Update account information

Role required: Worker Screening for Organisations

e Add or update key contacts
e Change of business information
e Change email preferences

1. Click on My account.

. e e
and Sofeguards ogou
< o ey Change rol e access g

Home  Myorganisation ~  Worker Screening ~

Welcome to the NDIS Worker Screening Database,

My account Worker Screening

w0

Inbox

Email preferences

2. Process end.
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Add or change key contacts
Role required: Worker Screening for Organisations
1. To Update or Add Key Contacts, click Key Contacts > click Actions > select Update

You can also Add a new worker as a Key Contact on this screen.

NDIS Quolity . ,—‘
and Safeguards noe . N ; Logout
Commission Change role / Manage access g

Home My organisation ~  Worker Screening ~

Employer account Key contacts required
Record the Organisation’s key contacts. The ‘Primary’ contact is considered the main point of contact for this account.
Employer Id:
Employer status: Active Note:
ABN: « Navigate to Email preferences’ via the left navigation, if you need to record any recipients that should receive email notifications on behalf of the
Legal name: 777 T organisation.
* Ensure each individual listed has read and the Worker Screening Privacy Collection Statement (£, and consent to their personal information

EnpioySEecosDEsy being used and disclosed for the purposes described in the Statement.

Primary contact
Account details

Key contacts First name: Last name:

Actions
Email address: Phone number:

Email preferences

Contacts
Primary First name t nam Email address Phone number Status
Select Format, Press Export, and Save Download
Format: | Tab Separated vl | Export |
Workers

Add 2 worker that s considered a key contact for the Organisation. You may only add a warker if the Organisation is currently linked to the worker.

=1 4

Refer to the Worker Screening "My workers' st to find a list of all the active linked workers.

There are no workers recorded.

2. Process end.

47




I ——
Change of business information

Role required: Worker Screening for Organisations

Organisation business name > Update

Organisation details > Update

Organisation address > Add

Employer account Account details
Umptoyer i About account
Cmloyer sanes: Actie
oy Empiayerid Emphoyer st Suatus it vpdated. SLimmyyyy Mme
Legal narme
Actve 04012022 103750 AV
Errptoyer vector Duaniny
Cmgioyer secror Accours stant cane avmWY Accounn ens date: avmeyy
Accounn detats oaovaen swora
Ky cooercrs

Organisation business name

£ pvteences [——

RANG. JACQUELNE ANN

Organisation details

Aastration Business Numiser (ASN) Pty type

Sote Tager

Aesstratian Company Nurber (ACN;

GST registered: Pagateres as 2 Charity with the Auatraian Charties and Mot for.proft Commimsn

Business contact details

€mas adirens Erone numter Fax rumber

Websee

Organisation address

A3 The CDINEITONS Cuent ShyI<H B30E

Assren AgxenoRe aan atdate Kedane

> e Acove 180272521
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Manage email preferences

Role required: Worker Screening for Organisations

1.

Select the Email preferences tile to manage who will receive emails, and what types of emails
each person will receive from the NDIS Quality and Safeguards Commission.

Home My organisation ~ Worker Screening ~

Welcome to the NDIS Worker Screening Datak

My account Worker Screening

Number of pending verification requests

Inbox Email preferences

Number of unread messages available:

A list of email categories and descriptions will display at the top of the screen. This describes the
categories of emails that can be received. At least one email must be listed as a Default
recipient(s).

w  About the categories

Below is a list of the categories a recipient can be added to.
If a recipient needs to receive emails for multiple categories, then add the recipient to each category.

Category, Description

Default recipient(s) Essential email notifications will be sent to the Default recipient(s) if a recipient isn't listed for a category. At least one email must be
listed as a Default recipient(s).

Worker Screening Recipients will be sent email notifications when there's a new 'Worker Screening’ Inbox message available in the portal. These messages
may be about new verification requests or status changes for linked workers.
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emails.

List of recipients

Filter: | 01. All recipients M Apply Filter

Email address

To add an email contact to the list, select Add, then enter details and choose the category of

Recipient name Category Status
’ Default recipient(s) Active
Select Format, Press Export, and Save Download
Format: | Tab Separated VI Export ‘

4. Toremove an email contact, select Actions and Set as ‘Inactive’.

List of recipients

Filter: | 01. Al recipients Ml Acply Fitter

Email address Recipient name Category Status
> Default recipient(s) Active
1 3 Worker Screening Active

Update
Select Format, Press Export, and Save Download

Set as ‘Inactive’
Format: | Tab Separated N

5. To update the details of an email contact, e.g. change their email category, select Action and

Update.

Tip: If a user does not already have access to the NWSD, updating their email preferences to

include the Worker screening category will not provide the user with access to the NWSD. You
will still need to manage the user’s access by following the steps above.

6. Process end.
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