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Who will need this task card?

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

This task card is intended for Inclusion Agency (IA) representatives who require access the
Inclusion Support Portal (IS Portal) to manage Strategic Inclusion Plan (SIP) and Inclusion
Development Fund case requirements.

What is this task card for?

This Task Card provides information and step by step guides to support Inclusion Agency
representatives to request access to the Inclusion Support Portal.

IS Portal User Options

Anyone seeking access to the Inclusion Support Portal (IS Portal) is referred to as a user.
There are two accredited user roles available to Inclusion Support Program representative’s.
IDF Manager

This role is for users who work for the Inclusion Development Fund Manager only.

Inclusion Professional

This role is for users who work for Inclusion Agencies only.

There are two user roles available to service provider representatives.

SP ISS Users

This role is for ECEC service representatives who need to access to the Inclusion Support Portal to be
able to develop and manage their services Strategic Inclusion Plan (SIP) and/or Inclusion
Development Fund cases.

Authorised Access Delegate

This role is for service provider representatives who are required to manage access to the Inclusion
Support Portal for other users in the service.

Note: A service provider representative can have more than one role. Services are encouraged to
have more than one Authorised Access Delegate.
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Task cards to support service provider representatives to access the Inclusion Support Portal are
available on the IDFM website in both the resource for services section and on the About the IS
Portal page.

Gaining IS Portal Access

Inclusion Support Agency representatives will access the IS Portal in the user role of Inclusion
Professional.

Gaining access to the Inclusion Support Portal in the role of Inclusion Professional requires each user
to:

1. Have a PRODA account; and
2. Gain permission to act on behalf of Inclusion Agency in an accredited role

Note: It is essential that the first name and last name of each user are exactly the same in PRODA
and the Portal Entry Point.

PRODA
All users requesting access to the Inclusion Support Portal are required to have a PRODA account.

PRODA is an online identity verification and authentication system that lets you securely access
Australian government online services, including the Inclusion Support Portal (IS Portal).

Users who already have a PRODA account for accessing other Australian Government online services
will use the same PRODA account to request access and login to the IS Portal.

Users without a PRODA account must first register at Services Australia.

Requesting user access

Once you have a PRODA account you can then lodge a user access request.

If you have not previously accessed the IS Portal or you need to add an organisation or role to your
user list, you must submit an access request.

The Inclusion Support Portal Help Desk manages the approval of access requests for both IDFM and
IA representatives.

How to guides

The following pages of this Task Card provide you with access to several guides designed to support
you to successfully access the IS Portal in the role of Inclusion Professional.
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https://proda.humanservices.gov.au/pia/pages/public/registration/account/createAccount.jsf

For additional support or assistance with trouble shooting any technical issues please contact please
contact the Inclusion Support Portal helpdesk or call the Inclusion Development Fund Manager
(IDFM) on 1800 824 955.

Flow Chart - How to request IS Portal access as an Inclusion
Professional

Do you have a PRODA account

Users without a PRODA account must
register at

https://proda.humansarvices gov.au/pia/pages/
public/registration/account/craateAccount jsf

Log in to Portal Entry Point page
https/finclusionsupportdss_gov.au/fispportal/

Click "Request access for myself

Click ‘I'm ready to request access’

Enter the information required, i.e., email
address and work phong number

Select ‘Inclusion Professional” under Required
User Role(s) them click ‘Next’

Search the Organisation/Inclusion
Agency you work for

No records found

Select the correct Organisation/Inclusion

Agency on the results list Search by ‘ABN’ ONLY can help to narrow

down the search results. If still no records
found, contact your Hub Manager to ensure
the searching criteria, .e.g., ABN, is correct

Confirm the details are correct
then click “Submit’

If this is the first time 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

Clicking ‘Finish’ exits the portal and takes you to the Inclusion Support Program website. It also sends

Click 'Finish" to finalise
the request process

email notification to the Inclusion Support Portal Help Desk to review your request.
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After your request is reviewed, you will receive another email telling you whether your request was
approved or denied. If you do not receive a confirmation email or your request was denied, contact
your Hub Manager or the Inclusion Support Portal helpdesk.

Note: Individual Inclusion Agencies may have additional processes that need to be followed when
requesting access to the IS Portal. Please check in with your Inclusion Agency Manager to confirm
their requirements.

Logging into PRODA

1. Access the Inclusion Support Portal website
2. Onthe ‘Login’ page

a. If you have a PRODA account - Enter your PRODA username and password and click Login
and proceed to step 3.
b. If you do not have a PRODA account — Click Register now and follow the prompts.

Australian Government PRO DA

HEREeE" Department of Human Services

Provider Digital Access

Login
If you have already created your PRODA account, login below.
Username

myUsername
Forgot your username? |
Password

sseesenees Show

Forgot your password?

Don't have a PRODA account? Register now

3. A passcode will be sent to the email account or mobile phone number you provided when
setting up your PRODA account. On the ‘2-step verification’ page, enter the passcode and click
Next.
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<Back

2-step verification

Enter the passcode from your email below.

Enter Code

.lo.ool Show

Didn't receive your code?

4. If you are a new PRODA user, you must consent to PRODA’s terms and conditions before you
may use the Inclusion Support Portal. On the ‘Terms and Conditions’ page, read the terms and
click I agree to consent.

Terms and Conditions

The Terms and Conditions for use of the Provider Digital Access service need to be accepted or
have been updated. To continue you will need to read and agree to the Terms and Conditions
below:

1. About these Terms and Conditions
1.1 In these Terms and Conditions:
(a) "you" or "your" is a reference to the user agreeing to these Terms and
Conditions and all parties acting on the user's behalf;
(b) "we", "our"” or "us" is a reference to the Commonwealth of Australia
represented by the Department of Human Services or its successors; and

(c) "Terms and Conditions" means these terms and conditions set out in

clauses 1 to 26 as amended from time to time in accordance with clause
2;

1.2 These Terms and Conditions govern your enrolment for a Digital Credential, your

After being successfully authenticated, the 'Portal entry point' page is displayed. If you are a new
user who has not yet been granted access, only the ‘My portal access’ section will appear on the
page.

From this point, you can either:
e Request/update your IS Portal user access by clicking on Request/update my access; or
e If your user access has been approved, log into the Inclusion Support Portal by selecting your

provider’s name (Organisation/Inclusion Agency) and your role by using the drop-down menu
options.
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lInechrsion Support Portal

Portal entry point A ks Faried with an asterisk () are reguited.

Portal login / Authorised Access Delegate login

Select the provider / roke you wish B wse within the Inciuskon Suppor Portal

Fravider name * Role

Please sslect v

My portal access

e this service if you are:
+ & new user who needs B0 request acoess ko the portal. or
o an gxnting user who needs tor
- iy YOUF POrLal BCCess, Of

LDt yoor contat detis sauch a3 your emad address

Request / update my access Update my contact details

Requesting Access

The following steps will support Inclusion Professionals users to access to the IS Portal.

1. Onthe 'Portal entry point' page click Request/update my access.

Australian Government
partment of Sockal Services

—

Portal entry point Al filels marked with an asterisk () are required

=

Portal login / Autherised Access Delegate login
Select the provider / role you wish to use within the inclusion Support Portal,

* *
Provider name Role

Please select ~

My portal access

Use this service if you are:
+ & new user wh needs 10 1eqUeEst ccess 10 the partal, or
« an existing user who needs to:
- modify your portal access, or

= as your email address.
Request / update my aecess. Update my cantact details

Exit application

The Portal details access request page is displayed.

The top section describes the roles you may request; the bottom provides information about portal
access.

2. Visually identify the role your need and proceed to step 3.

Accessing the Inclusion Support Portal Page 7 of 16
as an Inclusion Agency representative — July 2023




Auwstralian Government

Department of Social Services

Portal details access request

Before you begin

IDF Manager Inclusian Professional
External IS ports| user - used to manager records for the Inclusion

Suppor: program Support program

Extarnal IS portal user - used to manager records for the Inclusion

Service Provider User
Service Provider - Inclusion Support user

Authorised Access
Respansitle far approving system access requests. Can alsa request
system access on behalf of staff within the erganisation

3.
request access.

Read the remaining information carefully. When you are ready to proceed, click ’'m ready to

Portal access: How does it work?

1. Maie sure the employee meets the pre-reguisites for acces
Click the I'm ready 10 MequUest AC0ess 0!

he boztom of this page.

3

b

Once you have submiczed the

emplayee is autharised te undersake the selected rove.)

n

User access responsibilities

Enter the employes’s details. the rolels) ney need 08T 10 300 YOUT SCknowledZement in the spaces provided
- aocess. an email (containing a ink) will be sent to the employes to complete the procass. (In some case:

the Inclusion Support Programme Portal - SIT35 (above) and is aware of their uzer access responsibilities.

the Department of Social Services may perform secondary ¢ sure the

Whan the employes completes the access reQuest Process they can use their PRODA account to access the Inclusion Support Programmae Portal - SIT2E,

Security awareness

The
Dapar

usion Support Programme Portal - SIT35 is an Australian Government computer system managed by the
ent of Sodal Services.

Data contained within the Inclusion Support Programme Portal - 5IT35 is subject to the Privacy Act 1988 (Ac). Any
unsuthorised use or disciosure of S2ta camtained In the Incuson Supsert Pragramme Partal - ST25 may be 3
breach of the Ac.

means. the information is
5 R or your

Once the Department of Education receives information from you via email or any oth
t. ¥our personal information will not be released unless the |

permission is grat

‘You need to be aware of inherent ri: i with
otherwise over the Internet.

ofi on vi i and

Itis & criminal offence for unauthorised persans or devices 1o connect to this system. Usage of this system is
ed. Evidence of suspected misuse may be used in a court of law. By submitting this form, you are
ting yourself a5 an authorised user of the Inclusion Suppart Programme Portal - SIT2S,

¥ you have concerns in this regard. the Denarement of Educstion has ather ways of obte ning and providing
nfermation including mail. telephane and FilkePaint. For advice about how 1o use FlePoint. please contact the
Dezariment of Education Help Desk.

repe

You are also agreeing to: . .

Disclaimer
+ only access oata relaning directly to your onganisan
+ only access data necessary to perform approved a

reponsibilites:
ies rela

'€ 1o your arganisation's responsibilides The Commarweal:h sccepts no responsbilicy for the accuracy or completeness of any mazerial contained on thiz

You are advised that ghing false or misieading information is a serious offence cecument.

Tre Department of Educarion may revoke Indusion Support Programme Partal - SIT35 access righes for anyane Addizienally. the Commanwealth disciaims all liability to any persen in resRec: of anytning and of the .
wina fallz to comply with these ragulremants consequences of anything. done or omisted to be done by any such persan in reliance. whather whally or partially,
upan ary information pratanted an ument.

Cance

4. Onthe ‘User details access request’ page, review the details and enter the required
information.

User details access request

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

1. Your details

First name Last name

Email * Work phone number * Mobile phone number

o First name — Provided by PRODA. Check for accuracy
e Last name — Provided by PRODA. Check for accuracy

Accessing the Inclusion Support Portal
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o Email —This email should be unique to the individual. A confirmation email will be sent to this
email address for you to validate before the request can be approved.

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

e (Optional) Enter your Mobile phone number — numerals only — e.g., 0212345678

4

In the ‘Required user role(s)’ section, select Inclusion Professional.
Click Next

o

2. Required user role(s)

Choose at least one user role from the options below.

() IDF Manager ) Authorised Access Delegate
External IS portal user - used to manage records for the Inclusion Support program. Responsible for approving system access requests for the account. Can also remove user access or
submit an access request for other users to this account.
[ Inclusion Professional
External IS portal user - used to manage records for the Inclusion Support program. o

[J SPISS5 User
Service Provider - Inclusion Support user.

|

7. Onthe ‘Organisation details access request’ page, enter a search criterion (it is suggested to
search by ABN only) that can help you find the Inclusion Agency you work for in the database.
Click Run search.

Organisation details access request

3. The service provider you work for

Provider details

Provider legal marme Provider irading name ABMN

12345678901

Provider address details

Auddress line 1
Auddress line 2
Suburiitown State Postonde
Pleate select
Accessing the Inclusion Support Portal Page 9 of 16
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8. Find the Inclusion Agency you work for in the results. Click Select.

Organisation details access request

3. The service provider you work for

Provider details

Provider legal name Provider trading name ABN

Provider address details

Address line 1

Address line 2

Suburb/town State Postcode

Please select ~

Results (1)

ABN Provider legal name v Provider trading name Address

=

9. Onthe ‘Request summary access request’ page, review your entries. Click Submit or Click Back
to edit.

Request summary access request

4. Access request summary

Your details
First name : Last name :
Email address : Work phone : Mobile phone :

Required user role(s)

Role : Auditor

Your employer's details

Provider legal name : Provider trading name : ABN :

Address :

m
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10. If you are a new user, your email address must be verified before your request can proceed.

e An email containing a link will be sent to your nominated email address.
e Open this email and follow steps 11 - 15

IMPORTANT: The email link contains a token associating your request with the email address and
with your PRODA ID. If you do not click the link provided in the email and log into PRODA, your email
address will not be verified, and the request cannot be processed.

5. Email confirmation required

Your details
First name : Last name :
Email address : Work phone : Mobile phone :

Required user role(s)

Role : Auditor

Your employer's details

Provider legal name : Provider trading name : ABN :

Address:

If you have previously accessed the IS Portal in a different user role, you will not need to verify your
email address. Finish your access request by following step 15 below.

11. Confirm your email address. From the opened email, click Confirm my email address.

You're almost done!

Dear {userFirstName} {userlastName],

We need to confirm your email address to finalise your request to access the Inclusion Support Portal

Link: Confiim my emeil address

1f you have any technical difficulties completing the access request, please contact the Inclusion Support Portal Help Desk by email InclusionsupportPortaltielpdesk@Education govau
For more information about accessing and using the online portal, read the Inclusion Support Portal User Guide.
Please do not reply to this email s it has been automatically generated.

Kind regards,

Inclusion Support Portal Help Desk
Department of Education

Email: InclusionSupportPortalHelpdesk@ Education gowau
Website: indusionsupport dss sovau/ispportal

The ducation;

1800305 152 Feedback | Accessibilty | Copyright & Discaimer | Privecyinformation
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Clicking the link opens a browser and takes you to Department of Social Services (DSS)
account selection page.

12.

13.

14.

15.

Cepartment of Social
Services

Signin with one of these accounts

GovPaEss
FRODA [
VANGUand_FAS_3PT

Active Directory

23310

& 206 Wirasaft

On the ‘Department of Social Services’ account selection page, select PRODA.
Log into PRODA as described in steps 1 — 3 of Logging into PRODA located on page 5.

When you have successfully logged in, you are taken to the Finish access request page of your
request.

On the ‘Finish access request’ page, read Next Steps, and click Finish.

Accessing the Inclusion Support Portal Page 12 of 16
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Finish access request

@ ACCess request submitted. Your access request detals are shown below. Select the Finish button Lo exk the application
5. Finished
Your details
Firstname : Last name :
Emadl address : Work phone Mobie phone

Required user role(s)

Role: Auditor

Your employer’s details

Provider legal name : Provider trading name ABN

Address :

Next Steps

« Your employer / autharised provsioning delegate will receive an email telling them of your access request

« Wihen your request is approved. you will recetve an emall with Instructions on how to log into the IS portal

m

Clicking Finish exits the portal and takes you to the Inclusion Support Program website.

It also sends email notification to the Inclusion Support Portal Help Desk to review your request.
After your request is reviewed, you will receive another email telling you whether your request was
approved or denied.

If you do not receive a confirmation email or your request was denied, contact your Hub Manager or
the Inclusion Support Portal helpdesk.

Note: Individual Inclusion Agencies may have additional processes that need to be followed when
requesting access to the IS Portal. Please check in with your Inclusion Agency Manager to confirm
their requirements.
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Activating your access

After your access request is reviewed, you will receive an email notification telling you the
approver’s decision. If the email says your request was approved, you may begin using the IS Portal.

1. From the opened email, click activate your access.

1800 306 182

Your access to the inclusian Support Partal on behalf of [organisationNamel, for the fallowing rolels)

UnoRoles) T o have access 1 the following roles for {organsationniamel:

Activate your access

1. Begister

for  PRODA account i you don't hawe one:
2. Then, follow this ik to activate vour ccess.

i sl difficuimes, tact the

For more Informaticn about accessing and using the oniine portal, read the Incusion Support Pos
Please do not reply ta this emal 85 & has been automatically genessted

Kind regards,

Clicking the link opens a browser and takes you to the Inclusion Support Portal. Follow the steps on
pages 14-15 to login to the IS Portal.

Logging into the IS Portal

When you have successfully set up a PRODA account and have been granted IS Portal user access
you can access the IS Portal by:

e by clicking on the IS Portal Login button located at the top of the Inclusion Development Fund
Manager website

I' Sogpwiewlly nili Contact Us Search Q Loginfor IAs 5
AP Include
Me.

Children's Services

Home  Strategic Inclusion Plan  Funding Streams  For Services  For Families  Resources  About the IS Portal

e by logging into PRODA and selecting the Inclusion Support Portal tile

CHILD CARE

inclusion support portal
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1. If you are not already logged in, the PRODA Login page is displayed. Log into PRODA as
described on page 6.

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

Jo—

Department of Social Services

Inclusion Support Programme Portal

Portal entry point

Altfields 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 - SIT35,

. * *
Provider name Role

Please select v Please select Provider first v 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

2. Onthe ‘Portal entry point’ page, select your organisation/Inclusion Agency from the Provider
name dropdown list.

Portal entry point

: ) . All Fiedds marked with an astenisk (&) ara raquined
Portal login £ Autherised Access Delegate login

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

® *
Prowider name Role

Please select
Incdustrious Indust s [}

3. Using the role dropdown, Select Inclusion Professional User and click Continue.

Portal entry point

. . M All Tedds marked with an astensk (%) are required.
Portal legin / Authorised Access Delegate login - v

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

& &
Provider name Role

Industiiou s Industiies W I Inchusion Professional v I
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4. You are taken to the Inclusion Support Portal entry page. Read the conditions of use and click /
agree to proceed to the IS Portal.

;& % . Australisn Government

[Rr—T jon and Training

Welcome to the Inclusion Support Portal

User Agreement

The Inclusion Support Portal (IS Portal) manages all early childhood and child care services including ECCC services and interaction with the Inclusion Support
Programme (ISP). For more information, visit the Inclusion Support Programme page.

Acceptance of the User Agreement
By accessing the IS Portal, you

represent yourself to be an authorised user for the IS Portal
agree to be bound and comply with the terms of the User Agreement

If you allow someone else to access the IS Portal with your logon details, you will be responsible for everything they do in the IS Porrtal.

Your Responsibilities
ECCC Services

You must ensure you have obtained written consent to share a child’s personal information in the IS Portal. This is obtained in the form of a Permission to Share
Personal Information for the purposes of the Inclusion Support Programme form completed by a parent, guardian or carer.

Information you provide in the IS Portal will be used to assess applications made to the Inclusion Development Fund (IDF) available under the ISP. You acknowledge
that giving false or misleading information is a serious offence under the Criminal Code Act 1995

You may be requested to provide verification of any statements mentioned in the IS Portal

ISP Providers

ISP providers must ensure they use the IS Portal in accordance with their contract with the Department for ISP.

All information provided in the IS Portal must be accurate to support the effective and efficient delivery of ISP. You must not make any changes to information in the
IS Portal that would result in the information being wrong, misleading, deceptive and inappropriate. You acknowledge that giving false or misleading information is a
serious offence under the Criminal Code Act 1995

Privacy

5. The Inclusion Support Portal Welcome page is displayed:

Note: You can return to the Portal Entry Point page to log in with a different user role or for a
different service provider by clicking Change role/Manage access at the top of any Provider Portal
screen.

Logout

All Strategic Inclusion Plans All Inclusion Support Cases All Innovative Solution Cases

Number

All Reviews / e / Vi \ CYy Resources
Suppaort C 5
Claims
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