my NDIS provider
portal
Step-by-step guide

Specialist Disability
Accommodation (SDA) Dwelling
Enrolment

April 2023

www.ndis.gov.au | April 2023 | my NDIS provider portal step-by-step guide




my NDIS provider portal step-by-step guide

Table of Contents

Changes from the [aSt VEISION.........ooeiiiiie e e e e e 3
1] 1o o 11T ox (o o PSSP 3
What can you do in the my NDIS provider portal?...........cccoooiiiiiiiiiiiii e 3
Minimum internet BrowSer reQUIFEMENLES .........coviiiiiiiiiiiiiiiiiiee ettt 4
Requesting access to the my NDIS provider portal ..............coovvvviiiiiiiiiiiiiiiiiiiiiiieeeeeeeeee 4
Accessing the my NDIS provider POrtal.............oiiiiieiiiieiiieie e e e e eaaaees 5
SelecCting @n OrGANISALION ... 6
SDA €nrolMENt NOME PAGE ...uuu e e e e e ettt e e e e e e e e e e ara e aeaaes 8
Submit a new application to enrol a dwelling ...........ccooiiiiiiiiiii e, 8
Step 1 — Enter your dwelling addreSS/eS.........covvviviiiiiiiiiiiiiiiiie e 10
Step 2 — Enter your dwelling detailS............oovuiiiiiiii e 11
Step 3 — Dwelling enrolment dOCUMENTS.........covviiiiiiiiiiiiiiiieieeeeeeeeee e 15
Step 4 — Review dwelling enrolment ... 17
Step 5 — Authorised contacts and declaration.................iviiiii i, 19
Submit an application to Modify a dwelling enrolment ..., 22
Submit an application to Cancel a dwelling enrolment.............ccccceeeeeeiiiiiiiiiiin e, 24
Respond to a Request FOr INfOrmation ............ccoooeeeiiiiiiiiiiie e eaaens 27
Dwelling enrolment appliCation OUICOME ..........cevviiiiiiiiiiiiiiiiiiiieeeee ettt 29
Applications to enrol or modify a dwelling as SDA ........cccoooo i, 29
Applications to cancel a dwelling enrolMent ................uuuuiiiiiiiiiiiiiies 30
(@ 11 g1 G U T 1o 1 1P 31
FINA @ AWEIIING «.ceeviieeeeee e e e e e et e e e e e e e e aaaa s 31
SOt AWEIINGS .o 32
View dwelling enrolmMent VAIUE .........c.oooiiiiiiiiii i e et eeeeeeanees 33
Find Application NUMDET ........ueii e e e e e ar s 34
EXPOrt DWEIIING LIS ..eeeeiiiiiiiiiiiiiiieeee ittt ettt eaees 37
I (0] o] L=TE] s To o) 11T PPN 38
POPLAI ACCESS ...ttt nnnen 38
Connecting to multiple provider aCCOUNTS ............cooviiiiiiiiiiiiiiiiiiiiieeeeeeee e 38
D8] o] o= 1IN =T o o] o PSR 38
REPOITING . . 38
Dwelling ENrolmMent HISTOY.........uuuiiiiiiiiiiiii e 39
Responding to a request for further information..............ccooiiiii e, 39
QUESEIONS ANA FEEUDACK .....vvviiii it e e e e et s e e e e e e e e areaa s 39

www.ndis.gov.au | April 2023 | my NDIS provider portal step-by-step guide 2



my NDIS provider portal step-by-step guide

Changes from the last version

The following updates have been made to the last published version of the my NDIS
provider portal step-by-step guide:

As of April 2023:

e Removed instructions from Requesting access to my NDIS provider portal
chapter (page 4).

e Removed instructions from Troubleshooting section PRODA access (page
37)

e Added instructions about new functionality to export a list of dwellings (page
37).

Introduction

All Specialist Disability Accommodation (SDA) dwellings must be enrolled with the
NDIA through the my NDIS provider portal. The my NDIS provider portal is separate
from the myplace provider portal where providers submit payment claims and create
service bookings.

The my NDIS provider portal enables providers to create SDA dwelling enrolment
requests online and to view and manage the end-to-end application process.

This step-by-step guide describes how the my NDIS provider portal works using the
general layouts of the menus and screens in the portal.

It also includes instructions on how to use each of the functions in the portal.

What can you do in the my NDIS provider
portal?

The my NDIS provider portal enables SDA Registered providers to:
e Create and submit new dwelling enrolment applications
¢ Modify existing enrolments
e Cancel existing enrolments
e Action requests for additional information

e View enrolled dwellings
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Service bookings and payment requests cannot be completed though the my NDIS

provider portal. SDA Service Bookings can only be created by a participant’s NDIA
planner.
Payment requests are submitted through the myplace provider portal. Details are in

the myplace provider portal step-by-step guides.

Minimum internet browser requirements

To access the my NDIS provider. Please use one of following browsers:

e Google Chrome

e Microsoft Internet Explorer 11 on Windows 8.1 or Windows 10
e Microsoft Edge

e Mozilla Firefox

e Safari on Mac OS X

Requesting access to the my NDIS provider
portal

Individuals requesting access to the my NDIS provider portal must already be
established as an authorised contact in the myplace provider portal. The myplace

provider portal step-by-step guides are published here.
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Accessing the my NDIS provider portal
Users can access the my NDIS provider portal from the links below:

1. https://providers.apps.ndis.gov.au/myndisproviderportal

2. Access PRODA and select my NDIS provider portal tile once logged in.

Notes
If you have already signed in to PRODA you will skip the PRODA sign in page.

Once you have logged in you can save the SDA enrolment homepage page to your
browser favourites.
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Selecting an organisation

If you work on behalf of more than one provider organisation you can switch between

those organisations in the my NDIS provider portal.

When you launch the my NDIS provider portal, you will be prompted to select the

organisation you are representing. Click the name of organisation you wish to

represent, and you will be taken to the SDA enrolment home page.

Hi, Alex

What organisation are you representing today?

Select organisation

Organisation name

Provider number

Helping Hands Australia

PraCare Pty Ltd

Anglican Care Facilities

4056782940

4056782940

4056782940
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You can change the active organisation while using the portal. Select the dropdown

menu by clicking the Acting as button on the top left side of the interface.

my [i*D provider portal

My Participants Requests for service SDA

Acting as: Helpful Provider Aus A

Care Provider

Helpful Support and Care

Note
If you work for only one provider organisation you will be automatically taken to the
SDA enrolment home page.

You can configure relationships between users and provider organisations in the
existing myplace provider portal.

Instructions for updating these relationships can be found in the Part 2: Managing
You Information guide. Please be aware that changes may take 24 hours to appear
in the my NDIS provider portal.
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SDA enrolment home page

The my NDIS provider portal home page displays existing enrolled dwellings and

gives the user the option of enrolling or finding a dwelling.

Skip to content
SDA Organization Contact ~

m Specialist Disability Accommodations

Dwelling Enrolment

Dwelling enralments allow providers of SDA to enrel cne or more properties. Providers must complete a form and
have their enrclment(s) approved by the Agency if they intend to provide SDA supports

Enrol a dwelling Find a dwelling

Building Type Design Category Created Date Status

Address
(Sorted new to old)

Submit a new application to enrol a dwelling

1. On the home page, select Enrol a dwelling

Dwelling Enrolment

Dwelling enrolments allow providers of SDA te enrol ene or more properties. Providers must complete a form and
have their enrolment(s) approved by the Agency if they intend to provide SDA supports.

2. Read the content provided at Before you start and select Continue enrolment
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Before you start

To complete a dwelling enrolment you must be:

* ARegistered Provider
* Registered for the SDA Registration Group (0131) in the state/territory of the dwelling
* An authorised representative of the registered provider (please ensure you are listed as such on the provider portal)

Please read through the sections below before you start your application. You can save your application as a draft and finish at 2 later time.

%+ Expand all sections

v Submitting multiple dwellings

v What address validation and details you need

v What documentation and certificates are mandatory or necessary
v Who can submit dwelling enrolments

v Dwellings that are being built or not yet built

Continue enrolment )
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Step 1 — Enter your dwelling address/es

The dwelling address must be legitimate and correspond with the address as it
appears on rates notices or other verifiable documents.

e |tis possible to apply to enrol up to 10 dwellings per application process.
Select Yes or No at Are you enrolling multiple dwellings to activate a

single or multiple dwelling enrolment application.

1. Enter your dwelling address/es using the Search street address function. The
search results are populated from Addressify and all attempts to find the
matching result in Addressify should be made prior to manually entering the
address. This may include things like typing ‘unit’ instead of “1/2’. If your dwelling
address/es do/does not appear in the search results, use the manually enter
address function. If you are entering multiple dwellings at the same time you may
need to manually add a unit or apartment number (e.g. Unit 1, Unit 2).

2. If the build of the dwelling/s is not yet complete you will be unable to progress
past this step. The application will be saved as a Dratft.

3. If the build of the dwelling is complete select Save and Continue to Details.

Dwelling address details

Al fietds are required unless marked “optiona

Dwelling Address

Are you enrolling multiple dwellings?
0 ves
@ n

Search street address

Eyample- LIRET 4 I~

manualfy anfer add

ST MOBTL CylbEy b
Q QLD 4160
rens

Is the build of the dmlling complete?

a;

Save and Continue to Detalls 3

D3

Entering your dwelling
address

The dwaslling address must b
legitimate and reflect what will sppear
on, for example. rates not

warifiable documents. The Agency will

make checks of its own and each
address being enrolled showld be
ilglie 1}

n the case of apariments. where you
rrdry e @nrolling several apastments in
the one bultding. you should submit
applications to enngl them all at the
same time. The same applies to
clusters of other dwelling types on the
ane parcel of land. Where this is not

possible, please alen the Agency

f the property is not owned by you as
the provider you will need 1o submil
Wnersnip documentation sLoNg with a

signed permission from the owner
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Step 2 — Enter your dwelling details

Details to be submitted at Step 2 includes Type of SDA, Design Category, Building
Type, Number of Residents, Number of Rooms, On-site Overnight Assistance, Fire
Sprinklers, Home Modifications and Shared Land Restrictions.

The details submitted must be an accurate reflection of the dwelling.

More information about dwelling characteristics are published in the SDA Rules,
NDIS Pricing Arrangements for SDA and SDA Design Standard.

Dwelling Details & Other Features

All fields are required unless marked "optional”.

Dwelling details yal
| )
&)

Step 2 of 5

Is the provider the owner of the property? @

@ The provider has ownership documents

Entering your dwelling details
(O The provider has a permission letter from the owner
Providers must complete these details
accurately and the details entered here

. . 5
What is the owner's full name? must be a true reflection of the

‘. 123 Company Pty Ltd ‘ dwelling. To find out more information,

L please refer to the

Price Guide 2019-2020 for Specialist o
Disability Accommodation

Type of Specialist Disability Accommodation @

‘ New Build ~ ‘

Design Category @

‘ Improved Liveability w ‘
Building Type @
‘ House, Z residents v ‘

What is the maximum number of residents that can live in the dwelling? @
2 |
Total number of rooms for residents @

K |

e If the dwelling is a Multi Design Category dwelling, select Multi Design
Category from the drop down options at Design Category.
This function should only be used when a provider needs to enrol a dwelling with
bedrooms of different design categories.
It should not be used for dwelling enrolment where the entire dwelling, and all its
bedrooms, meet several different design categories.
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It should not be used for dwellings with only one bedroom.
It should not be used when all bedrooms of the dwelling are the same design
category.

Type of Specialist Disability Accommodation o

New Build v

Design Category o

Multi Design Category v

Please select
Improved Liveability
Fully Accessible
Robust

High Physical Support

‘ Multi Design Category

4. Populate the room level enrolment details at Room Enrolment Details by
entering the number of bedrooms that comply with each Design Category.

A minimum of 2 bedrooms with different design categories must be reflected for
the enrolment application to proceed. A maximum of 5 bedrooms in total only
is acceptable.

Room Enrolment Details

Design Category Number of Rooms Per Design Category
‘ Improved Liveability v ‘ ‘ 0 ‘
‘ Fully Accessible v ‘ ‘ 01 ‘
‘ Raobust v ‘ ‘ 0 ‘
‘ High Physical Support v ‘ 01 :
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The following error message will appear if the total number of rooms for
residents value submitted is greater than the total number of rooms per design

category submitted (plus 1 to allow for OOA).

@ Total number of rooms for residents must be between 2 and 5

plus 1 more for OOA for Multi-Design Category

If this occurs, review the value submitted at Total number of rooms for
residents.

Design Category B

Improved Liveability
Building Type ﬂ
House, 2 residents
What is the maximum number of residents that can live in the dwelling? @

3

Total number of rooms for residents ﬂ

5. If the dwelling will be claiming On-site Overnight Assistant (OOA), select Yes.
You must indicate if the OOA will be shared with other dwellings. Submit the
address of the OOA room/apartment in the OOA Space Details field. In some
instances you will need to indicate that even though the dwelling shares OOA,
the dwelling will not be claiming OOA. Further information about OOA is available

in NDIS Pricing Arrangements for SDA.
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On-Site Overnight Assistance (OOA)

Is the dwelling claiming On-site Overnight Assistance? (optonal) @

= 3
e a

Is the OOA shared with other dwellings? (cpuiona

7]

OOA Space Details o

I 0. 160

—
220 characters remaining.

6. Complete the Other features of the dwelling and Shared Land Restrictions
sections and select Continue to Documents.

Other features of the dwelling

Does the dwelling have fire sprinklers throughout? (optional)

Was NDIS Home Modification funding used to pay for any part of the dwelling?

(optional) @

b

Shared Land Restrictions

Is the land parcel on which the dwelling is situated shared with any other
dwellings? (optional) @ =

)
]

Is the dwelling part of an Intentional Community as defined in the SDA Rules?

{optionat) o

v

T Discard Enrolment Save & exit Continue to Documents )
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Step 3 — Dwelling enrolment documents

Documents are used as evidence to support your application. Listed documents are
mandatory. You have the option to upload additional documents to support your
application.

e Click on the Please select drop down menu and select the category of
document you are uploading
7. Select Choose a file to upload a file from your device

Dwelling enrolment documents

All fields are required unless marked "optional”.

Documents to be uploaded

@ Ownership document
0 Certificate of Occupancy or eguivalent

Document category
The following file types can be uploaded

« Document files (.doc, .docx, .pdf, .rtf)
» Image files (.png, .jpg, .tif)

Each file must be no larger than 8 megabytes (MB)

8. As you upload each mandatory document, the list of documents will update and a
green tick will appear.

Documents to be uploaded
@ |ovinership document
Q ertificate of Occupancy or equivalent

9. Select Continue to Review.

M Discard Enrolment

|
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10.1f you have not uploaded all the mandatory documents required, you will not be
able to proceed. The following error message will be visible.

A\ You need to upload mandatory documents.

11.Select Go back. Check the list of documents to be uploaded and note which do
not have a green tick. Return to items 14 to 17 to upload and continue.
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Step 4 — Review dwelling enrolment

Review the details submitted in your application to ensure they are correct.

e If you identify any errors select Edit

Review dwelling enrolment

Before you submit your Dwelling enrolment, check the details are correct.

Address details
Street:
1 JOHN SAMUEL PL

City, suburb or town:
ORMISTON

State:
QLb

Postcode:
4160

Dwelling details

Type of Specialist Disability
Accommodation:
New Build

Building Type:
House, 2 residents

Total number of rooms for residents:
3

m

Is the provider the owner of the property?:
The provider has ownership documents

What is the owner’s full name?:
123 Company Pty Ltd

Building or complex name:

N/A

Design Category:
Improved Liveability

What is the maximum number of residents
that can live in the dwelling?:
2

Submitting your Dwelling
Enrolment

Once your application to enrol the
dwelling is submitted, the status, in this
portal, will change to submitted. The
Agency will review your application and
make a final determination whether the
application is successful or not. Either
way, you will be informed by email to
your authorised email address. The
Agency will also use this email address
should they require any further
information from you while reviewing

Should you have any issues please
contact us at
sdaenrolment@ndia.gov.au .

12.You will return to Step 1 (Enter your dwelling address) and have the

opportunity to amend all details submitted by progressing through each step

again.

13.1f you wish to save your dwelling enrolment application at this point and return to

it later, select Save & exit.

Discard Enrolment

Save & exit Continue to Declaration >

www.ndis.gov.au | April 2023 | my NDIS provider portal step-by-step guide
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14.1f you do not wish to continue with your dwelling enrolment application at this
point select Discard Enrolment. This will require you to start the application from
the beginning should it be later required.

Discard Enrolment

Continue to Declaration »

15.1f you are satisfied with your dwelling enrolment application select Continue to

Declaration.

Discard Enrolment

Save & exit ’ Continue to Declaration »
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Step 5 — Authorised contacts and declaration

The dwelling enrolment application must be completed by an Authorised Contact
Person(s). An Authorised Contact person is the Account Manager or Primary
Contact as established in the my Place provider portal.

e Select the Primary Contact Person and Secondary Contact Person for the
dwelling enrolment application.

Authorised contacts & declaration

You must be an authorised contact person to sign the declaration

Primary Contact Person y
(€9

Select a primary contact person

SDA Organization Contact v ‘ . ) .
Who is authorised to sign?
The awelling enrolment must be
Authorised Contact Person: completed by the Authorised Contact
SDA Organization Contact Person(s) as identified in the Provider

Registration process. That is, the
account manager or primary contact.

Before making the declaration, please
carefully check you have provided
correct information. This dwelling
enrolment declaration is to be made for
all dwellings proposed to be used for

Secondary Contact Person

SDA and is an addition to the
Select a secondary contact person Declaration of Suitability that must be
made by all Regjstered Providers.

SDA Organization Contact v

Submission of this form slone, will not

result in an ability to claim payment for

providing SDA as a support. Only if we

Authorised Contact Person: inform you that your application is

SDA Organization Contact successful will you be able to claim
SDA payments for providing SDA as a
SUppOIT.

16.Review the Dwelling Enrolment Declaration.

17.Select the Authorising Officer to complete the Dwelling Enrolment Declaration
on behalf of the organisation. Completion of the declaration is taken as
certification of the matters contained in the submitted application.
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Dwelling Enrolment Declaration

For each dwelling listed in the application, in accordance with the National Disability
Insurance Scheme (Specialist Disability Accommodation Rules) 2020 (SDA Rules), | certify:

1 The dwelling is a permanent dwelling (SDA Rules, s 25(4)a))

Z The dwelling is suitable to be used for specislist disability accommodation (SDA Rules, s
25(4)o));

3 The dwelling is to provide long-term accommodation for at least one eligible NDIS
participant (SDA Rules, s 25(4)(c));

4 The applicant holds written certification that each dwelling meets all building codes and
laws that apply to the dwelling as specified in the SDA Guide to Suitability (SDA Rules, s
25(4)(d)).

5 The National Disability Insurance Scheme has not funded or provided complex home
modifications for the dwelling at any time after 1 December 2016 and within the period of
10 years beginning on the day the application is made (SDA Rules, s 25(4)(e);

6 The National Disability Insurance Scheme has not funded or provided home
modifications, other than complex home modifications, for the dwelling at any time after 1
December 2016 and within the period of 5 years beginning on the day the application is
made (SDA Rules, s 25(4)());

7 The Commanwealth, or & State or Territory, does not provide funding in respect of the
dwelling under a scheme unrelsted to disability accommodation (SO Rules, s 25(4Xg))

8 The dwelling is suitable to house:

a. the maximum number of residents specified in the application (SDA Rules, s 25(8)h)(D)); =
Authorising Officer
SDA Organization Contact hdl
Authorised Contact Person:

SDA Organization Contact

18.1f you do not wish to continue with your dwelling enrolment application at this
stage select Discard Enrolment. This will require you to start the application
from the beginning should it be later required.

T Discard Enrolment Save & exit Submit Enrolment

19.1f you wish to save your dwelling enrolment application at this point and return to
it later, select Save & exit.

T Discard Enrolment | Save & exit || Submit Enrolment
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20.1f you wish to proceed with your dwelling enrolment application, select Submit
Enrolment.

ﬁ Discard Enrolment Save & exit I‘ Submit Enrolment \

21.The application has now been sent to the SDA dwelling enrolment team for
assessment and will be visible on the portal home page with a status of Pending
Approval.

Dwelling Enrolment

Dwelling ennciments allow providers of SDA 1o enrol one oF Mone propertes. Providers must complete a form and
hgee their enmolment(s) approved by the Agency il they inend o provide SDA Supponms
Enrol & dwelling
Address Building Type Design Category Created Date Status
B —— House, 2 residents 13082021
QUEENSLAND 416 Liveability

22.Proceed to Dwelling enrolment application outcome.
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Submit an application to Modify a dwelling
enrolment

If the characteristics of an enrolled dwelling change, an application to modify a
dwelling enrolment can be submitted to the NDIA.

Note, that Addresses are unable to be modified. Please email
SDAEnrolment@ndis.gov.au where corrections are required.

Note that Providers are also unable to be modified. Where there is a change in SDA
provider, the dwelling enrolment must be cancelled by the outgoing provider.

¢ On the portal home page, click on the dwelling address. An application to
modify a dwelling enrolment can only be created against dwellings with a
status of Enrolled.

Dwelling Enrolment

Dwedling enrolments allow providers of SDA to enrol one or more properties. Providers must complete a form and

have their enrolment(s) approved by the Agency if they intend to provide 504 supports.

Enrol a dwelling Find & dwalling

Address Building Type Design Category Created Date Slatus

VIETORIA R
House, 2 residents Robust 130992021

I

[ Gvotes J
— BAYT HEW Group home, 4 residents Fully Accessible 13092021 m
23. A summary of the dwelling enrolment characteristics is able to be viewed. Select

Update enrolment to continue or Back to enrolment list if you do not wish to
proceed.
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< Back to enrolment list

Dwelling I /| C TORIA 3555 G2

Address details Enrolled Value
The dwelling enrolment value is
calculated from the categories chosen:
Street Is the provider the owner of the property?
City, suburb or town: What is the owner's full name?:
KAN ’.‘,_"; OO FLAT
Activi
State: Building or complex name clivity

Postcode @

24.Review and update the required information and documentation through Steps 2
to 5 of the dwelling enrolment application process.

25. All other dwelling details, documents and contacts can be updated via Steps 2 to
5 of the dwelling enrolment application process.

26.Selecting Submit Enrolment when completing Step 5 will notify the NDIA that
you have submitted an application to modify a dwelling enrolment. The status of
the dwelling on the portal home page will change to Pending Approval.

Dwelling Enrolment

Dwvedling enrolments. aticw SDA to enrol one or more properties. Providers must complete a form and

hawe their enrolments) apy

Address Building Type Design Category Created Date Stagus
— o Riobust 130492021 Pending Approval
_— Group home, & reide Fully Accessitle [ Eovoied

e Proceed to Dwelling enrolment application outcome.
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Submit an application to Cancel a dwelling
enrolment
Providers can cancel a SDA dwelling enrolment via the my NDIS provider portal.

Cancelling a dwelling enrolment will mean that you can no longer claim SDA
payments for NDIS participants that reside in the dwelling.

There are a number of reasons a dwelling enrolment might be cancelled, including
where there has been a change of provider.

Note that once a dwelling enrolment is cancelled, a new application to enrol process
must be undertaken if a provider wishes to offer it as SDA again in the future.

e On the portal home page click on the dwelling address. An application to
cancel a dwelling enrolment can only be created against dwellings with a
status of Enrolled.

Dwelling Enrolment

Do ing enrgdments allow providers of S04 to enrol ong or more properties Providers must complete a form and

have their enralmeant(s) approved by the Agency if they intend 1o provide SDA suppons

Enrol & dwellng Find a dwelling

Address Building Typs Dasign Category Created Date Status

House, 2 residents Robust 13092021

27. From the summary of the dwelling enrolment characteristics, select Cancel
enrolment to continue or Back to enrolment list if you do not wish to proceed.
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Dwelling I =\ SOUTH
WALES 2256 =D

Address details Enrolled Value

The dwelling enrolment value is

calculated from the categories chosen;

Street: Is the provider the owner of the property?:

The provider has ownership documents $24,328.26
City, suburb or town: What is the owner's full name?:
HORSFIELD BAY
State: Building or complex name: Activity
R & LTI 6

28.Enter a Reason for cancelling enrolment and Effective date of cancellation.

Are you sure you want to cancel this enrolment?

Cancelling a dwelling enrolment will mean you can no longer claim SDA
payments for NDIS participants that reside in this dwelling.
| Reason for cancelling enrolment |

|_Effective date of cancellation |

‘ 14/09/2021 5 ‘

Back to dwelling details Cancel Enrolment

29.To submit the cancellation select Cancel Enrolment. If you do not wish to
proceed select Back to dwelling details.
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Are you sure you want to cancel this enrolment?

Cancelling a dwelling enrolment will mean you can no longer claim SDA
payments for NDIS participants that reside in this dwelling.
Reason for cancelling enrolment

Effective date of cancellation

14/09/2021 | ‘

Back to dwelling det:

ils Cancel Enrolment

30. The NDIA will be notified that you have submitted an application to cancel the

dwelling enrolment. The status of the dwelling on the portal home page will
remain Enrolled.

e Proceed to Dwelling enrolment application outcome; providers are notified
of cancellation outcomes in the same way as for enrolment applications.
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Respond to a Request For Information

If the NDIA requires more information in order to assess a dwelling enrolment
application, the application contact will receive an email listing the information
required. The status of the dwelling on the portal home page will change to Pending
Update.

Dwelling Enrolment

spproved by the Agency if they intend to provide SDA supports

}
i,

Address Building Type Design Category Created Date Status

1. Click on the dwelling address with the status of Pending Update.

2. Select Respond to Request for Information.

< Back to enrolment list

Dwelling I SOUTH AUSTRALIA 5523
Address details Activity
Street 15 the provider the owner of the property? ® %

The proxider has ownership documents Case 00006712 New Enrolment

City, suburb or town What is the owner's full name? Rurther ind
State: Building or complex name: e .
Postcode @
5523 nef
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3. Review and update the required information and documentation through Steps 2
to 5 of the dwelling enrolment application process.

4. Dwelling details, documents and contacts can be updated via Steps 2 to 5 of the
dwelling enrolment application process.

5. Selecting Submit Enrolment when completing Step 5 will notify the NDIA that
you have responded to their request for information and the application will
continue to be assessed. The status of the dwelling on the portal home page will
change to Pending Approval.

Dwelling Enrolment

Dweelling enrolments allow providers of SO 1o enrol one of more properties. Providers must complete a form and

& their enrolment(s) approved Dy the Agency if they inteénd 10 provide SDA suppo

Address Building Type Design Category Created Date Status
Ty House, 2 residents Liveabilit 130972021
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Dwelling enrolment application outcome

1. When an outcome is finalised by the NDIA, the portal generates an automated
email to the application contact with the subject line Outcome of application.

From:

Sent:

To:

Subject: Outcome of application 00001234 [SEC=OFFICIAL]

Dear Applicant,

An outcome has been reached for Specialist Disability Accommodation dwelling application 00001234,
Please refer to the My NDIS Provider Portal for further information.

The Agency will provide you with further correspondence on this decision.

If you require further information, please contact the National Disability Insurance Agency on 1800 800 110 or email at sdaenrolment@ndia.gov.au

Thank You

Note, the automated correspondence from the portal references an application
number only, not a dwelling address. Further information is provided at Find
Application Number.

Applications to enrol or modify a dwelling as SDA

1. When a new dwelling enrolment application or application to modify a dwelling
enrolment is approved, the NDIA will prepare a Certificate of Enrolment and
email the application contact within 2 business days of the application approval.
The certificate will include the dwelling address.

2. The enrolment status of the dwelling in the portal home page will immediately
change to Enrolled. Providers can check the portal home page for status
updates at any time.

Dwelling Enrolment
Dwvelling enrolments allow providers of SDA to enrol one or more properties. Providers must complete a form and
olmentis) appro the Agency if they intend to provide SO suppons.
Address Building Type Design Category C.4 e:ijed Dme Status
! i:; -_ o : Robust 13082021 Pending Approval
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If the dwelling enrolment application is not approved the NDIA will prepare a
letter confirming the outcome, including the reasons why the application was not
approved and email the application contact within 2 business days of the

decision.

The status of the dwelling in the portal home page will change to Not Enrolled.

Dwelling Enrolment

Ervol & dwelling
Address Building Type Design Category Created Date Status
_ = Group home, 4 resicent Fully Accessibie 130972021 Mot Enrolied

Applications to cancel a dwelling enrolment

5.

Where an application to cancel a dwelling enrolment is approved, the status of
the dwelling in the portal home page will immediately change to Not Enrolled.
Providers can check the portal home page for status updates at any time.

Dwelling Enrolment

Ervol & dwelling
Address Building Type Design Category Created Date Status
I x P—
— - Group home, 4 resicent Fully Accessibie 13082021 Mot Enrolied
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Other Functions

Find a dwelling

Your enrolled dwellings can be searched for using the search and filter functions.

Dwelling Enrolment

Dwelling enrolments allow providers of SDA to enrol one or more properties. Providers must complete a form and have their enrolment(s)
approved by the Agency if they intend to provide SDA supports.

S

Dwelling list @ Q Search

Address Building Type ° Design Enrolment Max price per Status 2
Category 2 Date 2 resident

ss I

] — Draft
I New soutH waLes B

You may enter a search term; you can enter all or part of an address (e.g. postcode
or suburb). Click Search to conduct the search.

Clicking filters will display the available filters.

Dwelling list @ [Q Search l Y Filters |

Filters

Building type Design Category Max Residents SDA Type Claiming OOA
Please select v ] All v } All W ] All N ] All v

Fire Sprinklers Break Out Room  Status

| e |

You may select an option from one or more of the available dropdowns. Click Apply
Filters to filter results.

You may use filters and search tools at the same time.
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The dwellings included in the export list file will be limited to those returned by the selected
search parameters.

Sort dwellings

You can sort the dwellings list based on any of listed columns, to apply a sort order
click the desired column to toggle between ascending and descending sort order.

Dwelling list ° Q Search Y Filters
Address Building Type : Design Enrolment Max price per Status 2
Category % Date 2 resident 2
55 I
- Draft

Il new sOUuTH waLes I
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View dwelling enrolment value

e On the portal home page click on a dwelling address.

Dwelling Enrolment

Dwelling enroiments allow providers DA 10 enrol one or more properties. Providers must complete a form and
r enrolment(s) approved by the Agency If they intend 0 provide SDA suppons
Envol a dwelling Find a dweiling ‘
Address Building Type Design Category Created Date Status l

e The current Enrolled Value is displayed to the right of the screen in a
purple box.

Dwelling NG \//C TORIA 3555 G2

‘ sl oie

Address details Enrolled Value

The owelling ernvolment value is

calculated from the categories chosen

Street is the provider the owner of the property?:
Citv, suburb or town What is the owner's full name?:

e Where the dwelling is a multi-design category dwelling the purple Enrolled
Value box will not display a value.

Enrolled Value

The dwelling enrolment value s
calculated from the categones chosen:

N/IA
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e The enrolled value of each bedroom in the dwelling is displayed at Multi
Design Category details.

Multi Design Category details

Design Categoryl: Design Category2:
mproved Liveability Fully Accessible

Design Categoryl Number of Rooms: Design Category2 Number of Rooms:

[ Max Price Per Resident-Design Categowl:] [Max Price Per Resident-Design Category2: ]

19964 37248

Design Category3: Design Category4:
Robust High Physical Support

Design Category3 Number of Rooms: Design Category4 Number of Rooms:

2 A

Max Price Per Resident-Design Category3: Max Price Per Resident-Design Category4:

A
WA WA

e Return to the portal home page by clicking on Back to enrolment list.

Find Application Number

Every Dwelling Enrolment Application created generates a unique Application ID
Number (also known as a Case). Correspondence automatically generated by the
my NDIS provider portal references these ID numbers. Application (or Case) ID
numbers can be found in the Activity log of each dwelling summary.

e On the portal home page click on a dwelling address.
e The Activity log displays in a column to the right of the screen, below the
Enrolled Value.
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¢ Back 1o enrglment (st

Dwelling [INNEGGEEEEEEEE \/CTORIA 3555 G2

Address details Enrolled Value

The cwelling enrolment value is

calculated Iom the Calegorss Chosen:

Street: Is the provider the owner of the property?:
| The provider has ownership documents $21,669.76
l:iry, SUbUTE OF towm: Winat is the ovwner's full name ?;

KANGARDD FLAT

State: Building or complex name:

Postcode

e [Each entry in the Activity log will start with a Case number. This is the
Application ID Number (also known as Case ID Number).

Activity

. 14/09/2021, 2:27:39 pm

Case 00006701 Modify Enrolment
tatus

changed to Completed

@ 14/09/2021. 2:00:16 pm
Case 00006701
tatus changed to Under Decision

Modify Enrolment

14/09/2021. 11:17:21 am

Case 00006701 Modify Enrolment

Status changed to Under

Assessment

e Return to the portal home page by clicking on Back to enrolment list.
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|
Dwelling [N \/|CTORIA 3555 €2

Cancel eremen j

Address details Enrolled Value

The dwelling enrolment value is

calculated from the calegories chosen:
Sireet: Is the provider the owner of the property?:

] The provider has ownership documents $21,669.76

City, suburb or town: What is the owner's full name?:

KANGAROO FLAT

State: Building or complex name: AC‘IV’It}"

Pastcode @ i il

3555
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Export Dwelling List

You may export a .csv file of the complete list of dwellings matching the selected
search and filter settings.

Select the desired search and filter settings. You may also export a complete list of
dwellings by selecting no search and filter settings.

Dwelling Enrolment

Dwelling enrolments allow providers of SDA to enrol o
approved by the Agency if they intend to provide SDA

i: r::_:" >:~. -‘;

Dwelling list @

This will export a list of dwellings in .csv format, this will include columns for:

e Dwelling address

e Price (Showing the maximum price per resident)
e Maximum number of Residents

e Enrolment Start Date

e Enrolment End Date

e SDA Type

e Building

e Design category

e Break Out Room

e Fire Sprinklers

¢ On-site Overnight Accommodation

e Is OOA Shared with Other Dwellings

e Application Status

¢ Most recent dwelling application ID number
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Trouble shooting
Portal Access

If you have having difficulty in accessing the my NDIS provider portal:

e Check you are using the correct link to access the my NDIS provider
portal (https://providers.apps.ndis.gov.au/sda). The my NDIS provider
portal is separate from, and not able to be accessed via, the my Place
provider portal.

e Try using the recommended internet browser, Google Chrome.

¢ |If these steps do not resolve the issue please contact the NDIS for
assistance.

Connecting to multiple provider accounts

An existing limitation of the my NDIS provider portal is that it will not allow individual
access to more than one SDA provider account. Individuals cannot gain access to
the portal on behalf of more than one SDA provider. Should this limitation affect you,
contact SDAEnrolment@ndis.gov.au for more information.

Duplicate Record

The my NDIS provider portal is configured to prevent duplicate dwelling enrolments.
Where an address is already recorded in the portal, the below error message may
display if another account attempts to also enrol the address.

0 You are creating a duplicate record. We recommend you use an

existing record instead.

If this error occurs please contact the SDA Enrolment Team via
SDEnrolment@ndis.gov.au. Please include the address you are attempting to enrol
and screen shots from the provider portal. A team member will work to resolve the
issue and will provide updates every 24 to 48 hours.

Reporting

The my NDIS provider portal is not a reporting tool. It is an application processing
interface. Information in the portal may be used by providers to create their own
reports. The ability to extract reports from the my NDIS provider portal is not
provisioned as this is not the purpose of this tool. List views of some details are
available with further detail viewable when drilling down into records. The NDIA is
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unable to assist with providing reports related to an individual providers enrolled SDA
dwellings.

Dwelling Enrolment History

Where an application to modify an existing dwelling enrolment is submitted and
approved, the enrolment effective (start) date will be modified by the portal. The
modified enrolment date reflects the date of approval (effective date) of the modified
dwelling enrolment details and current maximum price per resident. Portal users are
encouraged to maintain a summary register of dwelling enrolment profiles that
captures enrolment modifications including effective dates and maximum prices.

If a portal user is asked by an NDIA Planner/Delegate for the dwelling enrolment
history of an individual dwelling, for purposes related to Service Bookings or Claims,
please forward the request to the SDA Enrolment Team via
SDAEnrolment@ndis.gov.au.

Responding to a request for further information

A Request For Information (RFI) may be sent to a portal user which requires a
response in addition to updating dwelling details or documentation within the portal.
Where this is the case, use the Reply function available in the RFI email sent to the
portal users email account. This will ensure that the reply is correctly directed to the
unique enrolment application (Case) ID.

Contact can be made with the SDA Enrolment Team outside of the portal via
SDAEnrolment@ndis.gov.au.

Questions and Feedback

If you have any questions or feedback about this user guide please contact the SDA
Enrolment Team at SDAEnrolment@ndis.gov.au.

Version Control

Version Page | Details of Amendment Date Published | Date of Effect
1.0 my NDIS provider portal 15 December 15 December
2021 2021

11

1.2

1.3 Updates for the November 2022 release of my NDIS 07 November 07 November
provider portal. Including capability to select an 2022 2022
organisation.
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