Using the NWSD

You now have access to the database

Please note: The following procedure is the same Log in process for the below actions in the Worker
Screening Database:

e Find your Employer ID number

e To Verify Worker Screening Checks

e To Link workers to your organisation

e To Unlink workers from your organisation
e To approve nominee access requests

e To Update participant/nominee Information

View Inbox

1. To obtain access to the NWSD, navigate to the Commission’s website at
www.ndiscommission.gov.au.

2. Navigate to Portal Login > Applications portal login.

Commission

NDIS Quality 2 1800 035 544 = Contactus | Search Q | | ®Portal Login v
and Safeguards

I E Registered providers login —)|

Rules and standards v Provider registration Workforce v Complaints v Aboutus v & Applications portal login

£ Worker training portal login

The NDIS Commission
registers and regulates Quality auditors login

Self-managed participants login

NDIS providers. We slso work with pecp

quality and safety [&al: Covernment agencies portal login

Portal Quick Reference Guides

For providers: For workers:

Apply for registration - Worker orientation module - Worker screening -
Search banni d d

NDIS Code of Conduct - NDIS Code of Conduct > CAELOANIN AAEISEn >

compliance decisions

Behaviour support - Workforce Capability Framework - Find a registered provider -
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3. Once you get to the Registered providers portal webpage, click Login.

Registered providers portal login

Home - Registered providers portal log

On this page:
Access the portal
First time users

Help

Access the portal

Log in to manage your registration.

[ ]

4. Click Continue with Digital ID

.
& NDIS Quolity

. ond Sofeguords
v ~T Comenission |

NDIS Quality and Safeguards Commission Portal

Login

Registered Provider

Act on behalf of an organisation,
You need to set up the tional access in your Rel hip Authorisation Manager (RAM) first

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 s 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 | Copynght & Desclaimer | Privacy information
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5. Click Select mylD

Australia’s
Digital ID
System

Australian Gorernment

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

0 i0S or Android device

B Two identity documents

Remember my choice
(Not recommended for shared devices)

Select mylD >

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

Digital ID (myID)

é ifs 'h B
S ‘il rylD

Australian Government

Loginwith mylD

mylD email

Remember me

[ = )

Don'thave amylD? Setoneup®

0ate & mylD 10 prove who you are and log

9 App Store

Visit _r_v_\y_lDEfto find out more
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7. A code will be generated

Australian Government

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

G110

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

3.Comebackandlogin

Visit mylD &' to find out more

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

9. 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.

Portal entry point My access requests

Request to create/update my access

2. Search for and select the organisation's account

Search for the organisation's account using their ABN, Legal name, Trading name or Organisation address.
Organisation details

Legal name Trading name ABN

able australia

Address details

Address line 1

Address line 2

Suburb/town State Postcode

Please select

8N Legalname A Trading name Primary location

21511055215 Able Australa Able Australa NSW 2134 Select
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10. Select your organisation under the Account name and select the Role you wish to log in with,
then select Next. The roles displayed here will differ depending on what you selected when you
requested access.

Portal entry point My access requests

Portal entry point

Access an account
To access an account in the portal:
1. Select the Account name

2. Select a Role then 'Continue'.

Account name Role

v Authorised Access Delegate v

Authorised Access Delegate

Approved Quality Auditor

My access Authorised Reportable Incidents Approver
Authorised Reportable Incidents Notifier
‘Create a new request' to request access to an account or to request a change  Authorised Reporting Officer
"My access requests' contains a list of your access requests. You can update or Behaviour Support Practitioner
Behaviour Support Practitioner Admin
Registrant
Practitioner Profile

Exit application Worker Screening Officer

11. Read the NDIS Commission Portal conditions and click I agree.

NDIS Quality
and Safeguards
Commission

Logging on to the NDIS Commission Portal

You are now entering the NDIS Commission Portal.

Information contained on this system is subject to the Privacy Act 1988. Any unauthorised use or disclosure of information contained on this system may be a breach of
the Privacy Act 1988. The information may also be “protected Commission information” under the National Disability Insurance Scheme Act 2013. Protected Commission
information includes information that is held by the Commission about a person. An example of protected Commission information is information about a worker on the
NDIS Worker Screening Database. Unauthorised use and disclosure of protected Commission information is a criminal offence under the National Disability Insurance
Scheme Act 2013.

It is a criminal offence for unauthorised persons or devices to connect to this system. Usage of this system is monitored. Evidence of suspected misuse may be used in a
court of law. By continuing, you are representing yourself as an authorised user of the NDIS Commission Portal.

You are advised that giving false or misleading information to the Commonwealth is a serious offence under section 137.1 of the Criminal Code Act 1995 (Cth).

By entering the NDIS Commission Portal, you are also agreeing to only access, use or disclose information contained on NDIS Commission Portal systems to the extent
that this is necessary for you to undertake your functions and responsibilities in connection with the National Disability Insurance Scheme Act 2013, including as an
approved Quality Auditor, or as personnel of a registered NDIS provider in relation to NDIS Worker Screening checks using the NDIS Worker Screening Database.

The NDIS Commission may revoke NDIS Commission Portal access rights for anyone who fails to comply with these requirements.

Exit application
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12. You are now logged in. Depending on the role you are logged in with, your view of the NDIS
Commission Portal will differ. To change your role, click Change role / Manage access.

NDIS Quality

and Safeguards | | : : 0 i
Commiscion Change role / Manage access Notifications Switch to myplace 9

Home My registration ~ Worker Screening ~

Welcome to the NDIS Commission Portal, Worker.

Worker Screening

Number of pending verification requests. O

Inbox Email preferences

Number of unread messages available:

13. Process end.
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