Request or update existing access to the NWSD as an employee

1.

2.

3.

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

Navigate to Portal Login > Applications portal login.

o st :
‘ o and Safeguards /1800 035 544 = Contactus | Search Q|| ®Portal Login v

Commission

I [ Registered providers login —)l

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

£ Worker training portal login

The NDIS Commission
registers and regulates

Self-managed participants login
N D I S 'd We also work with peop
p rOVI e rs. quality and safety of thd Government agencies portal login

Portal Quick Reference Guides

For providers: For workers:

Worker orientation module

Worker screening

Apply for registration

Search banning orders and

NDIS Code of Conduct - NDIS Code of Conduct - = e
compliance decisions

Behaviour support

Workforce Capability Framework = Find a registered provider >

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.
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4. 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 ID

Digital ID i a secure, convenient and voluntary way to verify and reuse your 1D 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.

it Continue with Digital ID

Digital ID i 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

5. Click Select myID

Australia’s
Digital ID
Australian Government | Sy Stem

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

[l Managed by Australian Government

You'll need these to get started
[ i0S or Android device

B Two identity documents

Remember my choice
(Not recommended for shared devices)

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

Digital ID (myID)

%y mylD

Amstralian Governmeont

Log inwith mylD

mylD email

Remember me

( Getcode

Don'thave amylD? Setoneupl

Visit mylD &' to find out mare

7. A code will be generated

IVCTTETCT

Log inwith mylD
1. Openthe mylD app on your phone
2. Accept orenter the code

9860

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

3.Comebackandlogin

Visie mylD &f'1o find cut more
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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.

10. At the Portal entry point and select Create new access.

Portal entry point My access requests

NDIS Quality and Safeguards Commission Portal

Portal entry point

My access

Create a Jest’ to request access to an account or to request a change to

My 2 ntains a list of your acc
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11. Read the information on the page and select | am ready to request access.

Portal entry point My access requests

Request to create/update my access

4. Access request summary All fields marked with an asterisk (%) are required.
Your details
First name : W Last name : ~
Email address : nv Phone number : Mobile phone number :

Account details
Legal name : £
Trading name : Al

ABN: 2 Primary location : N

Access to roles
If this request is Approved, you will be able to access the account with the selected role(s) only.
Selected role(s) :

Approved Quality Auditor, Auditor, Authorised Reportable Incidents Approver, Authorised Reportable Incidents Notifier, Authorised Reporting Officer, Behaviour Support Practitioner, Behaviour Support Practitioner
Admin, Behaviour Support Reporting Admin, Practitioner Profile, Registrant, Worker Screening Officer, Authorised Access Delegate

Next steps

« Once this request is submitted, an email about this request will be sent to the Authorised Access Delegate for the account. They are responsible for approving your request.
« If this is your first portal request, after you click 'Submit' an email will be sent to confirm your email address. Please follow the email's instructions to finalise this request and progress the next steps.

5. Acknowledgement

1 confirm the above details are correct. *

B j

Your details will be automatically added to match your PRODA account. Enter your Phone
number and click Next.
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Portal entry point My access requests

Request to create/update my access

1. Record your details Allfelds marked with an asterisk (&) are required.
First name Last name
Email address Phone number* Mobile phone number

Discard request E
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13. Enter the ABN only (without spaces) and select Run search. In the results section Select your
organisation.

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
Address details
Address line 1
Address line 2
Suburb/town State Postcode
Please select v

ABN Legal name A Trading name Primary location

Select
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14. You will then need to select the roles you require and then click Next.

Portal entry point My access requests

Request to create/update my access

3. Access to roles

Select one or more roles to specify the access you need to this account. If this request is Approved. you will only receive access to the selected role(s).

O Approved Quality Auditor [ Behaviour Support Practitioner Admin
An employee of an Audit organisation, this person has the same responsibility of an ‘Auditor' role Provides data entry support to a Behaviour Support Practitioner to enter a behaviour support plan
and more. They are responsible for witnessing and an tonar in the portal.

application, and providing an audit recommendation.
[ Behaviour Support Reporting Admin

O Auditor Provides data entry support to an Authorised Reporting Officer by entering reports on the use of an
An employee of an Audit organisation, this person is responsible for witnessing and submitting an authorised restrictive practice.
assessment on a registration application.

O Practitioner Profile

[ Authorised Reportable Incidents Approver Arole provided to an NDIS Behaviour Support Practitioner to allow them to manage their profile. A
Responsible for completing, reviewing and submitting a reportable incident to the NDIS practitioner should contact the NDIS Commission if they require access to this role. Note 'Behaviour
Commission. support practitioner' role should be requested to lodge behaviour support plans in the portal.

[ Authorised Reportable Incidents Notifier Registrant
Responsible for documenting a reportable incident in preparation for review and submission. Responsible for managing and varying an NDIS Provider's current scope of registration as well as

managing email preferences for the organisation.

O Authorised Reporting Officer
Responsible for accepting a behaviour support plan and submitting monthly reports on the use of Worker Screening Officer
an authorised restrictive practice. Responsible for managing the provider's workers.

[ Behaviour Support Practitioner Authorised Access Delegate
Responsible for developing and lodging a behaviour support plan for a person with disability. This Responsible for approving system access requests for the account. Can also remove user access or
role requires approval as an NDIS behaviour support practitioner. submit an access request for other users to this account.

Discard request

15. Select I confirm the above details are correct and click Submit.

Portal entry point My access requests

Request to create/update my access

4. Access request summary Al felds marked with an asterisk (k) are required.
Your details
First name : Lastname: ¢
Email address : umber : Mobile phone

Account details

Legal name :

Trading name

ABN:: Primary location : |
Access to roles

If this request is Approved, you will be able to access the account with the selected role(s) only.
Selected role(s) :

Approved Quality Auditor, Auditor, Authorised Reportable Incidents Approver, Authorised Reportable Incidents Notifier, Authorised Reporting Officer, Behaviour Support Practitioner, Behaviour Support Practitioner
Admin, Behaviour Support Reporting Admin, Practitioner Profile, Registrant, Worker Screening Officer, Authorised Access Delegate

Next steps

« Once this request is submitted, an email about this request will be sent to the Authorised Access Delegate for the account. They are responsible for approving your request.
» If this is your first portal request. after you click 'Submit' an email will be sent to confirm your email address. Please follow the email's instructions to finalise this request and progress the next steps.

5. Acknowledgement

1 confirm the above details are correct. *

Discard request m
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16. Your request has now been submitted for approval, click Finish. If this is your first access
request, you will receive an email to confirm your email address. Once verified, an email will be
sent to the Authorised Access Delegate to approve your access request.

Portal entry point My access requests

Request to create/update my access

0 Access request submitted. Your access request details are shown below.

17. Once your access has been approved by the Authorised Access Delegate, you will receive an
email to finalise your access.

18. Once you have successfully activated your access, you can follow the same instructions outlined
in this section to update your access to the NWSD as an employee.

19. Process end.



