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Managing access as an Access Delegate 

Use this guide to view and assign levels of access for people in your Registered Provider organisation 

in the new NDIS Commission portal.  Only Access Delegates will be able to choose and assign the 

roles. 

Before you get started, you should know: 

● The role of Access Delegate: Registered providers usually have at least one person in their 

organisation with the role of Access Delegate. This is the role needed to manage access for 

other members of the same organisation in the portal. 

 

● Participant Records: Some roles will allow the user to create and manage participant records. 

● Role Assignment: A person can have different roles with different providers. The provider can 

be selected by the person during their log in process. 

● Assigning access to new contacts: as an access delegate, you can only assign access levels to 

people in your organisation that are designated as contacts. You can add a person as a new 

contact via the My registration > Provider contacts action prior to managing their user access if 

needed. 

Portal roles and tasks 

Role Name Which providers can use this role? What does this role do? 

Registrant Registered or De-Registered Providers 

 

Updates the provider's registration 

details (including re-registrations). 

Handles 13/13A notices. 

Creates and manages staff/worker 

records. 

Creates and manages participant 

records. 
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Role Name Which providers can use this role? What does this role do? 

Worker 

Screening 

Officer 

Registered Providers only Creates and manages staff/worker 

records. 

Behaviour 

Support 

Plan 

Lodgement 

Officer 

Registered Providers only Creates and manages participant 

records. 

Lodges Behaviour Support Plans 

that include regulated restrictive 

practices. 

Note: a user can only have either 

Behaviour Support Plan Lodgement 

Officer OR Restrictive Practice 

Reporting Officer.  

Restrictive 

Practice 

Reporting 

Officer 

Registered Providers only Creates and manages participant 

records. 

Uploads evidence that restrictive 

practices are authorised. 

Completes monthly reports on the 

use of these practices. 

Note: a user can only have either 

Behaviour Support Plan Lodgement 

Officer OR Restrictive Practice 

Reporting Officer. 

Reportable 

Incident 

Officer 

Registered Providers only Creates and manages participant 

records. 

Prepares, checks, and sends in 

reportable incidents to the NDIS 

Commission. 
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Role Name Which providers can use this role? What does this role do? 

Access 

Delegate 

Registered or De-Registered Providers 

 

 

Manages which staff members can 

log in and access the portal for the 

provider. 

 

Viewing user access 

1. To view the current level of access for those assigned in your organisation, go to the More 

dropdown in the main menu and click Manage user access. 

 

 

2. There are three main sections on this page: 

• Manage existing user access: where you can view the roles assigned to active and inactive 

user contacts in your organisation. Use the Active, Inactive and All tabs to navigate between 

the views, sort the columns by clicking on the column heading in the list, use the filters to 

organise the list by user role, or use the search to find a specific user in the list. 
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• Create new user access: where you can assign roles for the first time to someone in your 

organisation that is listed as a contact. You can sort the columns by clicking on the column 

heading in the list, or use the search to find a specific user in the list. 

 

 

• Manage access requests: where you can view, update and record a decision for any access 

requests initiated by users from your organisation. Use the Pending, Expired and All tabs to 

navigate between the views, sort the columns by clicking on the column heading in the list, 

use the filters to organise the list by request status, or use the search to find a specific user 

in the list. 
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3. To view the details of an existing user, find the user in the Manage existing user access list and 

click the View button. A more detailed screen will open, giving you the option to Update Access 

for the user or Deactivate User if you no longer wish them to have access to the portal. 

 

 

 

Update existing user access (add or remove roles) 

1. Follow the steps above to view user access. You have two options: 

• Update Access: allows you to add or remove roles for the user. 

• Deactivate User: allows you to remove their access from the portal altogether. Their details 

will still be visible in the portal, however they will be listed as Inactive and will no longer be 

able to access your provider record in the portal. 

 

2. To add or remove roles for the user, from the detailed user record, click Update Access. 
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3. Read the instructions carefully. 

4. When ready, click Start Request > 

 

 

5. Use the checkboxes to select or deselect the relevant category of role, and then choose one of 

the available radio buttons within that category to assign or remove the role. 

 

 

6. Review the acknowledgment statement, check the box to indicate you authorise the request, 

and click Submit. 

 

7. You will return to the user details view. The user will be notified via email. You can verify the 

updated role assignment in the Manage existing users access list. 

 

Update existing user access (remove access altogether) 

1. Follow the steps above to view user access. You have two options: 

• Update Access: allows you to add or remove roles for the user. 
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• Deactivate User: allows you to remove their access from the portal altogether. Their details 

will still be visible in the portal, however they will be listed as Inactive and will no longer be 

able to access your provider record in the portal. 

 

2. To remove access to your provider record in the portal for the user, from the detailed user 

record, click Deactivate User. 

 

 

3. You will be given a warning to check that you want to deactivate this user. 

4. You can cancel, or to proceed, click Yes continue and deactivate user. 

 

 

 

5. You will return to the user details view. The user will be notified via email. You also have the 

option to Reactivate User if you wish to do so in the future.  
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6. You can verify the deactivation in the Manage existing users access list – you may need to click 

the Inactive or All users tab to see this information. 

 

 

Reactivate a user 

1. If you have a user that previously had access to your provider record in the portal, but was 

deactivated, you can easily reactivate and change their user access. Follow the steps above to 

find the user in the Manage existing users access list. You may need to select the Inactive or All 

tab to see the list of inactive users. 

 

 

2. For the user you wish to reactivate, select the View button in the row with their name. 

3. Click Reactivate User. 
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4. You will return to the user details view. The user will be notified via email. You also have the 

option to Update Access to now proceed with assigning the relevant access role for the user.  

Follow the steps in the section Update existing user access if needed. 

 

 

Respond to access requests 

Existing users may request additional access if they try to perform an action but do not have 

permission. Access requests will remain Pending for you to action for 30 days. If they are not 

actioned in this time, the request will expire and the requesting user will be notified.  

 

1. To action a user request, find the request in the Manage access requests list and click View.  

 

 

2. You will be presented with the user details page. Click Update Access to proceed with the 

update request.  

 

 

3. You will be taken to the Create/update user portal access page. Continue with the update as 

required. Follow the steps in Update existing user access if needed. 
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Create new user access 

1. To assign roles to a user for the first time, navigate to the Create new user access section on the 

Manage user access page (as outlined in the Viewing user access section). 

 

2. Find the user in the list using the column sort or search feature. 

 

3. If the desired user is not showing in the list, check whether they already have access, or are 

inactive, via the Manage existing users access list. If they are not showing in either list, you may 

need to check that they are added as a provider contact. Navigate to My registration > Provider 

contacts to check this and to add them as a contact if needed. 

 
 

4. You will be presented with the user details. Click Create a new user to proceed. 

 
 

5. You will be taken to the Create/update user portal access page. Continue with the update as 

required. Follow the steps in Update existing user access if needed 
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