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Introduction

The myplace Provider Portal is the means for registered NDIS providers to manage their products
and services for participants. Providers can use myplace to:

* view information

* create service bookings

* manage payment requests

* communicate with participants.

Accessing the myplace provider portal involves a two-step online process. This Step-by-Step Guide
is intended for use by new providers and provides information on setting up your access for the new
myplace provider portal.

The Primary Contact of your organisation will need to complete the initial registration process which
involves completing the Intent to Register form in myplace. If you are unsure who the Primary
Contact is, we recommend you contact your organisation for clarification. This Step-by-Step Guide
provides instructions for both the Primary Contact and other users of myplace.

The steps outlined in this document continues from the PRODA Step by Step Guide.

Authentication process

Since 1 July 2016 there has been a new online NDIS Provider Portal called myplace. To access
myplace, a new authentication process called Provider Digital Access (PRODA) will be in place and
managed by the Department of Human Services. All existing and new Providers will need to register
for a PRODA account.

The authentication process through PRODA is designed to provide secure access to specific
Government services. All users of myplace will need to create a PRODA account.

For new NDIS Providers, the PRODA authentication process will be your access point into
myplace. Once your PRODA account is created and authenticated, you will need to submit your
NDIS registration request using myplace.

The authentication system is a two-step online process:

1. Create your account — provide basic personal information, create a username and
password, and provide contact information for the secure management of your account

2. Verify your identity — verify your identity online using Government issued identity
documents which requires you to provide key information from your documents. Your identity
will be verified online and in real-time using the Government’s Document Verification Service
(DVS).

New providers

The key steps for registering as a NDIS Provider are:

1. Create an account and verify your identity using PRODA

2. Complete the Intent to Register form in the myplace portal

3. Add Professions and Registration Groups for NDIS approval (including the states/territories
for which you will be providing services)

4. Upload required supporting documentation
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Registering as a NDIS provider

Once a PRODA account is created and authenticated in PRODA, you will need to link your PRODA
account to myplace and complete the remaining registration process in myplace.

Your registration is complete when you have:

* Linked your PRODA account to myplace (steps 1 to 17)
* Added the Registration Groups and Professions you wish to provide services for (steps 19 to

29)

1. Access the myplace portal using the link provided on the NDIS website or type in
https://myplace.ndis.gov.au/supplier into your internet browser address bar.

e | o-c | Homepage | National Disab...

Sk 1o main content | Skipto navigaton | Skipt footer

National
disabilityinsurance
Scheme

People with disability Families and carers Participants

€ 1800800 110 (T RS

search | semcnrenmcmanromr [

- o X

@ Participantportal . Provider portal

@ The NDIS in your area

- Australian Capital Territory
> New South Wales

> Northem Territory
- Queensiand

- South Australia
- Tasmania

- Victoria

- Westem Australia

2.

Provider Digital Access

Provider Digital Access

Help

Login

If you have already created your account, login here

Username

Create a new account

Health providers and administrative staff working in healthcare in
Australia can create a Provider Digital Access account for themselves
here. Creating an account will allow us to accurately and securely
identify you and give you access to our online systems using a

and a verification code.

Forgot your usemame?

Password

Forgot your password?

You will need at least three identity documents to complete this process
online. We recommend a driver’s license, Medicare card and passport,
as these documents are the most likely to be verified successfully
online.

This account can be used as an alternative to the PKI Individual
Certificate currently used to access Health Professional Online
Services (HPOS).

3.  Enter the verification code sent to your email or mobile phone or PRODA Code Generator

app. Select Submit.

The method you receive your verification code is from the preference you selected when

creating your PRODA account.

If you do not receive your verification code, select Resend code.

ndis.gov.au
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4.

5.

The following steps are divided into sections for Primary Contacts and other users. Refer to the

2-step verification

Help

We require 2-step verification due to the sensitive nature of the information our services hold. Enter a passcode from your email below.

Verification code

Select NDIS for providers to be directed to the myplace portal.

-
1.Createlogin 2. Yourdetails 3. Contact details 4. Verification code 5. Your identity 6. My communities

You have not added any communities. Select a community from the Available communities section below to begin the matching
process.

Available communities

If you need to join a community select one which is relevant to you

Healthcare providers
and administrators

NDIS for providers

You are now in the myplace portal. Enter your first and last names, date of birth, email and

mobile phone number. Select Submit.

Please enter your details as per PRODA

First Name:* .

Last Name:* @

Date of Birth:* @

Email:* @

Mobile:* @

The myplace homepage displays.
: myplace (©) 1800 800 110 QB =

S e - =5

Find a Provider Pending Registration Upload Evidence Registration Details
Find a provider using an ABN Requests Upload the necessary View and edit your
lookup Check your pending requests evidence registration details

relevant section for instructions on setting up your access to myplace.

ndis.gov.au myplace registration — new providers v2.0




Note that the first person to log in to the myplace Provider Portal with the correct Australian
Business Number (ABN) and the provider organisation’s Registration Number will be automatically
identified as the Primary Contact.

Steps for Primary Contacts

The following steps are for Primary Contacts only. Instructions for other users of myplace are
provided in the next section.

7. Select Find a Provider.

~

[0

myplace ) 1800 800 110 A B

® ® B

Find a Provider Pending Registration Upload Evidence Registration Details
Find a provider using an ABN Requests Upload the necessary View and edit your
lookup Check your pending requests evidence registration details

8. Enter the Australian Business Number (ABN) of your Provider organisation and select
Search.

~ [
> myplace 1800 800 110

Find a Provider to Link to

Enter a ABN of a provider you wish to link to. An access request will be approved by the provider before you can access the provider record.

Required fields are marked with an asterisk (*
.

9.  As your organisation is not yet registered with NDIS, no search results will display. Select
Intent to Register to begin the registration process.
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10.

myplace (©) 1800 800 110

Find a Provider to Link to

Enter a ABN of a provider you wish to link to. An access request will be approved by the provider before you can access the provider record.

Required fields are marked with an asterisk (*)

ABN: * 27 354 558 767 .

Search Results

Search results: 0

e No search results found for the ABN keyed. Please proceed by selecting Intent to Register.

Intent to Register

Complete the required fields. Mandatory required fields are marked with a red asterisk (*). The

required fields are divided into six parts:

D Type of Provider

Select the type of organisation you are registering.

create-NDIS Provider Registration Form

Required fields are marked with an asterisk (*)

Vv Part 1: Type of Provider

As a provider, how do you operate? As a parent organization with an ABN
As a person with an ABN

As an entity with an ABN

Through a person or entity with an ABN

D Details about the Provider organisation

Complete the details of your organisation.

Vv Part 2 : Details about the provider/parent organization with an ABN

* What is the legal entity type of the provider or v
parent organization?

* What is the legal name of the provider or parent
organization?

* Does the provider or parent organization have a NO
trading name different to their legal name?

* What is the Australian Business Number (ABN) of
the provider or parent organization?

* |s the provider or parent organization GST NO
registered?
* Does the provider or parent organization operate NO

as not-for-profit?
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D Part 2b: Addresses of the organisation including postal address

Enter your organisation’s address. If the postal address is the same as the physical
address, select the radio button next to Postal Address under Part 2b and it will turn to
Yes.

Vv Part 2a: Address details of the provider/parent organization

* Address Line 1
Address Line 2

* Suburb

* State v

* Post Code
* First telephone no.: dialling code+number
* E-Mail Address

* Web address

v Part 2b: Postal address of the provider/parent organization

* Postal Address (same as physical address above) NO
Address Line 1
Address Line 2
PO Box

Suburb

State v

Post Code

D Contact Details

The Contact Person ID is automatically generated. This is the ID number for the Primary
Contact in your organisation.

Vv Contact Details

Contact Person ID = 430191372

D Declarations
Read the declarations and select the boxes to agree. Select Submit.

If you wish to return to the myplace homepage, select Back or Cancel.
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v Declarations

* | declare that the information | have provided isD
complete and correct and | understand that giving
false or misleading information is a serious offence.

* | understand that | can support these claims with

appropriate documentation and am required to retain

these records for 5 years in accordance with the
Terms of Busi for Reg d Provid

* | understand that | will make these records
available to the National Disability Insurance Agency
upon request

11.  You will be asked whether you wish to submit the information entered. Select Yes to continue
or No to return to the Intent to Register form.

Are you sure you want to submit?

12. After selecting YES, your details will be saved and a confirmation page will display. Select
Close to exit the page.

Your details have been successfully saved.

13. Log out of myplace by selecting your username at the top right hand corner of the page then
select Logout.
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14.

15.

16.

17.

Skip to main content Hello Provider Name w

Return Home

~ |
L. myplace ORL: | o

e

Find a Provider Pending Registration
Find a provider using an ABN Requests
lookup Check your pending requests

Log back into PRODA to continue with the registration. For instructions on logging in to
PRODA, refer to steps 2 and 3 outlined in this guide.

When you log back into PRODA, the terms and conditions will display. These will only display
for the first time you log back into PRODA. Read through the terms and conditions:

D If you accept the terms and conditions, select | agree. This will take you to the myplace
portal.

D If you do not accept the terms and conditions, select | decline. This will take you out of
PRODA.

PRODA

s Provider Digital Access

Terms and Conditions

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

1. Aboutthese Terms and Conditions ~
11 Inthese Terms and Conditions:
(@) "you" or "your" s 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
() "Terms and Conditions" means these terms and conditions set out in clauses 1 to 24 as amended from time to time in accordance
with clause 2
12 These Terms and Conditions govern your enrolment for a Digital Credential, your use of your Digital Credential, your use of the PRODA code
generator (the "PRODA code generator") and access to and use of the System.
13 The Department of Human Services or its successors may from time to time arrange for another Commonwealth Agency or third party ("Other
Agency") to permit users of that Other Agency's systems to enrol for a Digital Credential, use the PRODA code generator and access and use
the System for the purpose of allowing you to conduct transactions electronically with that Other Agency using your Digital Credential
14 Regarding the System and the Digital Credential, these Terms and Conditions apply between:
(@) us;and v

E3 3

Your PRODA account has now been linked to myplace. A confirmation is displayed in the
green banner located at the top of the page. Select NDIS for providers to go into myplace.

Congratulations. You can now use your PRODA account to access your services. x

Based on the communities you have linked to your account, you are able to access the following services. To access your required service select the
appropriate button.

NDIS for providers

The terms and conditions displays for the first time you log back into myplace. Read through
the terms and conditions:

ndis.gov.au myplace registration — new providers v2.0 10



18.

If you accept the terms and conditions, select | have read and accepted the terms of
use then | agree. This will take to the myplace portal.

If you do not accept the terms and conditions, select | decline. This will take you out of

the myplace portal.

Home

Use the scrollbar to view the terms of use.

myplace Terms of Use

1. These terms and conditions govern your access to and use of the website
myplace.ndis gov.au (myplace).

2. By accessing or using myplace, you agree that you have read, understood
and agree to be bound by these terms of use (Terms of Use) as amended
and updated by the National Disability Insurance Agency (We, Us). If you
need help understanding these terms of use, please contact Us at

3. We may amend or update these Terms of Use from time to time at our
absolute discretion and will upload any amended or updated Terms of
Use.

4. These Terms of Use were last updated on 20 November 2015.

Part A: Use of myplace

5. When accessing or using myplace, you must at all times:
a. comply with these Terms of Use;
b. comply with the law; and
¢. show courtesy and respect to others.
6. Without limiting clause 5 of these Terms of Use, when using myplace, you
must not:
a. post, upload or otherwise publish or disclose content (including a
profile photograph or post) that:
. contains or discloses confidential or sensitive information
about someone else; or
. breaches (or might breach) the IP Rights of another person;
iii. defames, misleads, or deceives another person (or might do
so), or is false;
iv. is insulting, menacing, harassing, malicious or hateful;

i have read and accepted the terms of use. I

Once the terms and conditions are accepted. The myplace homepage displays.

AN

L. myplace

(L) 1800 800 110 & B &

Find a Provider Pending Registration Upload Evidence Registration Details
Find a provider using an ABN Requests Upload the necessary View and edit your
lookup Check your pending requests evidence registration details
ndls.gov.au myplace registration — new providers v2.0 11



Adding registration groups and professions

19. Select the Registration Details tile.

~
O

myplace ) 1800 800 110 & B

(® L Eq

Find a Provider Pending Registration Upload Evidence Registration Details
Find a provider using an ABN Requests Upload the necessary View and edit your
lookup Check your pending requests evidence registration details

20. Select Add a new Registration Group then Rego Group / Service Area.

Provider Management

4050003112

Provider Registration Number

ONONO)

Overview Rego Group ~ Service Areas
Company Details Rego Groups
Trading Name Rego Group Status

Legal Name: No data
Address: 235 greenway ACT
Primary Contact Rego Group /Service Area
ARN- 27354558767
|

21. Select the Registration Group, Profession(s) and State(s)/Territories you wish to register
for using the drop down menus. You will also need to enter the start and end dates for the
services.

Select Submit when all fields have been completed.

«L@If you need to save the information and come back to complete this step at a later
stage, select Save.

= Add New Registration Group @
Registration Group:
Accommodation/Tenancy v
Profession(s)
v
Region:

National

®  State / Tenitory

State(s) / Teritories:

v

Start Date:
dd.MM.yyyy )

End Date:
dd.MM.yyyy (]

==
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22.

23.

24,

25.

A success screen will display indicating that your registration request has been successfully
submitted. Select Close to exit this page.

Success

Success

If you wish to add another Registration Group, select Add new Registration Group.

Provider Management

~
4050003112

Provider Registration Number.

H @ @

Overview  RegoGroup Service Areas

Company Details Rego Groups
Trading Name: Rego Group Status
Legal Name No data

Address: 235 greenway ACT

Primary Contact
v

| Add new Registration Group’

To view a list of all the Registration Groups you have requested to register for, select Rego
Group. A list of the Registration Groups requested are displayed with the status that they
have been Submitted. Once the groups are approved, the status will change to Approved.
You can also add another Registration Group from this page. Select Add new Registration

ARN- 27354558767

Provider Management
~
4050003112
Provider Registration Number:
@ @
Overview Rego Group | Service Areas
Registration Group Region Start Date End Date Status
Ex Phys pers training Australian Capital Territory 15 June 2016 15 June 2017 Submitted
Ex Phys pers training New South Wales 15 June 2016 15 June 2017 Submitted
Ex Phys pers training Victoria 15 June 2016 15 June 2017 Submitted
Hearing services National 15 June 2016 15 June 2017 Submitted
v
Add new Registration Group

After the Registration Groups are submitted, you will need to upload the required
documentation. These include:
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D Signed Terms of Business
D Signed Declaration of Suitability to be a Registered Provider

D Certificate of registration/accreditation (for specialist disability supports only)

26. Return to the myplace homepage and select Upload Evidence.

~

myplace ) 1800 800 110 =

O L Ea

Find a Provider Pending Registration Upload Evidence Registration Details
Find a provider using an ABN Requests Upload the necessary View and edit your
lookup Check your pending requests evidence registration details

27. Enter the Document Name and choose the document file from your computer by selecting
Browse. Select Upload.
A list of the documents you have uploaded are displayed under the heading Available
Documents.

Document Upload

Upload Document @

Document name: *

Add description:

Choose file: * [ i Browse... |

Available Documents @)

Display rows
Reference number Document name Description Added on
88356 document name 1 17/06/2016

Return to Home

When you have uploaded all the requirement documents, select Return to Home.
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Your organisation’s registration with NDIS is now complete. When the registration is approved, you
will receive a letter and an email confirming that your organisation has successfully registered for
NDIS. You will also receive a Certificate of Registration.

Viewing registration approval status

28. If at any time you wish to view the status of your registration approval, select the Pending
Registration Requests tile on the myplace homepage.

” my, 1800 800 110 & E

% = E_j

Find a Provider Pending Registration Upload Evidence Registration Details
Find a provider using an ABN Requests Upload the necessary View and edit your
lookup Check your pending requests evidence registration details

29. The status of your access request is displayed. The status will be Open when your registration
is pending approval. When it is approved, the status will change to Approved.
Select Return to Home to go back to the myplace homepage.

My Pending Requests

My Pending Registration Requests
Below is a listing of pending registration requests

Request Number Provider Name Created at Status

87723 NDIA Speciality NDIA Speciality 17/06/2016 Open

Return to Home

30. Once your access is approved, the full myplace homepage will display when you log in.

Steps for other users of myplace

Your access to myplace will need to be approved by the Primary Contact of your Provider
organisation. The following instructions continue from step 6.

31. Select Find a Provider.
* my 1800 800 110

Find a Provider Pending Registration
Find a provider using an ABN Requests
lookup Check your pending requests

32. Enter the Australian Business Number (ABN) of your Provider organisation and click
Search.
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Find a Provider to Link to

*.) 1800 800 110

Enter a ABN of a provider you wish to link to. An access request will be approved by the provider before you can access the provider record.

ABN: *

Required fields are marked with an asterisk (*
.

33. Your organisation should display under Search Results. Select the radio button for your

organisation and select Next to continue. If you wish to return to the homepage, select Return

to Home.

Find a Provider to Link to

ABN: * 46007364918
Search Results
Search results: 1
Select Name Street

NDIA Speciality 134 Reed Street

Return to Home

Enter a ABN of a provider you wish to link to. An access request will be approved by the provider before you can access the provider record.

Required fields are marked with an asterisk (*)

?

Location

Tuggeranong ACT 2900

Next

ﬁlf your organisation is not listed and it is registered with NDIS, it may be that a
Primary Contact has not been set up in myplace. We advise that you contact your

organisation to clarify.

If a Primary Contact has been set up, contact NDIA on 1800 800 110 for assistance.
If you are interested in registering your organisation with NDIS, refer to the For New

Providers: Registering with NDIS section below.

34. Select Alternate Contact using the drop down button for the Contact Type field. Select

Submit to continue.

Contact Details

Please select the type of provider you are for this organisation

Primary Contact

Contact Type: * \lternate Contact

ndis.gov.au myplace registration — new providers v2.0
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Contact Details

Please select the type of provider you are for this organisation

Contact Type: * Alternate Contact v @

If you need to return to the myplace homepage, select Back.
35.  Your request to access myplace is now sent to your organisation’s Primary Contact for
approval. Select MyPlace Dashboard to return to the myplace homepage.

Thank You

Provider Name thank you for expressing interest to link to the provider. Your request has been forwarded on and a
primary contact will accesses your request on behalf of the organisation.

My Place Dashboard

36. If you work for more than one NDIS registered Provider organisation, you will need to link the
other organisations to your PRODA account. To do this, repeat steps 1 to 5.

37. You can view the progress of your access approval by selecting the Pending Registration
Requests tile.

~ .y | (o] =
" myplace _) 1800 800 110 & B
B
Find a Provider Pending Registration Upload Evidence Registration Details
Find a provider using an ABN Requests Upload the necessary View and edit your
lookup Check your pending requests evidence registration details

38. The status of your access request is displayed. Select Return to Home to go back to the
myplace homepage.

My Pending Requests

My Pending Registration Requests
Below is a listing of pending registration requests

Request Number Provider Name Created at Status

87723 NDIA Speciality NDIA Speciality 17/06/2016 Open

Return to Home

39. Once your access is approved, the full myplace homepage will display when you log in.
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