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[bookmark: _Toc77947108][bookmark: _GoBack]Getting access to the NDIS Commission Applications Portal
Quick Reference Guide 
[bookmark: _Toc490571859]The Applications Portal has two functions it gives you the ability to:
apply to register as a provider
be considered suitable as an NDIS behaviour support practitioner.
To access the Applications Portal you need a PRODA account.
In this guide:
Getting access to the NDIS Commission Applications Portal	1
Logging in to the Applications Portal through PRODA for the first time	1
Logging in to the Applications Portal through PRODA using an existing PRODA account	10
About PRODA	12
Requirements	12
Learn more and register	12
Help with accessing the NDIS Commission Portal	12

[bookmark: _Toc77947109]Logging in to the Applications Portal through PRODA for the first time
This part of the Quick Reference Guide explains the step-by-step process of successfully logging in to the Applications Portal through PRODA for the first time.
Go to the NDIS Commission website. 


Click Portals select Applications Portal. 
[image: cid:image004.jpg@01D77E2F.0DFD3660]

Once you get to the Applications Portal webpage, click Login with PRODA.
[image: ]



Select Register Now.
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Follow the steps within PRODA to create your account.
[image: ]


Once you have been through the registration process and your identity has been successfully verified you will see this - click Next. [image: ]
Select your verification code preference, then select Next. [image: ]
Once you have received your code and entered it via your preferred method click Next.
You will then see portals that can be linked to your PRODA account. Do NOT click on any of these portals. 
[image: ]
Please note
The Applications Portal is not currently on this list. 
Follow the steps below
· Do not enter the NDIS Commission Provider Portal as this is for registered providers only. 
· To continue with your application navigate to the NDIS Commission website: Applications Portal 
· Log in again with your PRODA details if requested. 
· You will then be taken to the New portal access screen - after you have read the information, click Begin.
[image: ]

Fill out your details. Once done click Next. 
[image: ]
Check if your details are correct. If correct, tick the acknowledgment and click submit. If incorrect, select back to correct your details, then repeat this step. [image: ]

If all details are correct, select Finish. [image: ]

PRODA will send an email to the email address listed above, access this email and click Confirm my email address.

This will take you to the Applications Portal login screen, select I agree.
[image: ]

If you are applying to be a registered Provider select New application to be registered as an NDIS provider. [image: ]
Click on Start new application.
[image: ]
[bookmark: _Request_new_user][bookmark: _Authentication_methods][bookmark: _Online_Access_Request][bookmark: _Authentication_methods_1][bookmark: _Online_Authentication_methods][bookmark: _Online_Authentication][bookmark: _About_PRODA][bookmark: _Ref517277163]If you are applying to be considered suitable as an NDIS behaviour support practitioner select Apply to become an NDIS behaviour support practitioner. 
[image: ]
For practitioner applications refer to the quick reference guide: Applying to be considered suitable as an NDIS behaviour support practitioner.
[bookmark: _Toc77947110]Logging in to the Applications Portal through PRODA using an existing PRODA account
Go to the NDIS Commission website. 
Click Portals select Applications Portal.
[image: cid:image004.jpg@01D77E2F.0DFD3660]

Once you get to the Applications Portal page, click Login with PRODA.
[image: ]


Enter your username and password.
[image: ]

Enter your verification code.
[image: ]
Then follow steps 10 through to 15 in this Quick Reference Guide.
[bookmark: _Toc77947111]About PRODA
PRODA is an online authentication system used to securely access government online services.
PRODA is managed by the Department of Human Services. 
Most individuals who need access to the NDIS Commission Portal will require a PRODA account. 
Once you’ve authenticated your identity with PRODA, your username and password will allow you to access multiple online services including the NDIS Commission Portals.
[bookmark: _Toc77947112]Requirements
An email address which is unique to you (not a shared email address).
At least three (3) specified and valid Australian Government issued identity documents to verify your identity online. A full list of acceptable documents is available on the PRODA registration page.
Also, check you are using the minimum browser version required for the service you are accessing. To access PRODA to set up an account you’ll need one of these minimum browser versions:
Internet Explorer 9
Mozilla Firefox 30
Google Chrome 39
Safari 5.
[bookmark: _Toc77947113]Learn more and register
Register for a PRODA account
Learn more about PRODA
PRODA eLearning.
If you require assistance with your PRODA account, see the Contact Us section of the PRODA help page.
[bookmark: _About_AUSkey][bookmark: _Help_with_accessing][bookmark: _Toc77947114]Help with accessing the NDIS Commission Portal
I do not have a PRODA account, how can I create one?
See Register for a PRODA account to register and create a new PRODA account. 
I am unable to create a PRODA account, what can I do?
Please contact the PRODA Help Desk on 1800 700 199 or by email.
I have a PRODA account but I cannot log on to the NDIS Commission Portals, what can I do?
If your organisation is registered with the NDIS Commission, contact the NDIS Commission Contact Centre on 1800 035 544 or send us an email.



	NDIS Quality and Safeguards Commission	1


	NDIS Quality and Safeguards Commission	2
image2.png
ot iy .1800 035 544

Ly ——

Applications Portal

Visit the Applications Portal if you would lke to Relted resoures

P —
- St appction to b gt NDIS P and Yo 85l o pider ht ot s
e et with h NS Commisio ooy e st n spicaton o oo ot s sy

> kRt e - e
boen gt curenty it with e OIS

et o g to e oS o s

orl s Regstant 1 s nw o enel ppiction. [ —

Aoy o ecome on NOIS B Supprt Practoner s s appicaion t b cosideed sl 0 uderse seanen

et super sssmens (csing ottt e ssens) o 10 dvlo bt ppt ors [ ——

1t mycoa the o e s prcices. Iy ve b sy ben o sl s Sonenog s

agnto e NS Comision sl i e rociine Rl 3 o e e
Monsge s pnctore ot e oo P

Creste snd s o e ppications o b sesed o ighrpactine bk

... [

orsstacewilh FRODA s oot h PRODA hepin n 500700190

Soon

St you e s el supor hel s ol ot et Sopportondiscommision v




image3.png
JY . p— PRODA

Login

1 you have already created your PRODA account, login below.

Username

Forgat your userna

Password
Show
Forgot your password?

Find ot i s option s for vou




image4.png
Register now

+ Your ght o prvacy




image5.png
Your identity has been successfully

verified!





image6.png
Your verification code preference




image7.png
R — PRODA

P P ———

Profle | Services | Qroanisations | Logout

Privacy Notice
By linking to any of the online services below, you agree that your personal and / or your
organisations information (including your organisations’ personnel detalls) may be shared
with the relevant department or agency to determine appropriate access to their online
system

My linked services

You have not added any services. Select a service from the Avallable services section below
begin the matching process.

Available services




image8.png
s access responsbiies Secury awaeness





image9.png
New portal access

ANl Sieids marked with an asterisk (") are required.

1. Your details
First name Last name
Email address * Work phone number * Mobie phone number

[ea]




image10.png
| Awstralian Government

" Department of Sockal Services

New portal access

X ) All fields marked with an asterisk (*) are required.
2. Confirm details

Your details

First name: Last name:

Emaid addeess: Work phone number: Mobile phone:
Next Steps

+ Once submted. you will recewve an emai 10 confirm your emad address. Please follow the instructions to fiaslise your access.
+ Once finaksed, you'll be able to access the Applications Portal using your PRODA sccount.

3. Acknowledgement

Back





image11.png
) ' Autratan Gonermemest
g Departmen of Skl Services

New portal access

4. Email confirmation required

Woen 13 st you an e 10 confiem your emad address. Ths et o0

e :
ek e I




image12.png
| B nesoen topunsakooer o you-poae gtk |
de Q=

Logging on to the Applications Portal

Vou re now eering he ppicationsPoral

Informaton ontined o i ysem i ubjct 10 e rvcyAC 1988 AnyUnsuthored e Ao of foraton conaned on U3 syskem may be
3 reach o th Py Ac 1968 The infrmaton may o e “proteted Commion nforracon”under th Kasono! Dy nsronce Schere Act 203
Proected Commision formaton ncudes nformaton tha el by the Comision sboutaperson. An example of proteced Commesson formatien
15 nformation aboutaworker onth NOIS Worker Screning Dotabas. Unauthrised s nd decosre of prtectd Commision nfarmaton 3 rminl
fenceunder th aronolDsabiy nsranceScheme Ac 2013

It crminal ffencefor nauthorsed persons o devces 0 connec 1 system.Usageof s ysem i moniored Edenceof uspected misse may
e 10 1ncoutof . By conng, Yo . repres4nng yoursel 4  Suhorseduir of e Aplkatons Pt

Vou e s e gin s o milending formaion o th Commanmeskh i 58k offnce under secuon 1371 of i Comina ode Ac 1935
an

By entering he Appiatons Portal,you ae s 3greeing  nly acces, s o dcisenformaton Contanecd n AppIatons Pral o the exent e s
15 necesary o you o undertake yourfuncons and responsblLes n connecton wih e Nagonal Dsabiynsrance Scheme Az 2013 The NOIS
Comsion oy revote PpACHONS POt S GRS for anyone o 1 0 Comply Wi hes equiEments.




image13.png
NDIS Quolity
ond Sofeguards Notifications
Commission Notifications





image14.png
iz

New application to be registered as an NDIS Provider

S VS ——
- Appicatons you cresteor ikt il b e oeon 2 you can e e .

5 you ope he aplkation he expry ate b excenced s 60 oy o ada's dte EnsreJou sUBmi 45 39patn e expry
e nee o ceced

- i o awart oy PPICHIG £ onsdered  craftunc 1 ompleced and prced

o e 5t mappatnfor roer s el e regstred o ey regstered W Ehe NS Commsion you e g 0 v
MBS Comeean o CF 1 SrE e 8 1 A95K303n. 3o OG0t of s 5t bl S ko e NDSCommzaon P

Ifarmtonan e e egsvscion and el rocesse can o aund i e st s

e eptroion gpictns e St o ko





image15.png
NDIS Quality
and Safeguards Notifications ©
Commission

Home  Register as an NDIS provider

Welcome to the Applications Portal, ||}

Register as an NDIS provider Apply to become an NDIS Behaviour Support
Practitioner

Number of raft applications: |





image16.png
45 At Government PRODA

Servew Awaral Provider Digital A

Login

1f you have already created your PRODA account, login below.

Username

Password

Show

OG0T VUL PASSHOTaT

Do not have a PRODA account? Register now

or





image17.png
9 p— PRODA
%

r—— Provider Digital

<Back

2-step verification

Enter the verification code from your SMS below.

If you cannot access your SMS at this time we can send a code to  backup channel,

tnler Code

eceive your code?





image1.jpeg
o Nors ity 11800035544
and Salegonds i v
Commison ey

Home  Resources  Provider resaurces Applicatons Portal

Applications Portal
Related topcs
e Al ol ek S
St e oplicaton o b egtarsd a a NDSprovider e sy on b f 3
e ot v bt gt ed e Nt s o, you e e 1 RTR——
ol o roddr o o B g ey (RN D NS oo
s, i ee 1o 1o o DS Commision ot 3 Reg 03 1 5 A
ool spicn

SasnngDusbse

What you will need whilst working through this i e i e
application o]

I— 2.0 porsrens you tdts
L] Ly Relted resources

Information about you nd yous crgarisation,
ehading your arintinet buisiness sdkdnen: e rechararion reuns whdt v Wi Wty




image18.tiff
NDIS Quality
and Safequards
Commission





