Australian Government

Department of Education

For authorised access delegates
managing access to the Inclusion
Support Portal

Task Card

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.

e IS Portal login

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.

:& Australian Government Loge
#5% Department of Social Services
Portal entry point
Access an account
To access an account in the portal
1. Select the Account name
2. Select a Role then ‘Continue"
Account name Role
Please select v -
My access
"Creale 3 New reqUEST' 1o reqUEST 3CCESS 10 3N ACCOUNT OF 10 FEqUEST @ CHange 10 YOUr CUITENt ACCess.
My access requests’ contains a list of your access requests. You can update or withdraw a recent request i it s still active,
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https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf

Select your employer from the Provider name dropdown list.

Portal entry point

X ) . Al Tiekids marked with an asterisk (%) are required
Portal login / Authorised Access Delegate login -

Select the prowder ¢ role you wish ta use within the NDIS Commission Portal

Provider name * Role *

Please select ~ Continue
Inchuzripus Indust s [}

Using the Role dropdown option, select the role of Authorised Access Delegate.

At Role, select Authorised Access Delegate.

Portal entry point

AN Telids markesd with an azbericsk (41 ane reguined

Paortal legin / Authorised Access Delegate login

ST [Pl BRnABE T/ POl ydid WiSR 1 LS wALRIN Tha MOHS CORRZ2Ion Pirtal

*
Prowides maime

[¥oir Emnployor

AUThoiied ALCes Delege
e ——

L —

Click Continue.

Portal entry point

. R . All fields marked with an asterisk (&) are required.
Portal login / Authorised Access Delegate login a

Select the provider / role you wish to use within the NDIS Commission Portal.

- & *
Provider name Role

—
[Your Employer] o Authorised Access Delegate ~ m
_

The Identity Manager (IDM) 'Access requests' page is displayed.

Figure 2. IDM Access requests page

Select organisation Logout

stralian Government
Department of Social Services

Return to this
page

NDIS Quality and Safeguards Commission Fortal

Access requests

New user request

Selected Status

ABN:
Trading name: Pending requests ~
Address:
Request datestime  First name Last name Email Status
View |
Access requests
View |
User access list -
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.

ABN:
Trading name:

Address:

Access requests

User sccess list

&

Access requests |
Selected Status

Pending requests

Request date/time  First name Last name Email Status

View

View

o [t

View

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

list.
User access list
SelectedStatus
ABN:
Trading name: All active users v
Address:
First name Last name Email
’ Select
ACCess requests
’ Select
User access list ’ SeleiE
> select
’ Select

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

ABN:

Trading name:

Address:

Access requests

User access list

User access list

selectedStatus

All active users

First name Last name

Email

New user request

Select

Select

L

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
Emripliyee™s detsls
Firut mwer = Lt rabras
Frruail sbiboecs | - Wikl plhaaiee o 4 Mabuls ghane

Prowiders dataik

Prrwsier kgl naene | ] Punaber raddeng s AEH
Waklins |

ACCESS Slalus

Advess Ssten : St Saadebe: b

3. Required wser roke{s) «

11 Maragre Irsthusion: Sepport [CTC Uner - S only
i STAFF USE CIMLY. Ll bry B beachuriinnn Doreploqaerat Fusel g 08 o o1 ther sl by ECEC Erbustitens 1o mranae e Mrstep inurison Man omly. Ths fol Carvasl afy
e y MEreama, nor st e childnen, caur or claim furctions and infonmation
I b Prashes s swesd Maaturived Aroeis Debegate
ML LN ASENCY STAFF USE ORLY. Usied By inchurisnn Profrisonals b suppot FOECS = the Sy b appe tving Syle sor ngurls o the sooord (i s P e s

dreriopTant Chanive practor. ekt an ACOPRS PEgESRLE fon other ULen 50 this. Soiount

st gnian Taqppet ECEC Liuer

et U s b hdon Plam and sppdy for 106 ubnide

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 section of this
document.

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
ANBN: Pending requests v
Trading name:
b No results found

ACCESS requests

User access list
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2.

3.
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Click I’'m ready to request access.

Australian Government
Degartment of Social Services

Request to create/update my access

How does it work?

User access responsibilities

YOU May reQUEST ACCRSS T0 #n ACCOUNT in the POTTAl. You wil ba A514 10 SCCHSS INe ACCOUNT If YOUr request i
approved by 3n Authorised Access Delegate. If your 2CCHss 1o TS HCOUN NEESS 10 CNANER, theN YOu May Create 3
request 1o change yOur access to the account. I the request is approved, then your access will be updated to
reflect this request

i you need access o multipie accounts. please create 3 request for @ach account you need to access. Each request
wil need to be indvidually approved for you to receive access to each account.

Once you are ready t0 STart your reQUEST and AETeR With the LSer ACCess resPONSIDIlTies, you may select 1 am
ready to request access’ at the bottom of this page.

As part of your access request. you will be required to:
* Retord your details
» Search for and select the account you need to 3ccess in the portal
* Record which rolels) you need for this account

You will be able to double check the details you've recorded before you submit your reques. ¥ this is your first
request. after submizsion. an emall wil be sent to you to confirm the emad address you recorded. Please follow
the insructions in the email. then your request will be sent to the Authorised Access Delegate.
Once your submission = finafised:
* the Authorised Access Delagate f0r the account will De advised 320wt your regquest. Thay are responsibie for
approving your request.
o Your request will expice in 30 days
« You won't be able to create another request for this account until this request reaches an cucome - for
example, it expires. iz withdrawn, approved or rejected
« ¥ou may chOOSE t0 WENGaw OF UPJITe This requIst HOWSVer, yOUu won't be abie 10 witharaw or update it
once it reaches an outcome.

Request outcome - If your request s
« Approved - Your access wil be updated to reflect this request and you wil be able to Jogin to the portal with
this account. You will receive an emai i your request is Approved
« Rejected, Withdrawn or Expired - Your current access will not be updated. You will recewve an email i your
request is Rejected o has Expired. You May then choose t0 SUDME anccher CCESS reQuEst.

Canss!

The Inchusion Support Portal i an Austraian Government COmputer system managed by the Department of Socia!
Services.

Data contained within the Inclusion Support Portal is subject to the Privacy Act 1985 (Actl Ary unauthorised use of
disciosure of data conzained In the Inclusion Suppor: Poreal may ba a breach of the Act

1tis @ criminal offence for UNAUTROMSE PArSONS OF SeViCHs 10 CONMECT 10 this System. Usage of this symem s
monitored. Evidence of SUSPECTed MiSUSE May Be USAC in 3 Court of law. By SUDMETING this form, you are
representing yourse!f as an authorised user of the Inclusion Support Portal

You ace also agresing 1o

» only access data relating directly to your organisation's responsidiities:

* only access Gata NeCessary o PArform 3pproved ACTAITES FElATING 10 yOUr OTEANSATIoN's responsibilives
You are acvised that giving false or misseading nformation i 2 serious offentce.
The Department of Education may revoke Inclusion Support Poctal access rights for anyone who fails to comply

with these requirements.

Security awareness

0nce the Departmans of ECUCITION reCHNeS INFOrMALION ZOM YOU Vi aMal OF 3y CENer MANS. the information is
in 2 secure emvironmaent. Your personal informacion will not be reieased wnless the law permits & or your
permission s granted.

You need to be aware of inherent risks
Otherwise over the Internet.

‘with the of via email and

If you have concarns in this regard, the Departmaent of Education has othar ways of obtaining and provising
information including emad, telephone and electronic file transfer.

Disclaimer

The Commormealth accapts no responsdiity for the accuracy of compiatenass of amy maserial contained oA thi
system.

Adgitionally, the Commonmwealth disclams all labiity to any person in respect of anything. and of the
CONTAQUENces of auything. done OF OMETed 1O be J0ne by any SLCh Parson in refiance, whether wholly of partally,

upon any information presentad on this system.

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

prepopulated.

User details access request

1. Employee's details

All fields marked with an asterisk (%) are required.

Details below must match the employee's PRODA account.

Address

First name Last name *
Lk * .
Email Work phone number Mobile phone number
2. Provider details
Provider name ABN

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

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

e 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.

e  Work phone number — Must contain numerals only, 10 digits e.g. 0212345678

e  Mobile phone number — This is optional. Must contain numerals only, 10 digits.
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4. 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 Strategit Inclusion Plan and apply for 1DF subsidies

Inclusion Support ECEC User - SIP only

Used by ECEC Educators to manage the Strategic Inck

won Plan ondy. This role cannot apply for 10F

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

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

submit an access reguest for other users to this account

5. Select the | 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 updated:

221052019

6. Click Submit.

4, Acknowledgement

L2l 1 have read and agree to abide by the conditions of user access outlined in this form. *

Full name Last updated:

22/05/2019
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7. Click Finish.

Finish access request

Access request summanry

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

Emiployes’s details
First name ©

il aldhrews

Prondder's details

Provider mame :

Adddres

Required user role{s)

Role = Regiitrant

Acknowledgement

Mext Steps

Work e :

| sutharise this request and confinm the above details are comect.

= Thee employes will necehve an emall belling them about thelr portal scoess
= The smplinde must dick on Bhe Ik withir B5e amal i Srabde the craation of their Indulon Support SS06uRE
= The employes can Bhen acoess the Indusion Suppont | Pertal using ther PROOA acoouni

Mabile phone ;

Larst wpadabed @ 2205201%

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.

Trading name-

AcTwsy rogaests

Unar scoess st

Access requests
Selexted Status
I Sevysmls pwantrg et |

Brguardt dateMume Hesl naenwe

SN0 R as NED
Lt

Lot renwe

Ry

L

nensbydtrmad com
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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 Selected Status dropdown is displaying Pending requests. If it is not, select it from
the dropdown menu options.

Access requests
Selected Status
ADMN:
Trading name: Pending requests
Ak
Request date/time  First name Last nisime Ernail Slatus
| 1w ‘
ACTESE requests
| WView l
User aocess list
| wew |

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 m
4
Access requests N S
View
User access list .
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3. The View portal access request page is displayed.

e View portal access request
ANN Al Delgs marked with an astenss (&) are requred
Trading name:
b Employee's detalls
Farst name : Ned Last name : Kelly
Access requests Email address : nkely@bustranger com  Work phone : 0312345678 Moabide phone :
tlaer acenex et Provider’s details
Provider name . ABN -
Address
Access request sttus
Status ; Pending Status date ; 1370672012 14358 P

3, Required User Role(s)

Choose ot least One user role from the Optons Delow

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

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

[ 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

4. 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 32 183t Sne Uter role BOM the SPTONS Delow

b Inchunion Support (CIC User
Uned by (CIC staff 10 manage their Stratege inclusion Man and apply for 1I0F subsides.

Ll AMmhorised Access Delegate
Responsdie foe SPPIOANE Systermn o(Cess reguests. Can also request
sta™ within the organization,

l 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.

ABN:
Trading name:

Address:

Access requests

User sccess list

<

Access requests

Selected Status

Pending requests

Request date/time  First name

Last name

Email

Status

New user request

View

View

o [t

View

2. Onthe User Access list page, select All active users as the status from the Selected Status

dropdown list.

User access list
SelectedStatus
ABN:
Trading name: All active users v
Address:
First name Last name Email
’ Select
ACCess requests
’ Select
User access list ’ SeleiE
> select
’ Select

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

ABN:

Trading name:

Address:

Arcess requests

User access list

User access list

SelectedStatus

All active users

First name

Last name

Email

New user request

select

select

1

Select

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

View employee details

Employee’s detals
Firuk maseves s [IErT——, n

Wk plhane ;8

Puaninler Tadhg sbme |

Aouess St « Mliee Saalebe: bl =

3. Required wser roke(s) «

0 e
MO STAFF LIS CILY. Uned bry B beatburion Direplopevannt Fussd manager o adeinnter the
Inchanion Suppart 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

Ol Mamtwierined Aroess Delegane
Brigrridble bor s tving nler aidrih neguel Yar the scoount Can sh Femewe e stoes o
tabieri an ACOPRA requamE fo obfuer Luen o thin somoune
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4. Onthe View employee details page, individual changes to the user’s roles.

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

e S—— View employee details
- .
AN Bt mareed with an avlrink (W) are reguered
ABN: -
rading name: - A |
oy Employee’s details
A own - - Frst name @ NED Last namne : KELLY
p— — Frmad address - Work phone : « # % Mobile phone :
ikaly Bt cam
ALCESS Tegquests
Provider’s details
errhcrrocdn! Provider name : ABN
Address: oo .- ~ - - ve

Access status

Access Status : Active Stabled: v ww

3. Required User Role(s) »

Choose ac lesst one user role from the cpoons Se‘ow

¥ Inclusion Support ECEC User- ‘ e Existing Role

pr—
1 Authorised Access Delegate
Responsidle for approving system access requests. (an a0 request system access on behalf of g New Role

Back

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

3. Required User Role(s) «

Choose a2 least one user roie from the optons Delow

0 Inchusion Support ECEC User
Used by ECEC staff to manage their Strategic Inclusion Plan and apply for 1DF subsidies

] inclusion Support ECEC User - SIP only
Used by ECEC Educators 1o manage the Strategic Inclusion Plan only. Thes role cannot apply for 106
Subsxdy streams, nor access the childeen, case or claim functions and information

L Authorised Access Delegate
Responsible for approving system access requests for the account. Can also remove user access oF

subrmat an acoess request for other users to this sccourt
dacy
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7. To reinstate previously revoked access, click Reinstate access.

3. Required User Role{s) «

Chocoe o€ east cne woer role from the OpSont below

It buribest Sanpyport FCEC Usev
Used bry BCEC staff to manage their Siratege Inchesion Plan and sppby for 108 subidies
b Suppoet FCTE Uner - 580 arky

Ui by ECEC Ecurtartion s b smasnanpe e v abegin b huriion Plan arly. This role Caresst gy for 1T

[ Adinhuied Adieis Debigat
Rprposnuible for apge

I
wing wyatern sccese requeests for the scoount. Can aluo resnosee ULer SooeL o

3 it P SO PEeaEal Bar SRl e B TR P
Back Robnalaie iy

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.

1. Access the Portal entry point page.
If you are logged in as an Authorised Access Delegate, click Select organisation, at the top of any

IDM screen.

Australian Gover nment Select organisation Logout

Department of Social Services

‘ NDIS Quality and Safeguards Commission Portal ‘

Access requests

NEW USET request

Selected Status

ABM:
Tradlns name; Pending requests ks
Address:
Request date/time First name Last name Email Status
Access requests

User access list
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If you are logged in as another role, click Change role/Manage access, at the top of any IS Portal

homepage.

Figure 1: Image of the CBDC and OSHC homepage

& Home About = Change role / Manage access

Logout

MENTS - REVIEWS ¢

é‘i You are currently viewing: Childrens Centre

Hi Welcome to the Inclusion Support Portal.

Manage Strategic Inclusion Plan (SIP) for | Childrens Centre

()

Service Profile Care Environment Plans

Authorised Personnel Service SIP Report Reviews

Cases and claims

¥

Children Inclusion
Support Cases

Innovative
Solutions Case
Claims

Inclusion
Support Case
Claims

Innovative
Solution Cases

Payments

Figure 2: Image of the FDC homepage dashboard

l.!gr-,.r-uv-wn,.z-v.'g Cnddrens Centre

) de

Service Profile Care Environment Plans

Authorised Personnel Service SIP Report

Children Inclusion Innovative Inclusion Innovative Payments Payment
Support Solution Support Solutions Advice
Cases Cases Case Claims ] Case Claims
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2. 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 Portal - SIT25.

Provider name * Role *

Please select v Please select Provider first ~ Continue

Access request

Use this service if you are:

* Anew user who needs access to the portal

or Request access for myself

* An existing user who needs to modify their portal access,

Exit application

3. Select the Provider name and Role you want to change to, from the dropdown lists.

Portal entry point

. . N Al Medds marked sith an asterish (&) ane reguilned.
Portal login / Authorised Access Delegate login

Salect the proides ¢ nohe you wish 1o use wathin the NDIS Commission Portal

Prawicler e Rasde: ™

rl.l:mrisct Asiess Delegate - m

Agcess request

Lise thes serdce i you are:
+ ANEW uGer Wi NECDS S0R5S 10 the poral
o Regquest aooess for mysell
+ AN exiling wser who needs b modify their portal scoess

4. Click Continue.

Portal entry point

all fiehds marked with an atterisa (&) ane requined.
Portal login £ Authorised Access Delegate login

Select the provicker § nole you wesh 10 use within the NDS Commission Portal

Previder name feole *

e —

Access request

s Fhie SErdee If whi Are:
= A new user who needs access 1o the poatal
o Request access for mysedf
+ AN @OSUNG LISET Whi Neacts b madify thisr pontal acoess.

Exdl applicatsor
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5. 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 | agree to proceed to the portal.

Welcome to the Inclusion Support Portal

e an Program (0], ¢

v o ® BTG, Wit the LEChians Susel PG e pige

Acceptance of the User Agreemaent
By 2ccenimg e 15 Portal yeus

o el you

o ageetobete
s Wl oo W5 B0 BLWAS T 15 SNTLE WY o
Your Raipomibisies

ECEC Services

¥ mlesdr

ma not ks ey change
v adeatoyg vhor vty

13 wsrmtae s LEC s
Cevelopmont Fund Masage (OF Masager] ¢ 38

T % lramedd o the larm af & Aminon &3 Share Peracear

marages 3 esry o300 and cid T SIrVces NCLEINg Farty DVEhoos Faucrmos %7 Carw servoes [FCEC) and mesracmony wes tae

AN TG p2. 2 e |8 Pl wi 2€ 13 dasess ¢ ” on Ceverapment Fund D0F] seatalie order Ihe OF Yoy J0Ouieage Tt ghving fatse

® 8 29 15 Portal that
.

< Netie e

o Ageary AL wd | ne heves »

For Authorised Access Delegates Managing Access to the Inclusion Support Portal

Page 18 of 19



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.

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.

1800 306 182

Dear fuserFirstiame) (usertasame),
e it i ™ the following rolefs}

Auser, [rea

[roles}

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

selection page.

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

Department of Social
Services

Sign in with one of these accounts

H GovPass

H PRODA [s
H VANGuard_FAS_IPT
F\‘ Active Directory

3. Loginto PRODA as described at Logging in to the IS Portal.

4. Follow the steps outlined at Approving access.
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