NDIS myplace
provider portal

Step-by-step guide

Part 3. Managing your
correspondence

December 2025




Provider portal step-by-step guide

Table of Contents

Changes from the 1aSt VErSION. ... 3
[ (oY (oI 1 ¢= Vo B NN 0 1 4
Managing correspondence and MESSAGES ... .ccuuuiieiiiuiieeeeeiireeeeataeeeeetas e e e et e eeeataeeeeeraaaaeees 5
1] 00 )G 5
MBSSAES .....ccoiiieiiei et e e e et e e e e e e e e e e e e e e — e aaaeeea s 6
Starting a New iNStaNt MESSAGE ........cooiiiiiiiiie e 6
Continuing a previous CONVEISAtION ............ciiiiiiiiiiiiiiiee e e et eeeeeeaanes 7

www.ndis.gov.au | December 2025 | NDIS myplace provider portal step-by-step guide 2



Provider portal step-by-step guide

Changes from the last version

As of December 2025 the following updates have been made to the last published version of
the myplace provider portal step-by-step guide:

e Provider portal link removed and email address updated. (Page 4)
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How to contact NDIS

Contact the NDIS by

NDIS Webchat

You can live chat with us about:

e myplace provider portal

e Service bookings

e Payment requests

¢ Quotes

e Referrals

e Request for service

e Searching for a register provider

Phone
1300 311 675

You can call us about:

e myplace provider portal
e  Service bookings

e Payment requests

¢ Quotes

e Referrals

e Request for service

e  Searching for a register provider

e Submitting a general enquiry,
feedback, compliment or a

complaint

°|l

You can use the provider portal to:

e  Submit a payment enquiry

e  Submit a general enquiry,
feedback, compliment or a
complaint

e  Search for a provider

e Upload documents

/—"\

! C-mail @

Email us
provider.support@ndis.gov.au

You can email us about:

e  Submitting a general enquiry,
feedback, compliment or a
complaint

e  Emailing a document, form report

or letter

Contact and Feedback form
NDIS Online Form

You can use the Online form to:
e  Submit a general enquiry,
feedback, compliment or a
complaint

e Request a call back

Mailing address

National Disability
Insurance Agency
GPO Box 700
Canberra ACT 2601

You can mail us:

e  Compliment, complaint or
provide feedback,
e Document, form, report or

letter
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Managing correspondence and messages

Inbox

All messages and letters sent to your organisation will appear in the Inbox. When you open
the Inbox, you will see all the messages, not just those relating to you or your participants.
The number next to messages is the number of new (unread) messages received.

1. Select the Inbox tile on the myplace home page.

]

Inbox

Wiew your mailbox

2. Your Inbox displays messages and letters received from NDIA.

Note: See Part 2 — Maintaining your information - How Frequently Can NDIA Contact

Me? to choose how often you wish to be notified.

Inbox

View all of your provider inbox messages below

Folder: X Messages 18 il Trash Show: All Unread
Filter: All v « —’ Move to Trash m

Showing 1 - 20 of 20 messages

L From Subject Date/time

[ NDIA Payee Payment Remittance Advice HIML PDEC sV 22/09/2018 12:00 AM
[ NDIA New Prov- Registration Approved HIMLZ PDEZ 21/09/2018 12:00 AM
[] NDIA New Prov- Registration Approved HIML PDF 07/09/2018 12:00 AM
[ NDIA Recipient Created Tax Invoice (RCTI) HIML & PDECX csvd  30/07/2018 12:00 AM
[ NDIA New Prov- Registration Approved HTML & PDF # 21/06/2018 12:00 AM
[] NDIA New Prov- Registration Approved HIML & PDEC 13/06/2018 12:00 AM
[ NDIA Payee Payment Remittance Advice HIML PDF (2 CSVZ  08/06/2018 12:00 AM
[ NDIA New Prov- Registration Approved HIML PDE 06/06/2018 12:00 AM

3. Select Unread to show only messages that have not been opened.
You can limit the list of messages to a particular type. Select the message type from the

Filter drop-down.
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5. When you have processed a message, you can delete it by moving it to Trash. Select
the check box to the left of the messages you wish to delete, select the Move to Trash
link to delete all the selected messages.

6. Select the blue file type link to open the message. The message will open in a separate
window to enable you to continue processing in the portal while the message is open.

fome / inbox

Inbox

View all of your provider inbox messages below

Folder: % Messages 18 il Trash Show: Unread

Filter: All v Move to Trash m

Showing 1 - 20 of 20 messages

1 From Subject Date/time

—1 NDIA Payee Payment Remittance Advice 22/09/2018 12:00 AM
] NDIA New Prov- Registration Approved 21/09/2018 12:00 AM
] NDIA New Prov- Registration Approved 07/09/2018 12:00 AM
] NDIA Recipient Created Tax Invoice (RCT1) 30/07/2018 12:00 AM
1 NDIA New Prov- Registration Approved 21/06/2018 12:00 AM
] NDIA New Prov- Registration Approved 13/06/2018 12:00 AM
L1 NDIA Payee Payment Remittance Advice 08/06/2018 12:00 AM
] NDIA New Prov- Registration Approved 06/06/2018 12:00 AM

Messages

You can have online conversations with your participants through the instant messaging

function.

Starting a new instant message

1. Select the Messages tile on the myplace home page.

Messages

Instant message your
participants

2. Enter the participant’'s NDIS Number and Last Name then select Search.
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/ Messages

Messages
View and respond to messages sent to you from a participant you have a service booking with

Required fields are marked with an asterisk (*)
Search

NDIS Number: * i.e. 43X00000¢X +
Last name: * I.e. Smith +

The Your Conversation window displays.

Your Conversation Conversations with
(@] LAC, vikas
Hi there. This is about o m wednesday 03:39 PM
YOur Rate baoking. [ hey graham sb booking
0520 PM
o Quotations, Carl
D Tuesday 11:53 AM
yes
13:00 PM
a7 001, MARK INDEX UAT
EESEI Tuesday 0520 PM
hi there
Ln[v:v the message you would like to send to the Participant

3. Type your message in the message field which (highlighted by a yellow rectangular
box).

4. Selectthe * paper airplane icon on the right-hand side of the message field to send.

Continuing a previous conversation
You can carry on past conversations by searching for the participant or finding the
participant under the Conversations with panel.
o To search for the participant, refer to starting a new instant message in Step 2
above.
¢ |If the participant is shown in the Conversations with panel on the right-hand side of

the window, simply click on the participant and your conversation will be displayed.
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