Authorised Access Delegate role

As an Authorised Access Delegate, you will be:
e Responsible for approving system access requests for the database for your organisation

Able to approve and remove user access requests or submit an access request for other
users to this account

1. Select your organisation > select Authorised Access Delegate > Continue

Australian Government

—— Logout
Department of Social Services

Portal entry point My access requests

NDIS Worker Screening Database

Portal entry point

Access an account All fields marked with an asterisk (%) are required.

1. Select an account ¥
Account name A Account type
=) i

2. Select a Role then Continue

Account sector

Role

| Authorised Access Delegate V| -

My access

'Create a new request' to request access to an account or to request a Change o your current access.

'My access requests' contains a list of your access requests. You can update or withdraw a recent request if it is still active.

Create a new request ‘ Update my contact details

Exit application
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2. Pending access requests will be listed here > Action > Accept or Reject.

ustralian Government
e Change role / Manage access
Department of Social Services

Portal entry point My access requests

NDIS Worker Screening Database

Access requests list

Account
Alist of the account's access requests. As the Authorised Access Delegate, you may view, update and record a
ABN decision on a 'Pending' request. You have until the expiry date to record a decision on a request. The user will be
: advised by email if their request is Approved, Rejected or has Expired.
Legal name:

You may also 'Create a new request’ for a user to access this account in the portal.

Once a user's been approved to access this account, their record will be available in the 'User access list'. If their

Trading name:
& access needs to change, you can find their record and update their user access as appropriate.

Account sector: Disability
» About a request's status

Filter ~Pending v P show Search Create a new request

Nores All active requests

Account type: Organisation
Address:

Access requests list
Recent requests (last 30 days)
. Awaiting email verification
User access list
Awaiting user
Approved
Rejected
Withdrawn
Expired

All

3. Processend.
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