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Add and Manage Key Personnel 

Use this guide to add, edit, or check key personnel details in a provider registration application. 

Before you get started 

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

permissions to manage registration applications. If you haven’t yet logged in, follow the 

instructions on Registered Providers Portal Login page. 

 

● Have each key personnel NDIS Worker Screening ID (or Application ID) and Last name ready. 

 

● You can use the Save as draft feature at the bottom of each page and come back to your drafts 

later to complete the lodgement. 

 

Access a draft application 

1. Select the My applications tab. 
 

2. Select your draft application from the list to open it. 
 

3. Click Continue application. 
 

4. Go to Step 6: Key personnel suitability 

 
 

https://www.ndiscommission.gov.au/registered-providers-portal-login
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Add key personnel 

1. Select the ID type (NDIS Worker Screening ID or NDIS WS Application ID). 
 

2. Type in the ID number and the person’s Last name. 
 

5. Click Search. 

 

6. Click the drop-down arrow next to their name. 
 

7. Type in their Position/Role, Work phone number and Email address. 
 

8. Click Save. 

 

9. Repeat steps 1 to 8 to add additional key personnel if needed. 
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Edit or remove key personnel 

1. Go to Step 6: Key personnel suitability. 
 

2. Find the person's name in the list. 
 

3. Click the drop-down arrow next to their name. 

 

4. To update information: Click Update, change the details and click Save. 

 

5. To delete a person: Click Delete next to their name. 

 

Track assessment status 

1. Click Next step to move to Step 7: Track completion of suitability assessments. 
 

2. Check the assessment status for each key person listed. 
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3. If any assessment is not complete, scroll down and click Save as draft. You can log out and 
return to check the status of assessment or assessment status. 
 

4. Once all key personnel show a completed status, select a Primary contact and then click Next 
step to finish Part 1 of your application. 
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