Australian Government

Department of Education

Task Card

Accessing the Inclusion Support Portal as an Inclusion
Support ECEC User — SIP only

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 representatives in ECEC services who require access the IS Portal to
develop and manage the services Strategic Inclusion Plan (SIP), including Care Environment Plans.

This role does not allow the user to apply for Inclusion Development Funding (IDF) streams, to access
information about children, IDF cases or claims information.

What is this task card for?

This Task Card provides information and a step-by-step guide to support service provider representatives to
request access to the Inclusion Support Portal.
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User Options

Anyone seeking access to the Inclusion Support Portal (IS Portal) is referred to as a user. There are three
user roles available to early childhood education and care (ECEC) service representatives.

Authorised Access Delegate

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

Services are encouraged to have more than one Authorised Access Delegate.

Note: To develop and manage their services Strategic Inclusion Plan (SIP) and to apply for IDF, an
Authorised Access Delegate will also need to have access to the IS Portal in the role of Inclusion Support
ECEC User.

Inclusion Support ECEC User

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), including Care Environment Plans, and
apply for IDF.

Inclusion Support ECEC User — SIP Only

This role is for ECEC Educators who need to access to the Inclusion Support Portal to be able to develop and
manage the services SIP, including Care Environment Plans.

This role does not allow the user to apply for IDF streams, to access information about children, IDF cases
or claims information.

Gaining IS Portal Access

Gaining access to the Inclusion Support Portal requires each user to:

Have a Provider Digital Access (PRODA) account; and
Gain permission to act on behalf of the service provider.

PRODA

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 an account through Services Australia.

Once a user has a PRODA account they can login and lodge a user access request.
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https://proda.humanservices.gov.au/pia/pages/public/registration/account/createAccount.jsf

Logging into PRODA

1. Access the PRODA login page. https://PRODA.humanservices.gov.au

1.1 If you have a PRODA account — refer to image 1 below.
Enter your PRODA username and password and click Login then proceed to step 2.

1.2  If you have connected your Digital Identity to your PRODA account — refer to image 2
below. Click Login using your Digital Identity then proceed to step 4.

FRODA

Login 1 Login 2

If you have sveady ofedted youd PRODE SCCounl, logen bekow Iyt ol aiready CIeated youlr PRODA SCOoUNT, Kogan bk

Usemame (U Y

IP;H«-".‘:A;\ I e ]

Paddwod

=

Do not have a PRODA acoount? Register now Do mot have a PRODA socount P Kegister

E——

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.

Provider Digital Access

2-step verification

Enter the verfication code from your email below.

Enter Code

3. Ifyou 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 I agree to consent. Refer to the
image on the next page.
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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 successfully logging in to PRODA, a page of available services is displayed.

4. Select the Child Care Inclusion Support Portal tile.

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 access’
section of this page will be visible.

! Amstralion Governmest
e Deparimest of Secial Servios

Instendon Support Poctal
———

Portal entry point

My sccess

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

ustralian Government o
Logout
Department of Social Services

Portal entry point My access requests

_lnduslon Support Portal

Portal entry point

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

2. Select a Role then 'Continue

Account name Role

Please select v

My access

'Create a new request’ 1o request aCcess Lo an ACCOunt of 10 request a change o your current access.

‘My access requests' contains a st of your access requests. You can update or withdraw a recent request if it is stll active.

s m

update my contact details

Accessing the Inclusion Support Portal Page 4 of 13
in an Inclusion Support ECEC User — SIP Only role — October 2025

o7



Requesting Access
If you have not previously accessed the IS Portal or you if need to add or change your user access, an
access request must be submitted.

Your services Authorised Access Delegate manages the approval of access requests on behalf of your
service provider.

To request access to the IS Portal as an Authorised Access Delegate please refer to the Task card -
Requesting access to the Inclusion Support Portal in the role of Authorised Access Delegate resource
document.

To request access to the IS Portal in the role of Inclusion Support ECEC user please refer to the Task
card Accessing the Inclusion Support Portal the Role of Inclusion Support ECEC User.

Authorised Access Delegates can request IS Portal user access for other people. Please refer to the
Task Card: Authorised Access Delegates - Managing Access to the Inclusion Support Portal.
Request IS Portal user access in an Inclusion Support ECEC User — SIP Only role

1. To request user access, login to PRODA and access the Child Care Inclusion Support Portal

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

Create a new request

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

3. Read over the information on the page and select ‘l am ready to request access’.

S  Australian Government i
T Degartment of Social Services

Portal entry point My access requests

Request to create/update my access

How does it work? User access responsibilities

YOu May requesT ACCRSS T0 @ ACCOUNT in the POrtal. You wil ba a51e 10 SCCHSS Ie BLCOUNE If YOUF request is The Inclusion Support Portal i an Austraian Government computer system managed by the Department of Socia
ApProved by an Authorised Access Delegate. If your 2CCess 1 TS ACOUNT NGRS 10 CNANge, thEN you May Created  Senvices

request 1o change your access to the account. i the request is approved, then your access will be updated to
reflect this request

Data contained within the Inclusion Support Portal i SUBJECt to the Privacy Act 1385 (Actl Any urauthorised use o
disclosure of daca conzained in the Inclusion Suppor: Paral may b a breach of the Act

I you need access ©o multipie accounts. please create 3 request for 8ach acCount you need to access. Each request
wil need to be indwidually approved for you 1o receive access to each sccount.

It is 3 ciminal offence for UNALTAOMSET PAFSONS OF JEVCES 10 CORMECE 10 ThiS SyITem. Usage of this symem is
monitored, Evidence of SUSPECTed MVSUSE May B USAS in 3 court of law, By SUDMETNG this form, you are
Once you are ready to STart your request and AEree with the USer ACCESS rASPONSIDINKIES, you May select | am representing yourse as an authorised user of the Inclusion Support Portal

3 zom of th
ready to request access’ at the bottom of th page You aee alse agresing 1o

A3 part of your access request. you will be required 1o: « omly access data relating directly to your Organisation's respons iites.
« Record your details * Oy ACCRSS Sata NICESITY 1D PErfOrm apProved ACTAITS FELITIng 10 YOUr OMGANSation’s responsibilives
« Search for and select the 3ccouNt you NEEd tD 3ccess in the portal
« Racond which rolels) you need for this account You are advised that giving false or misseading nformation i 8 serious offente

The Department of Education may revoke Inclusion Support Poctal sccess rights for anyone who fails to comply

You will be able to dox 2k v rails you've recor fors - - requess. ¥ th e firss
‘ou will be able to double check the detailz you've recorded before you submIt your request. ¥ this i your first with these requinements.

request. after submizsion. 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 560t 1o the Authorised Access Delegate.

Security awareness
Once your submission is finafised:

* the Authorised Access Deiagate for the account will be advised aBout your request. They are responsibi for Once the Departmens of ECUCTION FaceNes NfOrMation fZom you via mal or dny SENEr MAANS. The iAformation is
approving your request in

emironment Your personal informacion wil not be released uniess the law permits £ or your

* Your request will expice in 30 days permission & granted
« You won't be able to create another request for this aczount Ut thiz request reaches an cutcome - for % = o :
example, it expres. is withdrawn, 3pproved or rejected. o g S sk St wf St el it v Vi el et
otherwise over the Internet.

« ¥ou may choose T WENGIaw Or UPAATe ThiS request. HOwever, you won't be 3l 10 withdraw or update it
once it reaches an outcome. If you have concerns in this regard, the Department of Education has othar ways of obtaining and provising
information inciuding emad, telephone and electronic file transfer.

Request outcome - If your fequest
* Approved - Your access wil be updated to reflect
this account. You will receive an emai i your regs

= request and you wil be able to logn to the portal with Disclaimer
Approved.

© Rejected, Withdrawn or Expired - Your current access will not be updated. You will receive an email if your The Commormealth accepts no responsiity for the accuracy o compieteness of any material contained on this
requestis Rejected or has Expired. You may then choose to SUBME anccher 3CCess request. system.

ity t0 a7y P4r30N in respect of anything. and of the
one By any SUCh person in reflance. whether wholly or partally.

upon any informazion presented on this system

Cancs! 1 am ready to request access

The ‘Record your details’ page will open.
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4. Review the details and, if not already listed, add your Phone number.

5. Select Next.

#

- el s ] it i il
e S T L

Request to createfupdate my access

1. Record your details

[ [

Errusd gedatirsnn Prone nuTher

A gty e T TR e

The ‘Search for and select the organisation’s account’ page will open.

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.

6. Enter details and Click Run search.

Organisation details access request

3, The service provider you work for

Provider details

Provider address details

Address line 1

Address line 2

Suburbitomn State

Please seledt

Provider legal narme Provider trading name ABM

1234567200

Postomide

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

The ‘Access to roles’ page will open.
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8. Select the Inclusion Support ECEC User- SIP Only role and click Next.

Request to create/update my access

3. Access to roles

SEbEO ik F GRS FEbES 10 SPECHEY Ehe SOOEES yOU e 10 TS BECOUM. I Ehis redrt-st i ADproved. you will onily Piteie BLEELS 10 The Sekted roles)

Inclusion Professional
RCLUSION AGENCY STAFF USE OMLY. Used by Inchusion Professionals to support ECECs in the

Inclusion Support ECEC User

Used by ECEC staff to manage their Strategic Inchusion Plan and apply for IDF subsidies.

9. 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 : Mobile 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 below.

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

10. 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.

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

Clicking the link opens a browser and takes you to ‘Department of Social Services (DSS) account
selection page.’
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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: Confirm my email address
If you have any technical difficulties , please contact th i ortal Help Desk by email, InclusionSupportPortalHelpdesk @€ ducation 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 as it has been automatically generated.

Kind regards,

Inclusion Support Portal Help Desk
Department of Education

Website: inclusionsupport dss 2ov au/ispportal

Educaton; E , and i Iand, sea and cammunity. We pay our r25PECts to them and their cultures, and to elders both past and present.

Nots: This email confidential 8 {and nsither are waved or lost i this email s been " ipient, you must not use, disclose, Copy o retain . If you have received t in error please acvise by reply email and then deleta this email from your system

Dss P

12. Select PRODA.

Departrment of Social
Services

Signinwith sne of thase accounts

H GovPasS

H PRODA [
H VANGuard_FAS_3PT
Fi‘ Active Directory

€ 206 Mirasaft

13. Log into PRODA as described in steps 1 — 4 of Logging into PRODA located on pages 4-5 of this
task card.

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

Accessing the Inclusion Support Portal Page 8 of 13
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14. Read Next Steps and click Finish.

Finish access request

() Access reauestsubmitted. vous

5. Finished

Your details

First name : Last name :
Emad 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 emplayer / authark

d or

elegate will recehy

* ¥hen your request Is appro

i will recetve an emoll wi

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

After your request has been reviewed by your service provider’s 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 |[f 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.

Activating your access

After your access request has been approved by the services Authorised Access Delegate, you may
begin using the IS Portal.

1. Open your approval email.

2. Click activate your access.

duskon Suppoet Postal Melp Deck oy s, s gportPorialispoesh @Education gy
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Clicking the link opens a browser and takes you to the Inclusion Support Portal. Follow the steps
below to login to the IS Portal.

Logging into the IS Portal

After initially activating you access (refer to page 10), 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. Refer to pages 4-5 for
support to login to PRODA.

CHILD CARE

inclusion support portal

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

Inclusion Support Portal

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

'Create 3 New IEqUEST to FeqUEst access Lo an BCCount of 1o request a change 1o your current aceess,

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

Create a new request My access requests

update my contact details

1. Select your employer from the Provider name dropdown list.

Portal entry point

X ) R All Tiehds marked with an asterisk () are required
Portal legin / Authorised Access Delegate login :

Select the prowider ¢ role you wish to wse within the NDIS Commission Paortal

* *
Provider name Role

Please select
Inchusiripes Indust s D}
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2. Using the Role dropdown option, Select the role of Inclusion Support User — SIP Only and click
Continue.

Portal entry point

inuatrus kst S | inclusion Support ECEC User ~5iP Only | | <<=~ |

The Inclusion Support Portal entry page will open.

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

Welcome to the Inclusion Support Portal

User Agreement
The inclusion Support Portal (15 Portal) manages all early chiddhood and chid care services including Early Childhood Education and Care services (ECEC) and interactions with the
Inclusion Support Program (1SP). For more information, visit the 1 Program page

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

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

i you allow someone else to access the 1S Portal with your logon detalls, you will be responsible for everything they do in the IS Portal
Your Responsibilities
ECEC Services

You must ensure you have obtained written consent to share a child's personal information in the 1S Portal. This is cbtained in the form of a Permission to Share Personal information
for the purposes of the Inclusion Suppart Progrom form completed by a parent, guardian or carer.

information you provide in the 5 Portal will be used to assess applications made to the inclusion Development Fund (1DF) avadable under the ISP. You acknowledge that giving false
or misleading information & 3 serious offence under the Griming! Gode Act 1995

You may be requested to provide verification of any statements mentioned in the I$ Portal
ISP Providers

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

Al 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 1S Portal that
would result in the information being wrong, misiesding, deceptive and inappropriste. You scknowledge that giving false or misteading information is 8 serious offence under
the Crimingd Code Act 1995

Privacy

The 1S Portal collects nformation about ECEC services seeking support through ISP, This information Is shared with the Department, relevant Inclusion Agency (1A) and inclusion
Deveiopment Fund Manager (IDF Manager) to sdminister the program.

Exit Agoication | Agree

The Inclusion Support Portal homepage dashboard 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.

|d§ You are currently viewing. Credrens Centre

Hi Welcome to the Inclusion Support Portal.

1D for

SIP Setup Service Profile Care Environment Plans

Serwice SIP Report

Accessing the Inclusion Support Portal Page 11 of 13
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Finalising an access request initiated by your employer

Sometimes an access request may be submitted for you by your employer via their Authorised
Access Delegate or the Inclusion Support Program Help Desk. If that is the case, the access request is
automatically approved, but you must finalise the request before you can use the IS Portal.

This involves responding to an email notification, confirming your PRODA account and formally
agreeing to the terms and conditions of portal use.

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

focal tim,

Sam
Monday to Friday excluding

Dear {userfirstName} {userLastName},
A user, {requesterFirstName] {requesterLastName], has requested access to {organisationName} in the Inclusien Support Portal. They have requested the following role(s}

froles}

As the {delegateRoleTitle}, you can view this access request by clicking the link below.

Link: Finalise Inclusion Support Portal access

If you experience any technical difficulties, please contact the Inclusion Support Portal Help Desk by email, Inclusion Support Portal Help Desk.
For more information about accessing and using the online portal, read the Inclusion Support Portal User Guide
Please do not reply to this email as it has been automatically generated

Kind regards,

Inclusion Support Portal Help Desk

Department of Education

Email: Inc ation.gov.au
Website: inclusionsupport.dss.gov.au/ispportal

The Department of Education; acknowledges the traditiona| owners of country throughout Australia, and their continuing connection to land, sea and community. We pay our respects to them and their cultures, and to elders

both past and present.

Mote: This email and any attachments may contsin personal, confidential or legally privileged information {and neither are waived or lost f this email has been sent to you by mistake). If you are not the intended recipient, you

must nat us sin it. If you have r: ase adise by reply email and then delste this email from your system and do not retain any copy. Recipients within the Department of Sacial Services

(DS5) should seek assistance from DSS Legal before disseminating this email to third parties

1800 306 122 Feedback | Accessibility | Copvright & Disclaimer | Privacy information

Clicking this link opens a browser and takes you to the ‘Department of Social Services (DSS) account
selection’ page.

It is important that you click the link from the email as it contains a ‘token’ that will connect the
access request with your PRODA account. Without this connection, the request can’t be finalised.

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 L

H VANGuard_FAS_3PT
ﬁ Active Directory

Accessing the Inclusion Support Portal Page 12 of 13
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Log into PRODA as described on pages 4-5. After authentication, you are taken to the portal’s

Terms and Conditions page.
Tick the Acknowledgement to accept.

Then select Continue.

Portal access - terms and conditions

User access responsibilities

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

Security awareness

The NDIS Commission Portal is an Australian Government computer system managed
by the Department of Social Services.

Data contained within the NDIS Commission Portal is subject to the Privacy Act 1988
(Act). Any unauthorised use or disclosure of data contained in the NDIS Commission
Portal may be a breach of the Act.

Itis a criminal offence for unautherised persons or devices to connect to this system.
Usage of this system is monitored. Evidence of suspected misuse may be used in a
court of law. By submitting this form, you are representing yourself as an authorised
user of the NDIS Commission Portal.

You are also agreeing to:

- only access data relating directly to your organisation's reponsibilities;
- only access data necessary to perform approved activities relating to your
organisation's responsibilities.

You are advised that giving false or misleading information is a serious offence.

The NDIS Commission may revoke NDIS Commission Portal access rights for anyone
who fails to comply with these requirements.

Acknowledgement

Full name Date:

25/06/2019

Cancel

Once the NDIS Commission receives information from you via email or any other
means, the information is in a secure environment. Your personal information will not
be released unless the law permits it or your permission is granted.

You need to be aware of inherent risks associated with the transmission of
information via email and otherwise over the Internet.

If you have concerns in this regard, the NDIS Commission has other ways of obtaining
and providing information including mail, telephone and FilePoint. For advice about
how to use FilePoint, please contact the NDIS Commission Help Desk.

Disclaimer

The Commonwealth accepts no responsibility for the accuracy or completeness of any
material contained on this document.

Additicnally, the Commonwealth disclaims all liability to any person in respect of
anything, and of the consequences of anything, done or omitted to be done by any
such persen in reliance, whether wholly or partially, upon any information presented
on this document.

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

6.

If this is your first time accessing the portal, Identity Manger (IDM) will need to configure your

account. This process may take a few minutes.

Setting up first time access

Your account is being configured for first time access.

This process may take a few minutes.

Do not refresh your browser during this time.

When setup is complete, the ‘Portal entry point page is displayed’.

7.

Follow the steps on 10 to login to the IS Portal.

Accessing the Inclusion Support Portal
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