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How to Request IS Portal Access as an Additional Authorised Access Delegate
[image: Note that clicking the Finish button sends  and approval request to the authorised access delegate. Once finalised, you will receive an email with the decision.][image: Flow chart of how to request IS Portal Access as an Authorised Access Delegate]
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Note: Clicking ‘Finish’ sends an approval request to your services authorised access delegate who may
contact you if they have any questions. Once finalised, you will receive an email notifying you of the
decision.
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Do you have a PRODA account

Log in to Portal Entry Point page Users without a PRODA account must

https://inclusionsupport.dss.gov.au/ispportal/ register at
https://proda.humanservices.gov.au/pia/pages/
public/registration/account/createAccount.jsf

Click 'Request access for myself’
Determine which user Role(s) you are requesting
Click ‘I'm ready to request access’

Enter the information required and select the
correct user Role(s) then click ‘Next’

Search the Service Provider you
work for (search by ABN ONLY)

No records found

Select the correct Service
Provider on the results list

If the ABN is correct, contact your Inclusion
Agency to ensure a Strategic Inclusion Plan
(SIP) has been created for your service
approval and the SIP is in status 'Active’

Confirm the details are correct
then click ‘Submit’

If this is the firsttime you are requesting portal

access you need to verify your email address If you have requested and been

granted portal access previously

Click the link in the email sent to your
nominated email address and log in to PRODA

Click 'Finish' to finalise
the request process

Click 'Finish' to finalise
the request process
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