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Task Card

For Authorised Access delegates Managing Access
to the Inclusion Support Portal

Who will need this task card?

The Inclusion Support Portal (IS Portal) is a web-based application that manages all early childhood
education and care services’ (ECEC) interactions with the Inclusion Support Program (ISP).

This task card is intended for service provider Authorised Access Delegates. It contains
instructions to assist Authorised Access Delegates to manage who has access to the
Inclusion Support Portal for the service.

What is this task card for?

This Task Card provides information and a step-by-step guide to support Authorised Access
Delegates to manage access to the Inclusion Support Portal.
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About the Role

Authorised Access Delegates are responsible for reviewing and approving new users access requests,
updating users access, removing access if a user leaves the service and suspending access if a user
goes on long term leave. Authorised Access Delegates can also submit an access request for a new
user.

Logging into the IS Portal

Authorised Access Delegates must be logged into the IS Portal in the role of Authorised Access
Delegate to manage who has access to the Inclusion Support Portal for the service.

the IS Portal can then be accessed via:

Login | PRODA - https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf

Login to your PRODA account and select the Inclusion Support Portal tile:

CHILD CARE

inclusion support portal

When your identity is verified, the ‘Portal entry point’ page is displayed.

inclusion Support Portal

Portal entry point

Access an account
To access an account in the partal:
1. Select the Account name

2. Select a Role then ‘Continue

Account name Role

Please select v v

My access

‘Create a new request to request access o an account of to request a change 10 your current aceess

"My access requests’ contains a list of your access requests. You can update o withdraw a recent request if it is stil active.
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https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf

1. Select your employer from the Provider name dropdown list.
Portal entry point
Portal legin / Authorised Access Delegate login All ekl marked With 3n 2SLErisk C&) are required
select the prowder ¢ role you wish to use within the NDIS Commission Portal
Provider name * Role #
r:_ Please st N E==
Irschustripus bnd uest e &
2. Using the Role dropdown option, Select the role of Authorised Access Delegate.
3. AtRole select Authorised Access Delegate.
Portal entry point
Paortal legin # Authorised Access Delegate login TR TATER A 15 BT K et
SERACL Pl DRonadET J Mol ydia WiSH TG USE wiRin The MOHS oM@ don Pl
Prosvides r'-m-r*
Authortied Adceds Deligale -
[ |
4. Click Continue.
Portal entry point
Portal login / Authorised Access Delegate login Allfields marked with an asterisk () are required
Select the provider / role you wish to use within the NDIS Commission Portal.
Provider name * Rale * [ —
[Your Employer] o Authorised Access Delegate ~ m
"
The Identity Manager (IDM) 'Access requests' page is displayed.
Figure 2. IDM Access requests page
4 i Australian Government Select organisation Logout
Return to this
page
NDIS Quality and Safeguards Commission Portal
S . Access requests
A Selected Status
Trading name: Pending requests e
Address:
Request date/time First name Last name Email Status
View |
ACcess requests
View
user access list 7|
View |
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To return to this page from within IDM, choose Portal access requests from the main menu or
Access requests from the organisation panel.

Finding a user who has been granted access

1. When logged in to the IS Portal in the role of Authorised Access Delegate, Select User access
list.

Access requests |
Selected Status
ABN:
Trading name: Pending requests v
Address:
Request date/time  First name Last name Email Status

View

Access requests

View
User access list

o] 1]l

View

5. Onthe User Access list page, Select All active users as the status from Selected Status
dropdown list.

User access list

New user request

SelectedStatus
ABN:
Trading name: All active users
Address:
First name Last name Email
’ ‘ Select
ACCESS requests
’ Select
User access list
’ ‘ Select

’ Select
’ select

3. Find the relevant user in the list and click Select.

i

User access list
New user request
BT SelectedStatus
Trading name: All active users
Address:
First name Lastname Email
» | select |
Access requests ' -
User access list > w
R,
) Select
} . Select .
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The View employee details page for the selected user is displayed. The user roles they have
been approved for are identified.

View employee details
Emipliyes’s delsls
Flrs waevr 1 (F
Frnuadl sbderes 00 L} Wharl pltinee - 1 Mol ghasne

Provdders dataik

Peiveates besgall iavie: | | Pimiabes 17 ailung, siaves: MM
Aakfress |

Agiens slalus

Advess Suste : MUvE Saslele: b

3. Required wser roke{s)

10F Manaprs bt ko Seapprt 101D Uy - WP oy

W STAFF LS OMLY Uned by B i Dhrerbogmransd Fusel g B adesreiter e el by ECEC Edustators 1o manag e Syt iratiurison Plan oy Tre ¢ ol vt apply for 108
program fnichy wrpama, nor scce S childnen, caue or clam furctions and nformaton

e grabints Py s el Attt Adieaa Deligate

UL AGENCY STAF % - - g b b g T i e o Lt

srepioprrant of inc practoe bt an scoERA re ther L ®

e b Sagppait FCEC Lier

y ECEC 3 anage thee T4 atefe Faheibon Plas and apply for 1IDF subiides,

Requesting access for a new user

Authorised Access Delegates can submit an access request for a new user on their behalf.

¢ To request additional access for an existing user, refer to the Updating access on pages 11-13.

1. When logged in to the IS Portal in the role of Authorised Access Delegate, click New user
request on the Access requests page.

Access requests
SelectedStatus
ABN: Pending requests v
Trading name:
Address:

No results found

ALCESS requests

User access list
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Click ’m ready to request access.

Logout

Request to create/update my access

How does it work? User access responsibilities

YOu may request aCOSS 10 0 ACCOUNT in the Portal. You wil be a5/e 10 ACCHSS The ACCOUNT If yOur request is The Inchusion Support Portal & an Australian Government Computer system managed by the Departmant of Soca

3pproved by an Authorised Access Delegate. f your 2CCHss T ThiS COUNE NS O CANGe, theN yOU May Create d SANvices.

" £ S v ‘< ¥ " s will B

»::.":: :.:n' ks b ok sl anidet ki b sbonanl gt Data contained within the Inclusion Support Portal is subject to the Privacy Act 1988 (Actl Ary urauthorised use of
2 q disclosure of data conzained In the Inclusion Support Poral may be a breach of the Act

i you need access to multipie accounts. please create 3 request for each account you need to access. Each reguest

i riminal offence for d ng o s u AMECT 10 thi em. U f this m
wil need to be indwvidually approved for you 1o receive 3ccess to each account. g U OTRNCH AT WRRUIAINE HOCRONS or.VNOM 9 CONSEC 9 SNE Dyl e Saymens

monitored, Evidence of SUSPECTed MSUSE May B USEC in 3 COUrT of Law, By SUDMETING this form, you are

Once you are ready 0 STart your requUest and aEree with the LSer ACCESS resPONSIDIIEIes, you may select | am representing yourse! a5 an authorised user of the Incilusion Support Portal
ready to request access’ at the bottom of thiz page You are als agresing
As part of your 3ccess request. you will be required to: « only access data relating directly to your organisation's responsibiities:
« Record your details * 0Ny ACCEES Jata NACEIIATY IO PErfOrm JDProved ACTHITeS relating 10 yOur ONEANSAton’s responsibilives.
« Search for and select the CCOUNE you NEed tO 3CCess in the portal
* Record which rolels) you need for this account You are advised that giving ‘alse or misieading nformation 4 & serious offence

The Department of Education may revoke Inciusion Support Portal access rights for anyone who fails to comply
You will be able to double check the detailz you've recorded before you submit your request. ¥ thas & your first with These requirements.
request. after submission. an emall wil be sent to you to confirm the emad address you recorded. Please follow
the instructions in the email. then your request will be 30t 1o the Authorised Access Delegate.

o Security awareness
Once your subemission is finalised:
+ ™he Authorised Access Delagate for the account will Be advised about your request. Thay are responsibie for 0nce the Departmans of ESUCITON Fecenes INTOrMATION f2om YOu Via AMal O 3ny SEher MAANs. the information is
ADPIOVING yOuUr request. in 2 secure emvironment. Your personal informacion wil not be released unless the law permits £ or your
o Your request will expire in 30 days. permission & granted.
* You won't be able to create another request for this account until this request reaches an outcome - for ¥ of ks of
example, it expires. iz withdrawn, approved or rejected R R0 1 S S e e
otherwise over the Internet.

* You may choOse t0 wiEhGraw or UPJate This request However, you won't b adle 10 withdraw or update it
once it reaches an outcome. If you have concarns in this regard, the Departmant of Education has othar ways of obtaining and provisng
information inciuding emad,

Request outcome - If your request 3

« Approved - Your access wil be Updated to reflect this request and you wil be able to Jogin o the portal with Disclaimer
this account. You will receive an emai if your request is Approved.

© Ryjectad, Wichdrawn or Expired - Your current accass will aot ba updatad. You will receive an amall ¥ your The Commonwealth accepts no responsdiity for the accuracy or completenass of any material contained on thiy
request is Rejected or has Exprred. You may then choose to SUDME anccher ACCess request. system.

Adgditionally, the Commonwealth disclams all labiity to any person in respect of anything. and of the
ConaqUEnces of aything. done Of OMETed 10 be Jone by any SuCh p4rson in reflance. whather wholly of partally,

pon any Informatan presentad on this system

On the User details access request page, enter the users details. The Provider details will be
prepopulated.

User details access request

All fields marked with an asterisk (%) are required.
1. Employee's details

Details below must match the employee's PRODA account.

* *
[First name: Last name

Email * Work phone number * Mobile phone number

2. Provider details

Provider name ABN

Address

First name — May contain letters, numbers, hyphens, spaces and apostrophes.
Last name — May contain letters, numbers, hyphens, spaces and apostrophes.

Email — Must be a valid email address for the user. A confirmation email will be sent to the user
to validate and link it to their PRODA account before the request can be approved.

Work phone number — Must contain numerals only, 10 digits e.g. 0212345678
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e Mobile phone number — This is optional. Must contain numerals only, 10 digits.

5. Select one or more Required User Roles for the user.

Note: Users cannot be approved in both the role of Inclusion Support ECEC User and Inclusion
Support ECEC user — SIP only. Choose the most appropriate role.

A person in the role of Authorised Access Delegate can also hold the role Inclusion Support ECEC
User.

3. Required User Role(s)

Choose at least one user role from the options below.

Inclusion Support ECEC User

Used by ECEC staff to manage their Strategk Inclusion Plan and apply for 1DF subsidies

Inclusion Support ECEC User - SIP only
Used by ECEC Educators to manage the Strategic Inciusion Plan ondy. This role cannot apply for 10F

Subsidy streams, nor access the children, case or claim functions and information

Authorised Access Delegate
Responsble for approving system Xoess requests for the account. Can alto remove user access or

submit an access roeguest for other users to this account

4. Select the I have read and agree to... checkbox in the Acknowledgement section.
IMPORTANT: This is your formal approval of the access request.

4. Acknowledgement

I have read and agree to abide by the conditions of user access outlined in this form. %

Full name Last updatad:

22/05/2019

Back ‘ Submit

5. Click Submit.

4. Acknowledgement

Ll 1 have read and agree to abide by the conditions of user access outlined in this form. &

Full name Last updated:

22/05/2019

Back

6. Click Finish. Refer to the image on the next page.
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Finish access request

@ Ay reguest submited, Your Si0ess request details are dhoran below, Sebech the Fnksh Dution (o et e Spphcaion.

Access request summanry

Emiployes’s details
First name © sl sy ©

il aldhrews Work phone Mabile phone ;

Prondder's details

Provider mame : ARM

Adddres

Required user role{s)

Role = Regiitrant

Acknowledgement

| sutharise this request and confinm the above details are comect. Larst wpadabed @ 2205201%

Mext Steps

= Thee employes will necehve an emall belling them about thelr portal scoess
= The amipliyee Fust dick o Hhe bk withic (5 amal b5 Snabse the craation of their Indulon Support SS06unE
= The employes can Bhen acoess the Indusion Suppont | Pertal using ther PROOA acoouni

The user will be sent an email to validate their email address. When they click the link in this email
and login to PRODA, the request will be linked to their PRODA account, and the request will be
automatically approved.

To view this access request prior to the user responding to the validation email
1. Access the Access Requests page.
2. Select, Requests awaiting user from the Selected Status dropdown list.

3. Locate the relevant user, select view to view the user roles request.

- Access requests
o Sefexted Status
Trading name: I'l')p-m dwanrg et |
Address
Regqued dateftume Fedl naene Land ruenwe ol Slatus
JAUNOTO R as NED LY neaby(Mtmad com Kot swarlng sser E
(2"
AcTwny rogaets
Fasunsl sawing seer [ View 1
e e .
Fozueyt ywalog sser I View ‘
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Approving access

The Authorised Access Delegate needs to approve each user access request submitted.

The Selected Status dropdown, on the Access Request page, is automatically set to Pending
Requests. A list of pending requests is displayed.

1. Confirm the Select Status dropdown is displaying Pending requests. If it is not, select it from the
dropdown menu options.

Access requests

Selected Status
ADM:
Trading name: Pending requests
Aubdres:

Request date/time  First name Lask e Ernail Slalus
| View J
ACTRSE requests

User access list

2. Select View, to see the details of a user’s request.

Access requests
ABN: Selected Status
Trading name: Pending requests
Address:
Request date/time  First name Last name Email Status

29/05/20193:18:48  NED KELLY nkelly@bmail com Pending
PM

Access requests !;
View

User access list

The View portal access request page is displayed. Refer to the image on the next page.
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[ R e B View portal access request

3. Required User Role(s) +

ANN AR Dl manked with an astenss (&) are requred
Trading name:
AN Employee's detalls
Farst name : Ned Last name : Kelly
Access requests Emall address : nkely@tustranger com  Work phone : 0312345678 Mobde phone
eer access Bat Provider’s details
Provider name . ABN -
Address
Access request switus
Status ; Pending Status date ;1002015 14358 PM

Choote ot least One user role from the Optons Delow

L Inclusion Support ECEC User
Used by ECEC staff to manage their Strategk Inclusion Plan and apply for 1DF subsidies

[ inchusion Support ECEC User - SIP only
Used by ECEC Educators to manage the Strategic Inclusion Plan only. This role cannot apply for IDF
Subsidy streams, nor access the children, case or claimn functions and information

O Authorised Access Delegate
Responsible for approving systemn access requests for the account. Can also remove user access or

submit an access request for other users to this account
Reject Approve

3. Onthe View portal access request page, check that the user role requested is correct and
appropriate. Make changes, if needed. Then click Approve (or Reject).

3. Required User Role(s) »

CNoosE 3¢ 1east Sne User role oM the SpTIONS Selow

A Inchunion Support [CIC User
Uned by ECIC staff 10 manage their Stratege inciusion Plan and apply for 1I0F subsidies.

L1 Amhorised Access Delegate >
Responstie for approving systeen access reguests. Can also requ
3ta’ within the organization,
Back Reject ' Approve I
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Updating access

An Authorised Delegate can add new access user roles to an existing user, revoke a user’s access to
all roles or reinstate user access roles that have previously been revoked.

1. When logged in to the IS Portal in the role of Authorised Access Delegate, Select User access
list.

Access requests |
Selected Status
ABN:
Trading name: Pending requests v
Address:
Request date/time  First name Last name Email Status

View

Access requests

View

User sccess list

View

o] 1]l

4. Onthe User Access list page, Select All active users as the status from Selected Status
dropdown list.

User access list

New user request

SelectedStatus
ABN:
Trading name: All active users
Address:
First name Last name Email
’ ‘ Select
ACCESS requests
’ Select
User access list
’ ‘ Select

’ Select
’ elect

3. Find the relevant user in the list and click Select.

i

User access list
New user request
ABN: SelectedStatus
Trading name: All active users
Address:
First name Last name Email
» select
Access requests
’ Select
User access list » :@
q
v,
) Select
} Select

The View employee details page for the selected user is displayed.
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View employee details

Employee’s detals

Puaninler Tadhg sbme |

Saalebe: bl =

3. Required wser roke(s) «

O e
PR STAFF USE CLY. Ui bry thar Inschorinn Curemlogsmmannt Fusel managend 10 adesiniter he
Irchumion Support program

 ireigriie Prade el
UL AGENCY STAFF USE ORLY. Used By inchuson Profritonals b support EORC i the
dreviopmant of inchosbe practon.

L irsigriaen S FUEC Liner
Used By ECEC st 10 manage they Strategie inchoion Plas and spply for IDF subride

qih

O rschumsion Sopport CTC User - 00 only
Used by BCEC Exuscitint 1o managy the Srstep ndhuiion Plan only. This role canl apply for I0F
Sultnichy wrmama, reor sccr S childnen, casn or clsim Runctions snd informaton

- Aamtewined Aroe Delegate

Brigeorridble for appeting Syalers sotrih oty far the sotount. Dan sha Femowe use! aors of
tubimit s scopay. regusm for otfer wuen o this. soount

On the ‘View employee details’ page, individual changes to the user’s roles.

To add or remove individual roles, select (or deselect) roles and click Save.

View employee details

- .
BN
Trading name: - A A
e Employee's details
A own - - Frst name - NED
-~ e @ on
Ermadl address
ribaly Fomad cam
ALCESS Tequests
Provider’s detais
LUter access et Pre :

Address: & woe

Access status

Access Status | Active

3. Required User Role(s) »

Last namne : KELLY

Workphone : + «

ABN : S

Al el mareed with an avicink (#) dre reguaed

Mobile phone

Choose at least one user role from the opoons Delow

“ Inclusion Support ECEC User-

‘ _ Existing Role

E.,' ed A Deleste

2L NI IS OTRING00N,

Responsidle for approving system access requests. Can a0 request system access on behalf of

Back

o NewRole

Revoke access
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6. To revoke all access to the organisation, click Revoke access.

3. Required User Role(s) «

Choose a2 least one user 1oie from the options Delow

Inchusion Support ECEC User

Used by ECEC staff to manage their Strategic inclusion Plan and apply for 1DF subsicdies

E Inclusion Support ECEC User - SIP only
Used by ECEC ESucatons 1o manage the Strategic Inchusion Plan only. Tha rode cannot apply for 106

Subsily streams, nor access the childeen, case or clam functions and information

Authortsed Access Delegate
Responsibie for approving system access requests for the account. Can also remove user acess

subemt an access tegquent for other users 1o this account

das Revoke access

7. To reinstate previously revoked access, click Reinstate access.

3. Required User Role{s) «

Chocte at least one uter role from the optons below

[ irehurbon Saspeport FORC Lner

Used bry ECEC st to manage their Strategar Inchusion Plan snd spply for IDF subsidees

I huribon Sapsport FCTT Uer WP ondy
Ui by ECEC U atars bo Manaie P U sbagi ndhuiess Plan ondy. Thit role Careol apply e 10F

Sashiay CIFESmA Ml SO0 The Childrem (o8 0 Clier BTy, &

[ Acsrhuiried Addeis Debegate

Responuible for spproving Tyatern sccess requests for the scoount. Can sl nesnowe ULer SCCPLE o

Dadk Roinslafe sliess

Changing organisations or roles

The Provider Portal allows you to exercise access privileges for only one provider and one
role at a time. These are selected on the ‘Portal entry point’ page.

If you are a delegate for multiple organisations, or if you serve in different roles, you can
return to the Portal entry point and change your provider organisation or role to act in a
different capacity.

Access the Portal entry point page:

e If you are logged in as an Authorised Access Delegate, click Select organisation, at the top of any
IDM screen. Refer to the image on the next page.
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PP
Australian Government Select organisation Logout |

Department of Social Services

‘ NDIS Quality and Safeguards Commission Portal

Access requests

e Selected Status

Trading name: Pending requests -

Address:
Request dateftime  First name Last name Email Status

ALCESS requests

User access list

e Ifyou are logged in as another role, click Change role/Manage access, at the top of any IS Portal
homepage.

Image of the CBDC and OSHC homepage

q Home About Change role/Manage s

CLAIMS & PAYMENTS -~ REVIEWS & PROVISIONING - SEARCH-

iil You are currently viewing: Childrens Centre

Hi Welcome to the Inclusion Support Portal.

Manage Strategic Inclusion Plan (SIP) for | Childrens Centre

= A

SIP Setup Service Profile Care Environment Plans

_ g

Authorised Personnel Service SIP Report Reviews

Cases and claims

L v

Innovative Payments
Solutions Case
Claims

Innovative Inclusion

Solution Cases

Inclusion
Supporn Cases

Children

Support Case
Claims
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Image of the FDC homepage dashboard

l". You are Currently vieweg Cnidrens Cortre

Hi Welcome to the Inclusion Support Portal.

DY da

Service Profile sare Ervironment Plans FDC Service Plan

L g

Service SIP Report Reviews

Children Inclusion Innovative Inclusion Innovative Payments Payment
Support Solution Support Solutions Advice
Cases Cases Case Claims J Case Claims

Clicking either one of these links returns you to the ‘Portal entry point’ page.

Australian Government

Department of Social Services

Indusion Support Programme Portal - SIT35

Portal entry point

Allfields marked with an asterisk (&) are required.
Portal login / Authorised Access Delegate login
Select the provider / role you wish to use within the Inclusion Support Programme Partal - SIT35.

. * *
Provider name Role

Please select v Please select Provider first

Access request

Use this service if you are:

= A new user who needs access to the portal
or Request access for myself

= An existing user who needs to modify their portal access.

Exit application
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2. Select the Provider name and Role you want to change to, from the dropdown lists.

Portal entry point

. - N Al Nields marked with an asierisi (i) ane requined.
Portal login / Authorised Access Delegate login

Selein the prowider ¢ nole o wish 1o use within the NDIS Commisshon Porral

Fromicher name ™ Rasde ™

rl..nl."u.ulsec ALCELS Delegale )

Access request

Lise this serdce if youare:

R m
of

+ Anguiling wser who needs Lo ln;v,lifj- their poatal sccess

3. Click Continue.

Portal entry paint

. Al fields marked with an asterish (4] are required.
Portal login / Authorised Access Delegate login

Select the prorvicker §nobe you wesh (ouse wathin the NS Commission Portal

Previder name Rale ¥

B ﬁ.; m

Access request

L chis service i you are:

* Anew user whio nesds soiess 1o the poatal
o Request soeess for myself
* An exmtng user who rends boomodify their portal access.

Exd applicatson |

4. If you changed to a non- Authorised Delegate Role, you are taken to the Inclusion Support Portal
entry page. Read the conditions of use and click I agree to proceed to the portal.

Welcome to the Inclusion Support Portal

User Agreoment

The nduTon 43P0 Poma (5 Porta) marages 3t eary c=/i3700d 3nd cid cane Srvces NCLEIng Fary OVghoos Faucamon a5 Care servoes [FCEC) and misnacmons wes tae
PR S Program (IN0]. Far maore Infommarnon, et the LCMaos Susecrl POGan pigs

Acceprance of the User Agreement
By 2cceming e 15 Portal yeur

o et younell 10 0w a0 siior e d used of e 8 Pael

®  agren 10 he ound el (omly waTh D Tenns of thi Liser Agraerrent

s i v O Sl T SCOwas The 18 S0rte Wil st Mogon Setimin, yoms vl B rodrimadle for mverythng Ty d0 o e o o

Your Faipomibieies

ECEC Services

Vol T1n] wenare peu have CLermS wrilen (e rt 16 Vire o ShI pervarul arharmation in the £ Aot T & sttaned 1 the taim of o Aevince 13 Share Perace flraton

JO¢ 1R€ DUrposes OF the NONIAN SLOPOT Aragram fo

OMpMTed By 3 DOMErE, DUaTIUN Of Care

PAITEGN P3U SAOVSE 8 TNE 13 PO wil DE U528 12 S35055 BRCACIBONS MBDE 32 TAE IAChSOR Devesapiert fund DDF) svalalie onder the BP ey 30owiedge that gving fatse
o mrwvlesd g vhsrution i o weous offenos wndee e Comoa! Cooe Act L09.
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Responding to emails
As an Authorised Access Delegate, whenever one of your service provider’s employees requests
access to the IS Portal, you will receive an email notifying you of the pending request.

You can respond to these requests by logging into the portal and following the steps for Approving
access on pages 9-10.

Alternatively, you can take a shortcut to the request, by responding directly from the email:

1. From the opened email, click View Inclusion Support Portal access request.

Dear (userFirstriame} {userLastamel,
Poctal They have

{roles}

s the {delegateRoleTitie), you can view this access request by clcking the fink beiow.

This opens a browser and takes you to Department of Social Services (DSS) account
selection page.

2. On the Department of Social Services account selection page, select PRODA.

Department of Social
Services

Sign in with one of these accounts

H GovPass

H PRODA [

H VANGuard_FAS_3PT
F\‘ Active Directory

3. Log into PRODA as described on pages 1 to 3, Logging in to the IS Portal.

4. Follow the steps outlined on pages 9-10. Approving access.
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