NDIS Quality
and Safequards
Commission

Provider portal inbox

Quick reference guide — Provider registration

This quick reference guide provides information about how to access and manage messages in your
NDIS Commission Provider Portal Inbox.

Inbox notification

1. When you receive a message in your NDIS Commission Portal Inbox you will receive an email alert
about the message

HOIS Quality
and Sofequords
Commissign

Notification: New provider registration inbox message(s)

There i a ngw provider ragistration massage(s) for the organisation, [Legal name| (trading as: [Busingss nama]). Login to the NDIS
Commission Portal as a "Registrant’ to wiew the message in the “Inbox’.

Please call the MDIS Commission on 1800 035 544 if you have any questions or experience technical difficulties.

2. The representatives that will receive the email alert are those with email addresses recorded in
the ‘Registration’ section of email preferences. If there are no email addresses recorded in the
Registration recipient(s), the Default recipient(s) will receive the email alert

3. Email alerts are sent at periodic times throughout the day. If an inbox message is read before the
email alert about that message is sent, an alert won’t be sent
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Access the Inbox

4. Go to the NDIS Commission Website and select the Portals button and select Registered NDIS
providers option
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Cmmami ppagn

Fimgruta: nd MO peovaciars

For particip Fof previders. ~+  Forworkers ~  Hesowoes «  Sellmanaged NDIS pancisants ake a complaint

Uregpatorad NIHS provelers

P T

When you make it PN—
known, you make it "Bt

better.

Make it known, make it better resounces

The NDIS Commission works with participants and providers to
improve the quality and safety of NDIS services and supports.

5. Select Login with PRODA

NDIS Commission Portal

Login with PRODA

The MDIS Commession Poral conlaing tooks for providens 1o manage their registration and meed thedr
obligations.

Thia MIDIS Comimessann Pomal s alao wed by Approved Cuality Auditors b record their audit
recommendations for a provider's apphication for registration with the MONS Quality and Safeguards
Comamission

Registared providers use the NOIS Commission Portal o renew regestration, update registration dataiis,
add or ramicve registration groups. notify the NDIS Commission of changes and evants, submit
behaviour support plans and incident reports, repan wses of unauthorsed practice, and mara

The MDMS Comméssion Poral ks only available to providens that have registered with the NDIS
Commission. If you do not have an MDIS Commission Poral user account. please refer to the Cuick
Referance Guids - Gatling scoass 1o NDIS Commission Porail.

For assistance with PRODA, please contact the FRODA helpline on 1800 700 1649,

Should you nead addaional technical support, halp i available
at Tier Supportifndecommission pov.ay.

6. Enter your Username and Password. Select Login
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Login

If you have already created your PRODA account, login below,

Usermame

Eorgat vaur usernarme?
Fassworg

[ LY

Do not have a PRODA account? Reglster now

or

Login using your Digital Identity

7. Enter your verification code. Select Next

Bach

2-step verification

Enter the verification code from your email below.

Enter Code

Didn't receive vour code?

8. At the Portal entry point, select the Provider name of the registered NDIS provider that you are
logging into the NDIS Commission Portal on behalf of. Select Registrant as the Role. Select
Continue
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Portal entry point Al ielcts

Portal login / Authorised Access Delegate login

Select the provider ! role you wish to use within the NIDIS Qualicy ard Safeguards Commession Portal - NTEDS

&*

Prosider name rale ™

Ay Auscralia v Aegistrant - Continue

My portal access

Use: thas sence if you are
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dity your portal access, or

wlif Conlacl distasls sinch as your email addniss

Request / update my acess Update my contact details

9. Select the Inbox tile
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10. The inbox will open and you will see the below Inbox screen with any messages listed
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Inbox

My role's categories
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Note: You can view Provider registration notifications previously sent to your registration by going
to My registration then selecting the Notifications tab

View inbox messages

11. To view a message details select Actions and View
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12. Information about the message, such as who has viewed it and what email addresses received
the email alert can be viewed
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Meiage Id: Category Related to recosd ldt

Message type: Dt time of messege: doimmylyyy Somm Messige itatus

Saibipert:

[rmail sddressey that were adviced about the [ SER T D0

* Message viewed by
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Thamas Fhnders 10VDE/2021 3:15:55 PM
Celine Hicdard 110672021 2911 A

13. The message will appear at the bottom of the page. Use the buttons along the top of the
message to expand or print the message. If the message requires an action, the action button
will appear. By selecting the action button you will be taken to the required COS screen to action
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| The sctian button will appear if an
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Search or filter messages

14. Use the filter drop down option to select All, Read or Unread messages in your inbox. Select
Apply filter
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Errusil achdresses that weene advined abou the nesw missage:

15. Use the Search messages function to display only particular messages e.g. all messages about
Registration or Worker Screening (depending on your role). Select the Category and then select
the Message type. Select Run search
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Identify who has viewed a message

16. Expand the message in the inbox using the twistie arrow to view Message first read by and at
what date/time. The Email addresses advised of the message lists those email addresses that
received the email alert about the message being available in the inbox
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Managing email preferences

17. Log into PRODA and select ‘Registrant’ to access the NDIS Commission Portal.
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Portal entry paint

Portal login / Authorised Access Delegate login

Prizsidiar ||4|-w* Rele

i i 10 e wal i DS Guakig & Saleguards Commission Partal - MNT)

My portal access

Request / update my access

Select the ‘Email preferences’ tile to manage who will receive emails, and what types of emails each
person will receive, from the NDIS Quality and Safeguards Commission on behalf of your organisation.

18. A list of category descriptions will display at the top of the screen. This describes the different
categories of emails that will be received. For each email contact a category from the list must

be selected e.g. these are the types of emails they will receive.

Email preferences

w  About the categories

19. To add an email contact to the list, select ‘Add’, enter their details and choose the category
of emails they will receive. If they require multiple categories, they will need to be added

multiple times.
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List of reciplents

FIlDEr: | 1 Actioe Focesnts Rl ~ply Filver
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20. To remove an email contact, select ‘Action’ and ‘Remove’.

21. To update the details of an email contact e.g. change their email category, select ‘Action” and
‘Update’.
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