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Assign an Auditor to complete an audit 
Use this guide as the authorised delegate of an Approved Quality Auditor, to assign an Auditor to 
complete an audit for a provider's application in the new NDIS Commission portal. 

Before you get started 
 
● Auditor information is visible to the provider in their own portal.  

 
● This guide assumes you have already accepted an audit nomination from a provider. If this has 

not already been completed, follow instructions to Accept or decline an audit request before 
proceeding with the steps in this guide.  

 
● You can only assign auditors who have been set up against your organisation.  

 
● Make sure you are logged in to the new NDIS Commission Portal using myID. You will need 

access permissions as an Auditor or Audit Team Leader to view application information following 
nomination. If you haven’t yet logged in, follow the instructions on Approved Quality Auditor 
login page. 
 

Open the audit application in My audits 

1. Once you have accepted an audit nomination, you will find the application details in My audits. 

 
 

 

 

https://www.ndiscommission.gov.au/portal-quick-reference-guides#qrg-audit-accept-decline
https://www.ndiscommission.gov.au/auditors-portal-login
https://www.ndiscommission.gov.au/auditors-portal-login
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2. On the My audits page you will see a list of your accepted and in-progress audits in the Manage 
audit applications section. 

 

 

3. Find the audit request you wish to view in detail. You can use the Assigned, Not Assigned, 
Assigned To Me tabs, sort columns in the Audits list by clicking on the column header, or search 
the list of audits using a keyword that might be found in the list.  

 

4. To assign an Auditor, click on the Audit Name for the desired application.  
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Add or edit scheduled audit dates 

1. To add or edit scheduled audit dates, click Assign Audit. 

 

2. Type the name of the Auditor and then pick from the selection. You can only assign Auditors 

who have been set up against your organisation.  

3. Click Confirm. 

 

4. The assigned Auditor will be notified and will see the audit details in their My audits view when 

they log into the portal. 

5. The updated information will now also be visible in the audit details for you, any assigned 

Auditors, and the provider. 
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