NDIS Quality
and Safeguards
Commission

Provider portal inbox

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

1. When you receive a message in your NDIS Commission Portal Inbox you will receive an email alert
about the message

NDIS Quality
ond Safeguords
Commission

Notification: New provider registration inbox message(s)

There is a new provider registration message(s) for the organisation, [Legal name] (trading as: [Business name]). 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.

2. 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

3. 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
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Access the Inbox

4. Go to the NDIS Commission Website and select the Portals button and select Registered NDIS
providers option

NDIS Quality - Seaitt
o ond Safeguards +7 1800 035 544 Languges M i Q

Commission

Registered NDIS providers

For participants v For providers v For workers v  Resources » Sell-managed NDIS participants ake a complaint

Unregistered NDIS providers

Government agencies

When you make it R—
known y you ma ke 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.

5. 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.

6. Click Continue with Digital ID

NDIS Quality and Safeguards Commission — Provider Portal Inbox - v2 2



—
NDIS Quality
and Safeguards
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
Autheorisation Manager (RAM).

Continue with Digital ID

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?

Set up Digital ID and RAM or continue with PRODA

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

Support Feedback

Accessibility | Copynight & Disclaimer | Privacy Information

7. Click Select myID

NDIS Quality and Safeguards Commission — Provider Portal Inbox - v2



Australia’s
Digital ID
Australian Government 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.

774 mylD

@ Managed by Australian Government

You'll need these to get started

O i0S or Android device

BB Two identity documents

Remember my choice
(Not recommended for shared devices)

Select mylD >

Cancel

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

S ',4'7//{7 myID

Australian Government

Loginwith mylD

mylD email

Remember me

Getcode

Don'thave amylD? Setoneup™@

£ - . “ ol g+
® App Store ®» Google Pl
p g Y

Visit mylD &' to find out more
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https://www.myid.gov.au/

9. A code will be generated.

4y mylD

Australian Government

Loginwith mylD
1. Open the mylD app on your phone
2. Acceptorenter the code

9:61610

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

3.Comebackandlogin

Visit ﬂv_IQC’F‘.o find out more

10.0pen the mylID app on your phone and either accept the request or enter the code.

11.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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12.Select the Provider and the Role to logon and then click Continue

* Departmient of Social Services

Portal entry point My ac

Portal entry point

) . Australian Government ABN 91 123 456 789 Switch ABN Logout

<registered provider portal>

You are logged in with ABN 91 123 456 789.
To look 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 None

¢ Other accounts

2. Selectarole

Authorised delegate ~

Support  Feedback
Accessibility | Copyright & Disclaimer | Privacy information
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13.Select the Inbox tile

NDIS Quality [
o and Safeguards Change role / Manage access Nglufugalugnse Switch to myplace Logout

Commission

Home Applications - My Registration - Tasks - Worker Screening - Participants -

Welcome to the NDIS Commission Portal, NQSCF1610702303.

My applications My registration

14. The inbox will open and you will see the below Inbox screen with any messages listed

Inbox

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 Unread messages for my organisation (2]

Review each message to stay up to date on new information. Recipients listed In ‘Email preferences’ will be notified by email when a new message Is available in the

portal
Message
ategor Messa e Subject status Date/ume of message
’ Worker Screening  New verification Read 2022 04:27:13 PM Actions~ ‘
request has nominated the employer to verify ———
their verification request

’ Worker Screening  Worker's check Read 2022 06:07:47 PM | Actions~ l
about to expire check is due to expire on 27/07/2022 —_—
e —
’ Provider Read 2022 10:46:11 AM | Acnon'wJ

registration

Note: You can view Provider registration notifications previously sent to your registration by going
to My registration then selecting the Notifications tab
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View inbox messages

15.To view a message details select Actions and View

Review each message to stay up to date on new information. Recipients listed in ‘Email preferences’ will be notified by email when a new message is available in the
portal
Message
Category Message type Subject status Date/time of message
’ Worker Screening  New verification Read 2022 04:27:13 PM
request as nominated the employer to verify
their verification request
' Worker Screening  Worker's check Read 2022 06:07:47 PM Mark as unread
about to expire check is due to expire on 27/07/2022
View verification requests
’ Provider End of registration  Your registration is no longer suspended. Your Read 2022 10:46:11 AM
registration suspension registration status is now ‘Approved’
’ Worker Screening  Worker's status Unread 2022 04:36:56 PM ’ Actions~
has changed worker status is now ‘Clearance’
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16.Information about the message, such as who has viewed it and what email addresses received

the email alert can be viewed

NDIS Quality
and Safequards
Commission

Home Applications = My registration =

View message

Message Id:

4-5RT8CQO

Message type:

Registration renewal reminder

Subject:

v Message viewed by

Change role / Manage access

Worker Screening Participants = Tasks =

Category:

Provider registration

Date/time of message: dd/mm/yyyy hh:mm

10/08/2021 12:33:10 PM

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.com.au; lex.martin@provider.com.au

A list of the organisation's staff who have viewed this message.

Notifications

Related to record Id:

4-5Q1CGZU

Message status:

Read

First name Last name Date/time message was viewed
Thomas Flinders 10/06/2021 3:15:55 PM
Celine Holand 11/06/2021 9:29:11 AM

Switch to myplace

Page change log =

Logout
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17.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

NOIS Quality and Safeguards Commession
Dear employer,
Intend to work) for
selecting the 'View verification requests’ button and confirm if
By veritying this request
o their application will proceed for an NDIS Worker Screening Check

* you will be linked to this worker on the NDIS Worker Screening Database
* you will be notified about changes 1o their status

our website to help you verify and link to 3 worker.

reminders in your Inbox

Back to list

!

The action button will appearif 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.

has applied for an NDIS Worker Screening Check. In their application, they have identified that they work (or

The NDIS Worker Screening Check assesses 3 worker’s eligibility to provide supports or services to people with di
will (or intends to) provide these supports

or services 10 you Of your organisation. This pending request will expire on 2022. Ensure you provide 3 response by the expiry date

By rejecting or not responding to this request, their application may be cancelied. The worker will e CONTacted prior to their application bemg cancelled. If you have

accidentally rejected the request, you can link the worker t0 your organisation which will have the same effect as verifying them. Quic

If you do not intend to engage the worker, then navigate to your SKreening verification requests and reject the request, otherwise you will continue to receive verification

ing verificath ts by

5 are available on
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Search or filter messages

18.Use the filter drop down option to select All, Read or Unread messages in your inbox. Select
Apply filter

= g NDIS Quality
e ‘ o ond Safequards Change role / Manage access Notifications © Switch to myplace
T Commission

Home Applications ¥ My registration ¥ Worker Screening ¥ Participants ¥ Tasks ¥

Filter: ‘ 01. Al

Inboy
03 Page change log v

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 0

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

available in the portal.

Message  Date/time of

Category Message type Subject status message
)  Provider Registration renewal 3 months left. Commence an application to renew Uniead 10/08/2021
registration reminder your registration by 26/01/2022. 12:33:10 PM
[ 3 \i\orker Verification request has nominated the employer Uiread 10,?
Screening to verify their verification request. 12:33: View my applications
w Worker Reminder: Verification 3 : 10/08 Mark as read
Screening request ISqSLS pencIG & (epolie. feac 1233wrm
Message Id:

Related to record Id:
Message first read by:
Message first read on date and time: 15/06/2021 1:46:52 PM

Email addresses that were advised about the new message:
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19.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

Q Search messages

Message Id:

Subject:

Message status:

Please Select

Clear search

Cancel search

Search for a message using at least one of the fields below.

Category:

Worker Screening V.

Message type:

Date of message (From): dd/mm/yyyy

]

Email addresses that were advised about the
new message:

Audit report received

End of registration suspension
Mew portal functionality

MNew registration condition
Motification: Mid-term audit
Practice alert

Provider action reguired
Provider alert

Frovider newsletter
Resistration expired

Identify who has viewed a message

20.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

Category

P Provider
registration

} Worker
Screening
w | Worker
Screening
Message Id:

Related to record Id:

Message type

Registration renewal
reminder

Verification request

Reminder: Verification
request

Subject

3 months left. Commence an application to renew
your registration by 26/01/2022.

has nominated the employer

to verify their verification request.

Message first read by:

Message first read on date and time: 15/06/2021

1:46:52 PM

Email addresses that were advised about the new message:

request is pending a response.

Message Date/time of
status message
. 10/08/2021 Actions ¥ \
Unread 12:33:10PM L
Unread .'O'IP
12:33: View my applications
1 Mark as read
Read o

12330 rm L )

End.
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