personnel
Available
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16.No workers needs to be added in the Workers page. You can click on Mark as completed and continue.

c. —

Home

Worker Screening application

Workers

Registration application

Workers include employees, volunteers and contractors the Applicant engages to deliver NDIS supports/services for a participant.

Application reference number
ABN:
Application status: Draft Add workers that have applied for the NDIS Worker Screening Check. If none have applied then you may skip this section

Expiry date: 30/12/2022
Application type: New Application

Application details Mark as complete and cor e

Application information

e 1o workers recorded.

Provider details

o v
Compieze

Add

Addresses p
Compieze

2

Key personns! v
Compiezz

Suitabiley uestions v
Compi

Service delivery questions v
Complere

Registration groups v

Comp

17.The last tab you will complete is your Declaration. Check all the details are correct. Select Update and enter
any conflicts or potential conflicts interest for this application (if none leave blank).

> and Safeguards. Nofifications © Logout
% U Commission

Home  Registration application ~  Worker Screening applicatior

Declaration
Registration application
Application reference number: A Attachments. Ensure you've attached any relevant documents or evidence to the 'Attachments' page prior to submission. Failure to attach documentation may delay the assessment of your
ABN: application.

Application status: Draft
Business name:
Sy date The primary contact
Application type: New Application
The person identified below has been nominated to be the primary contact (on the 'Key personnel’ page). Please ensure they have the authority o act on behalf of the Applicant. They will be the main
point of contact following submission.

Application details
Confirm these detalls are correct and ensure you have listed:

= Their current legal name, as shown on their identity documents, and

Application information
= The correct email address

This is to ensure the primary contact receives future correspondence relating to this application. If these details are incorrect, or if another individual should be the primary contact, then navigate to

Provider details > "Key personnel’ and update the primary contact.

Complete

Addresses v First name: Last name:
Complete

Key personnel

v

Complete
Email address: Phone number:

Suitability questions v
Complete
Service delivery questions <
Registration groups -
Complete Please identify any conflicts, or potential conflicts of interest that may occur from the ission of this appli or the progression of the application process.:
E— -
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18.Read the declaration and click on Submit application.

Home  Registration application ~  Worker Screening application ~

Workers & | declare that:
Complete

Outlets

Complete A

« | am the Applicant or have authority to act on behalf of the Applicant in relation to this application.

Declaration
e o « I have read the NDIS Commission's National Disability Insurance Scheme (NDIS) Provider application pack (Z.and understand the requirements with which registered NDIS providers
must comply under the National Disability Insurance Scheme Act 2013 (Cth).
Actions Privacy collection
+ | understand that the information on this form is being collected by the NDIS Quality and Safeguards Commission (NDIS Commission) for the purposes set out in the Privacy Collection
Attachments Statement.

« | have read and understood the privacy collection [Z.and consent to the NDIS Commission collecting, using and disclosing my personal information for the purposes and in
the circumstances set out in the Privacy Collection Statement, including for the purposes of the NDIS Commissioner undertaking statutory functions under the NDIS Act.

« | have ensured that any key personnel or any other person whose personal information is included in this application have read and understood the Privacy Collection Statement and
they have also consented to their personal information being collected, used and disclosed by the NDIS Commission for the purposes and in the circumstances set out in that
Statement, including for the purposes of the NDIS Commissioner undertaking statutory functions under the NDIS Act.

User access responsibilities
« | have read, understood and agree to abide by the user access responsibilities (7.

« | have ensured that the key personnel referred to in this application have read, understood and agree to abide by the user access responsibilities.

Accuracy of information

= To the best of my knowledge, the information provided in this application is true, correct and accurate. If applicable, | have ensured that the key personnel have considered the
suitability questions and | have provided the responses accurately.

| understand and acknowledge that the giving of false or misleading information, knowing that the information is false or misleading, to the Commonwealth is a serious offence under
section 137.1 of the schedule to the Criminal Code Act 1995 which attracts a maximum penalty of imprisonment for 12 months.

| also understand that providing information or a document in, or in connection with, an application for registration that | know to be false or misleading in a material particular is a
contravention of section 73D of the NDIS Act, for which there is a civil penalty of up to 60 penalty units. Penalty units are determined in accordance with S4AA of the Crimes Act 1914
(Cth).

By selecting "Submit application’, you are stating that you understand and agree to the above declaration. The application will then be submitted to the NDIS Commission.

Submit application

End.
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