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Implementing Providers: Link a Behaviour 
Support Plan to a Participant Record 

For implementing providers: Use this guide to verify participant details and link an incoming 
Behaviour Support Plan (BSP) lodged by a behaviour support provider to your participant record. 

Before you get started 

● Make sure you are logged in to the new NDIS Commission Portal using myID or PRODA. Your 

user access will need to include Restrictive Practice Reporting Officer. If you haven’t yet logged 

in, follow the instructions on Registered Providers Portal Login page. 

● For privacy and security, when you receive a behaviour support plan as an implementing 

provider, you must have an existing record for the participant. To view and manage your 

participant records, select ‘My participants’ from the top menu bar. Refer to these instructions 

if you need to Add or Manage participant details. 

● If the behaviour support provider and the implementing provide are both the same, then the 

BSP will link automatically – you won’t need to manually link and the accept and reject buttons 

will be available when you view the linked BSP. If the behaviour support provider and the 

implementing provider are different or you do not have a matching participant record, the 

implementing provider will need to link the BSP to their participant record first using these 

instructions. You may need to update your participants records.  

● Confirm which participant you are expecting a BSP for and the name of the behaviour support 

provider lodging it. 

● If you are not ready to link the plan, you can click Cancel or close the page. The plan will remain 

in your unlinked list until you are ready. 

 

Find an unlinked behaviour support plan (BSP) 

1. To find the BSP: 

● Select Behaviour support from the top menu bar. 

● Using the search bar above the list of BSPs, locate the BSP in the list using the BSP ID, 

Participant name, or NDIS number 

● Click on the BSP ID to open it. 

https://www.ndiscommission.gov.au/registered-providers-portal-login
https://www.ndiscommission.gov.au/portal-quick-reference-guides#qrg-pr-update-details
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Note: Select Unlinked BSPs from your dashboard menu options. This will filter your list to any 

unlinked BSPs.  

Verify participant details 

To protect sensitive participant privacy, restrictive practice details, full plan tabs and attached 
documents remain hidden until you verify the participant record. 

1. Review the summary details displayed at the top of the screen: 

● Participant name and NDIS number 

● Plan ID and Plan type 

● Lodging provider name 
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2. Verify that this participant is currently receiving supports from your organisation and that you 

are expecting a BSP from the listed lodging provider. 

 

Link the plan to your participant record 

1. Click Link BSP. 

 

 
2. In the verification prompt, select Yes to confirm that you work with this participant and should 

receive this plan. 
 

3. Click Save. 
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Once saved, a success message will confirm the BSP is linked to your participant record. The full plan 
details, restrictive practice details, and attached BSP document under the Related tab will now be 
unlocked. The plan can now be accepted or rejected.  
 

 
 
To complete the review and execute plan acceptance or rejection, refer to instructions in 
Implementing Providers: Accept or Reject a Behaviour Support Plan.  
 

No matching participant record 

When you attempt to link a BSP, you might get an error message. If the message says the participant 
record is missing or not finished, follow the steps below: 
 

 
 
1. Select My participants from the top menu bar. 

 

https://www.ndiscommission.gov.au/portal-quick-reference-guides#qrg-bsp-accept-reject


 

 

 

 NDIS Quality and Safeguards Commission 5 

2. First, search for the participant using their NDIS number, name, date of birth, or email. 

 

3. If you find the participant: 

• Check their details 

• Update the details so they match the BSP record. 

 

4. If you cannot find the participant, click Add new participant. 

 

 
 

5. Enter the participant details. 

 

 
 

 

 

6. Click Save. 
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7. Once the participant record is created or updated, navigate back to the BSP screen and attempt 

to link it to the participant record. 
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