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Submit an Application for Re-registration 
(Part 2) 

Use this guide to complete Part 2 of your provider re-registration application. 
 

Before you get started 

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

access permissions as a Registrant. If you haven’t yet logged in, follow the instructions on 

Registered Providers Portal Login page. 

 

● Make sure you have completed Part 1 of your re-registration application. See Submit an 

application for re-registration (Part 1) for instructions. 

 

● At any step, if you do not have all the information available, 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. 

 

Step 1: Start assessment 

1. Open the application and click Start Part 2. 

 

https://www.ndiscommission.gov.au/registered-providers-portal-login
https://www.ndiscommission.gov.au/portal-quick-reference-guides#paragraph-id-5534989
https://www.ndiscommission.gov.au/portal-quick-reference-guides#paragraph-id-5534989
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2. Read the application responsibilities and instructions carefully. 
 

3. Click Start application. 

 

Step 2: Service profile 

1. Your service profile details from your previous registration will be pre-populated. 

 

2. Check and update any pre-populated information if needed: 

● Specific service and support categories your organisation is providing and intends to provide. 

● Selection for "Are you an approved Residential Aged Care provider?". 

● Number of NDIS participants you currently provide supports or services for. 

● Number of workers you currently employ or engage to deliver NDIS supports or services. 
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● What kind of NDIS participants does your organisation support? 

Select the categories of disability. 

 

● What kind of age groups does your organisation support?. 

Select the age group. 

 

3. Click Next step. 
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Step 3: Service locations 

You must list all the places where you provide services and make sure they are correct. 

Know your location types: 

● Outlets: Your main offices or primary places of business.  

● Sites: Extra places where you provide services, like therapy rooms or day programs. 

 

What you need to do: 

1. Click Save as draft to save your progress.   
 

2. Go to the Service locations page in the portal.  
 

3. Update your Outlets and Sites by doing the following:  

● Add any new or missing locations.  

● Fix any wrong information.  

● Change locations you no longer use to “inactive”.  

 
4. Tick the box next to I declare I have updated all my service locations.  

 
5. Click Next step. 
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Step 4: Self-assessment 

1. Answer or update the self-assessment questions relevant for your selected NDIS support 

categories by clicking View beside each module. 

 
 

2. Click Open for each Outcome and: 

● Enter in the Provider response. 

● Tick the declaration checkbox. 

● Select the name of the person making the declaration. 

● (Optional) Upload any supporting evidence. 

 

3. Click Save, and continue to answer the other outcomes. 
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4. Once done all the modules are completed, click Next step. 
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Step 5: Declaration and submit. 

1. Check all the Declaration boxes and confirm that all information provided is true and accurate. 
 

2. Click Submit. 

 
 

3. Record the lodgement details shown on the confirmation page for your records and download 
the generated scope of audit. 

Part 2 is complete. You can now link with an auditor to complete your re-registration audit.  
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