Australian Government

Department of Education

Requesting access to the Inclusion
Support Portal in the role of
Authorised Access Delegate

Task Card

Who will need this task card?

This task card is intended to support a service provider representative to gain access to the Inclusion
Support Portal (IS Portal) as an Authorised Access Delegate.

What is this task card for?

This Task Card provides information and a step-by-step guide to support Authorised Access Delegates
to request 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, 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 are encouraged to regularly review who has access to the Inclusion
Support Portal on behalf of the service and remove access for users who have left the service.

The department recommends that Authorised Access Delegates are people in management control
of the service (specified personnel), such as Service Directors, service managers/administrators,
educational leaders, and area managers.

All services should have more than one Authorised Access Delegate to ensure access to the Inclusion
Support Portal can be managed when staff are on holiday or leave the service.

Gaining IS Portal Access

Anyone seeking access to the Inclusion Support Portal (IS Portal) is referred to as a user.

The requirements for gaining access to the Inclusion Support Portal in the role of Authorised Access
Delegate are influenced by the current circumstances of the service.

When a service already has an Authorised Access Delegate and are wanting to add an additional
person in this role, the user is required to:

1. Have a PRODA account; and
2. Request access as an Authorised Access Delegate via the Portal Entry Point.

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

When a service is unable to identify who their Authorised Access Delegate is or they do not have
one, the user is required to:

1. Have a PRODA account;

2. Belinked to the services Child Care Subsidy System (CCSS) as a Person with Management or
Control of the Provider or as or as a Persons Responsible for the Day-to-Day Operation of the
Service;

3. Request access as an Authorised Access Delegate via the Portal Entry Point; and

4. Request approval for IS Portal access (Delegate Only) by submitting an online Inclusion Support
Portal Helpdesk form available on the Inclusion Support Portal webpage.

Note: It is essential that the first and last name of the user are recorded exactly the same in PRODA,
CCSS and the IS Portal Entry Point.
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Resources to help with accessing the portal

e How to Request IS Portal Access as an Additional Authorised Access Delegate

e How to Request IS Portal Access as an Authorised Access Delegate when a service is unable

to identify who their Authorised Access Delegate is, or they do not have one.

PRODA Requirements

PRODA is an online identity verification and authentication system that provides secure access a
range of Australian Government online services, including the Inclusion Support Portal (IS Portal).

Users from ECEC services who already have a PRODA account, for accessing the Child Care Subsidy
System (CCSS) or other 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 for a PRODA account through Services Australia.

Once a user has a PRODA account they can login and lodge a user access request.

Child Care Subsidy System (CCSS) Requirements

The Child Care Subsidy System (CCSS) is the online system used to administer the Child Care Subsidy
(CCs).

Users requesting access to the Inclusion Support Portal as an Authorised Access Delegate when a
service is unable to identify who their Authorised Access Delegate is or they do not have one, need
to be linked to their service provider via the Child Care Subsidy System (CCSS) in the role of Persons
with Management or Control of the Provider or with or as a Persons Responsible for the Day-to-
Day Operation of the Service.

A user can be added to the CCSS system and linked to a service provider through the Provider Entry
Point (PEP) or through the service providers approved third party software system.

Provider Entry Point (PEP)

A task card to assist service providers to add, update and remove personnel details through the
Provider Entry Point is available on the Department of Education’s How to add, update and remove
personnel details in the Provider Entry Point page.

Approved Third Party Software

To access assistance adding, updating or removing personnel details through an approved third-
party software system refer to the software user guide or link with the system provider directly.
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Requesting Access

Portal Entry Point

Once you have a PRODA account and, if required, are linked to your service provider via the Child
Care Subsidy System (CCSS) in the role of Persons with Management or Control of the Provider or
as a Persons Responsible for the Day-to-Day Operation of the Service (required when a service
does not have an Authorised Access Delegate or is unable to identify who they are), you can request
access as to the IS Portal as an Authorised Access Delegate via the Portal Entry Point.

Logging in to PRODA

1. Access your PRODA account via the PRODA login page.

If you have a PRODA account, enter your If you have connected your Digital Identity to
PRODA username and password and click your PRODA account click Login using your
Login. Proceed to Step 2. Digital Identity. Proceed to step 4.

PRODA R — PRODA
Provider Digital Asces - ——— Provider Digisal Asvess

Login 1 Login 2

If you have seady created your PRODA socount, login below 1f you have aiready created your PRODA account, logen below

Usemame L

I Miylineridams I M b N

Passwond

Do mol have & PROODA sccounl ¥ Kegisler o

Do not have a PFRODA account? Begister now

of

E——
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2. 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.

Australian Government

Services Amtralia

PRODA

Provider Digital Access

Enter Code

2-step verification

Enter the verfication code from your email below.

3. If you are a new PRODA user, you must first consent to PRODA’s terms and conditions before

progressing.

On the Terms and Conditions page, read the terms and click | agree to consent.

below:

(a)

(b)

(@

I decline

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

1. About these Terms and Conditions
1.1 In these Terms and Conditions:

"you" or "your" is a reference to the user agreeing to these Terms and
Conditions and all parties acting on the user's behalf;

"we", "our" or "us" is a reference to the Commonwealth of Australia
represented by the Department of Human Services or its successors; and
"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 successfully logging in to PRODA, a page of available services is displayed.
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4. Select the Child Care Inclusion Support Portal button.

CHILD CARE

inclusion support portal

The Portal entry point page will be displayed.

If you are a new user who has not yet been granted access to the IS Portal, only the My portal

access section of this page will be visible.

Partal entry paint

My access

| tevshenion Supgort Portal |
[ A —

If you are a user who has previously been granted IS Portal access, the page will display

available accounts.

*

Australian Government
Department of Social Services

Portal entry point My access requests

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 selectan account first v
My access

Create a new request'to request access to an account o to request a change to your current access.

"My access requests' contains a list of your access requests. You can update or withdraw a recent request f it is still active.

Inclusion Support Portal
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Requesting IS Portal Access
1. Torequest user access, login to PRODA and access the Child Care Inclusion Support Portal.

CHILD CARE

inclusion support portal

Create a new request

2. On the Portal entry Point page, select Create a new request.

The Request to create/update my access page is displayed.

3. Read over the information on the page and select | am ready to request access.

Request to create/update my access

How does it work?

User access responsibilities

You My FeqUEST SCORKS T0 80 SCCOUNT i the POTal, You il b akie 10 SCOEEE ThE SCEOUNT If FOUT TEGUER i§
approved by an Aushorised Access Delegase. If your SCCRSS 19 TS SCCOUNS NARDS 19 Change, (hen you may credse 3
FequESt 20 Change yOUr SCCES t0 the account. I the request is approved, then your access will be updated to
reflect this request.

f yoU PR SCCES3 £ MAREIE CCOUNTS, FHE3SE CTEATE 3 MEQUERT Or BACN ACTOUNE you HBEd T2 Jccess. Each request
will need to be individually approved for you to receive Bcoeas to each account.

Onca YOU 38 reRdy IO STAE YOUT FEGUEST And SEreS With The LSS BCORSS FeSpONSIDIIcies, you may selec Tam
ready to request access #: the botom of this page.

s part of your scoess reguest, you will b required 1o
* Recond your deails
= Saarch for and suhect the SCCOUNE you eed T 3coe in the portal
= Record which rolels) you nesd for this sccount

You will De able to double check the details you've recorded before you sUSMIt your requess. ¥ this i your first
request. after submission, an email will b¢ sent to you to tonfirm the emad adcress you recorded. Pleass follow
the ingtructions in the email. then your request will be sent 1o the Authorised Access Delegate.
Once your submission is finalised:
= tha Authoriged Access DHOEACe f0r the Sccount will e 3chviskd SBOUE your request. Thay are respontibie for
3pDroving your request.
» Vaur requen pire in 30 days.
» ¥ou won': e abi 0D CTEATE aNGUEr reqUeST for This ACCOUNT LN TS MEQUEST reaches an outcame - far
example. it xpires, is withdrawn, aporoved or rejected
» Youl My hoDbH th WEhdraw Of UPSITE TS IBGUSST. HOWNVe. JOU WON'T bi 3bH 10 Withelaw O ugdatk it
‘onca it reaches an sutzome

Request outcome - If your fegueit 3
« Approved - Your access will be updated to reflect this request and you wil be able to login 2o the portal with
thiz account. You will receive an emai i your request is Approved.
- Bajbcoed, Withdrawn or Expired - Your current access will Aot 56 UREated. You will receie an emal H your
ruquest ks Rejected or has Expired. You may then chvoose 0 subMIE anccher aCORSS reGUEsE.

Cangel

The Inchution Suppart Parsal i an Austraian Government computer Sysem managed by the Deparnment of Socis
Services

Dista conuained within the Inchision Suppon Fartal i Sublject to the Privacy Act 1585 (Act Any unbuthorited s or
rial may be a breach of the Act

in the Inclusion Suppo

i 3 erimvinal offence far URBUTROREEd F4FONT oF JUCKS 18 CORECE 15 this Systam. UEags of this fystem s
manitared. Eridance of SUSPRTtRd MiSuSs May b4 usad in 3 court of law, By SUBMETR this form, you are
reprasaning yourseH as an authorised user of the Inclusion Support Portal,
Vou aee also agrasing 1o

= caly access data relating directly to your organisation’s responsiiites;

» caly 3CCHsS a3 MACRISATY T PRI SpProved JCIivites relating 1o your SEINEaTCN's NesponSIbiIes

Vou are advised that ghing falie or misheading formation i 8 serisus ofence

The Depatment of Education may revoke Inchusion Support Portal access rights for anyone who fails to comply
with these requirements.

Security awareness

Once the DOpartmant of SEUCITION FCENES INfOrMATion from you vid 4mail or ny OERGr MAans, the infarmation s
in @ sacure emironmant. ¥our personal informazian wil not be released uniess the aw permizs £ or your
permission i granted.

Younsed to be aware of inherent ricks the and
otherwise over the internet.

H yous hawe concarms in this regard, the Depanmaent of Education has ochar ways of obtaining and providing
infarmation induding email, zelephane and siectronic file trancfar.

Disclaimer

The Commeorrwealtn accepts na respanabiiy for the acouracy o compieseness of any maserial consained on this
sysem

Aditionally, the Commarnmealth disclims all Rabdity 1o ey S4r30n in respect of anything. #nd of the
£onvEGUANces of anyThing. done or omited 1o be Jone By any 3uch Farsan in reliance, whether whoy of partally,

upan any informarion resented on this system.
1 am ready to request access

The Record your details page will open.

4. Review the details and, if not already listed, add your Phone number. Select Next.

| Nmaralinn Gomeramest
7" Drparimes of Sl Servioe

Request to create/update my access

1. Record your details

Al Sy AT T 30 BRI () 278 RGeS

Firsl s

The Search for and select the organisation’s account page will open.
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To find the service provider you work for, it is recommended to search by ABN only.
For larger service providers it can be helpful to search by ABN and Postcode.

Note: If you work for more than one employer, or at different service locations for the same
employer, you must complete a separate access request for each situation.

5. Enter details and click Run search.

Organisation details access request

3. The service provider you work for

Provider details

Provider legal name Provider trading name ABM
12345678901
Provider address detalls
Auddiress line 1
fuddiresss line 2
Suburhytowm State Postomde

Plesse select

6. Select your service provider from the list of results.

The Access to roles page will open.

7. Select the Authorised Access Delegate role and click Next.

Request to create/update my access

3. Access to roles

SEHECT QN oF MONE RS 1 SRecity The 085S you Nessd 10 this acount, If this request i Approved, you will only recehas 300Ess 10 the selected roles),

O IDF Manager O inclusion Support ECEC User - SIP only
1DEFM STAFF USE ONLY, Used by the Inclusion Development Fund manager to administer the Ussied by ECEC Ex 0 manage the Sirateg i Plan only. This role cannot apply for 107
Inclusion Support program. Subsidy streams, nor access the children, case or claim functions and information,

Inchusi
i
de

Professional O awthorised Access Delegate
N AGENCY STAFF LISE OMLY. Used by inclusion Profiessionals to suppor

Responsible for approving system access requests for the account. Can also remove user access of
ent of inclushee practices. submit an acoess request for ather wsers to this account

Inclusion Support ECEC User
Used by ECEC «aff to manage their Strategic Inclusion Plan and apply for IDF subsidies.

-]
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8. Onthe Request summary access request page, review your entries. Click Submit to continue or

Click Back to edit.

Request summary access request

4. Access request summary

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

Required user role(s)

Role : inclusion Support ECEC User

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 13.

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

Continue with step 9.
9. Access your nominated email account and locate the verification email sent to you.

Important: This email contains a token associating your request with your email address and
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.

From the opened email (refer to the image below), click Confirm my email address.

Requesting access to the Inclusion Support Portal in the role of Authorised Access Delegate Page 10 of 16

V) /L,



10. Clicking the link opens a browser and takes you to Department of Social Services (DSS) account

selection page.

You're almost done!

Desr {userfirstiame} {userLastame),

W need to confirm your email address to finalise your request to access the Inclusion Support Partal.

tink:  Confirm my e address
If you have any technical difficulties completing the access request, please contact th Desk by email,
For more i portl, read User Guide.
Please do not reply asithas bes
ind regards,

Inclusion Support Portal Help Desk
Department of Education

‘Website: inclusionsupport ds govau/ispportal

The. a1 pay our respects to them  2nd

Note: This email and canfidental or legally i waived by mistaks]. fyou are you must nat uss, disclass, cany 3 please advise by reply emal and then delete this email from your system

any copy. Recipi i i from Dss Legal

11. Select PRODA.

Department of Social
Services

Siamin with ene of these accounts

H GovPass

H PRODA [
H VANGuard_FAS_IPT
rfi‘ Active Directory

& 20E Wioesaft

12. Log into PRODA as described in steps 1 — 4 of this task card: Logging into PRODA.

When you have successfully logged in, you are taken to the Finish access request page.
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13. Read Next Steps and click Finish.

Finish access request

@ Access request sUbMITted. Your ACcess request G2tals are shown below, Select the Finish button o e the apgkcation,

5. Finished

‘Your details
First name Last name :

Ernadl address : Wark phone : Mobile phone

Required user role(s)

Role: Auditer

Your employer's details

Provider legal name : Provider trading name ABH

Address :

MNext Steps

= ¥our emplayer / autharisad provisioning delegate will receive an email telling them of your acess raquest.
= When your request is approved, you will receive an emall with instructions on how to log into the 1S porzal

After clicking Finish, you will automatically leave the portal and an email notification will be sent
to your service provider’s existing Authorised Access Delegate.

After your request has been reviewed by your service provider’s existing Authorised Access
Delegate, you will receive another email indicating if your request was approved or denied.

e If approved, you may log into the Inclusion Support Portal in your approved role.
e If access has been denied, speak with your services Authorised Access Delegate.

e If you do not receive a confirmation email, contact your provider’s Authorised Access
Delegate or the Inclusion Support Portal Help Desk at
inclusionsupportportalhelpdesk@education.gov.au.
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Finalising Your Request

Note: This step is only required if you are requesting access as an Authorised Access Delegate
because your service does not have anyone in this role, or they have been unable to identify who
the services Authorised Access Delegate is.

Inclusion Support Portal Helpdesk Form

1. Complete an Inclusion Support Contact Form available on the Inclusion Support Portal webpage.

2. Inthe select the issue you are seeking assistance for field, Choose Request Approval for IS

Portal access (Delegate Only).

Australian Government

Department of Education

Please select the issue you are seeking assistance for

Please prowide your Service Name and Service Approval 1D

{Fhease ensure your details ane comed)

Contact Nama ‘ ‘

Serdce Mame * ‘ ‘

Contact Telephone Mumbser *

Erruail * ‘ ‘

‘Which state/temitony is the
senice located in *

Please enter the Service's Approval ID/CRN *

(this is a & digit numéer follewed by a letter The number stasts with 1900)

3. After submitting the Inclusion Support Contact Form, a reference number will be sent to your
nominated email address. The IS Portal helpdesk will review your access request and
communicate the outcome with you via email.

It can take a few days for the department to review and process the access request. Please
DO NOT repeat the access request process. This will duplicate your request in the system and

slow down the approval process.
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Activating your access

After your access request has been approved, you may begin using the IS Portal.

1.
2.

Open your approval email.

Click activate your access.

Dear (userFisttiame]

foles)

Activate your access

1. Begste for 2 PRODA scount f you don't have one:
2.Then, follow this ln to actate vour access

1800 306 182

Clicking the link opens a browser and takes you to the Inclusion Support Portal

Logging into the IS Portal

After initially activating you access, access the IS Portal.
Login to your PRODA account and select the Inclusion Support Portal tile.

Refer to the login to PRODA steps in this task card for support.

CHILD CARE

inclusion support portal

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

stralian Government

epartment of Social Services

Portal entry point My access requests

Portal entry point

Inclusion Support Portal

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 2 Select an account first
My access

‘Create a new request' to request access to an account or to request a change to your current access.

"My access requests' contains alst of your access requests. You can update or withdraw a recent request f it s stil active.

Create a new request My access requests Update my contact details
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1. Select your employer from the Provider name dropdown list.

Portal entry point

Portal login £ Authorised Access Delegate login

Select the prowder ¢ role you wish ta wse within the HDIS Commission Fortal

Prowider name * RD|E*

Please skt bt L e
Industricas industries [

&l Tields marked with an asterisk (&) are required

2. Using the Role dropdown option, select the role of Inclusion Support User and click Continue.

Portal entry point

Portal login / Authorised Access Delegate login
Soloct the provider | rele you wish e e nithin the NOIE Commission foris

Provider nami foke ™

T,

Induatrious Indutr s . I clusion Support ECEC User . m

whay M bgd Wit a0 Rlargh

&) g il

The Inclusion Support Portal entry page will open.

3. Read the User Agreement then click | agree, to proceed to the IS Portal.

Welcome to the Inclusion Support Portal

User Agreement

The Inclusion Support Portal (15 Portall manages all early childhood and child care services inchoding Early Childhood Education and Care services (ECEC) and interactions with the
Inclusion Support Program [ISP). For mare i visit the Inclesion Suarart Program page.

Acceptance of the User Agreement
By BCcessing the 15 Portal, you

o rapresent yourself to be an suthorised user of the i Portal
= agree o be bound and comaly with the berms of the User Agreement

H you allow someone el to sccess the IS Portal with your logoen details, you will be responsible for everything they do in the IS Portal
Your Responsibilities
ECEC Services

Vou must ensure you have obtamed written consent to share a child's personal infarmation in the IS Portal This is oblained in the form of 8 Permission to Share Personal information
for the purpases of the inchisson Support Progrom form comaleted by 3 parent, guardian or carer

Information you provide in the IS Portal will be used to assess applications made to the indlusion Development Fund (IDF) avaitable under the ISP, You acknowledge that giving false
‘or migleading information is a serious offence under the Crimingl Codle Act 1595

Vou may be requested to provide verification of amy statements mentioned in the I Portal

ISP Providers

15P providers must ensure they use the i3 Portal in accordance with their contract with the Department for ISP

Allinformation provided in the 15 Portal must be accurate to support the effective and efficient delivery of 152, You must not make any changes to information in the (5 Portal that
:mw!d result in the information being wrong, miskeading. deceptive and inappropriste. You acknowledge that giving falze or misieading information is a serious offence under
Privacy

The 15 Portal collects information about ECEC services seeking support through 157, This information is shared with the Department, relevant inclusion Agency (1A} and Inclusion
Development Fund Manager [IDF Manager] to sdminister the program

— =
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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.

Figure 1: Image of the CBDC & OSHC homepage dashboard

@‘ Home About = Changerole / Manag

Logout

d‘l You are currently viewing: Childrens Centre

Hi Welcome to the Inclusion Support Portal.

Manage Strategic Inclusion Plan (SIF) for 1 Childrens Centre

()

Service Profile Care Environment Plans

Authorised Personnel Service SIP Report

Reviews

Cases and claims

Y

Children Inclusion Innovative Inclusion Innovative
Support Cases Solution Cases Support Case Solutions Case
Claims Claims

Payments

Figure 2: Image of the FDC homepage dashboard

Service Profile Care Environment Plans FDC Service Plan

Service SIP Repont Reviews

Children . Innovative Innovative Payments

Solution Support Solutions Advice
C 5 Case Claims | Case Claims

Payment
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