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Changes from the last version

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

1 Updated how to log in the portal (page 4)

Introduction

The NDIS myplace portal is a protected and secure website that can only be accessed using
myGov account login credentials.

The portal has been developed to allow you greater control over managing your own information,
plan details and plan budget.

Note: the data used in the screenshots throughout this guide are have been created for instructional
purposes and do not represent actual participants.

What can you do in myplace?

As an NDIS patrticipant you can use the myplace portal to:

=

View and update your contact details;

View your NDIS Plan, including information about your funded supports;
View and manage your current plan budget;

Request payment for self-managed supports;

Search and locate registered service providers;

Create and manage service bookings with registered service providers;
Manage your consent to share all or part of your plan with service providers;
Upload documents; Print your plan;

View the Planning Support Booklets; and

MyGov Inbox

= =4 -4 4 -8 -8 -8 -2 19

Internet Browser Requirements

The portal is accessed via the internet and has the following minimum browser requirements:

Internet Explorer 11
Microsoft Edge (Version 44)
Mozilla Firefox (Version 69)
Google Chrome (Version 77)
Safari 13 (Apple Only)
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Before you start

To login to the portal, you will need a myGov account and an NDIS activation code.

You can request an activation code before you become a participant, or at any time, by contacting
the NDIA on 1800 800 110.

Your activation code is temporary and will expire after 10 days. If you lose your code or it expires,
you can contact the NDIA and request a new code.

Before logging in for the first time, you will need to link your myGov account to the National Disability
Insurance Scheme. You will then be required to input your activation code; the activation code is

only required the first time you login to the portal.

Note: Instructions for creating a myGov account can be found by typing the following address into
your browser address bar: https://my.gov.au/mygov/content/htmi/help.html

Your first login

1.  Sign into myGov (my.gov.au) using your existing user name and password.

2. Tolink your myGov account to your NDIA record, click the Services link at the top of the page
and then choose National Disability Insurance Scheme from the Link a service list.

W Home Services Inbox Account settings

Services

Access a range of government online services by linking them to your account.

Your linked services

Australian Taxation Office

Unlink
Linked on 13 Sep 2015

Medicare
Unlink
Linked on 04 Nov 2017

Link a service

Australian JobSearch >
MNational Disability Insurance Scheme >
Child Support >
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3. Type in your NDIS Activation Code, your Last Name, and your Date of Birth, then click the
Submit button at the bottom of the screen. You only need to put in the NDIS activation code
the first time you access the portal. This screen will not display again.

Activation Page

Please enter your activation code below

)n't have an activation code

Last Name
Enter Date of Birth

Date to be entered in dd/mm/yyyy format

4. The Terms of Use will be displayed the first time you sign into the portal or when there have
been updates that you need to be aware of. Move the scrollbar up and down to view the
Terms of Use.

5.  Once you have read the Terms of Use, select the checkbox located next to | have read and
accepted the terms of use and press Accept button to continue.

Skip to content Hello EDWARD =

~

Use the scrollbar to view the terms of use.

myplace Terms of Use

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

. 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
feedback@ndis.gov.au
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,

N

w

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

c. 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:
i. contains or discloses confidential or sensitive information

about someone else; or
breaches (or might breach) the IP Rights of another person;
defames, misleads, or deceives another person (or might do
s0), or is false; b6

s Moy e asine hacassine enalicine e ac habak o —

I Ml have read and accepted the terms of use. I
Decioe

The portal home page displays.
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Logging into the portal after linking with myGov

Once you have linked your myGov account with your NDIS account, you can access myplace via
the the myGov website (my.gov.au) or via NDIS website (ndis.gov.au).

The portal via myGov website
1. Log into myGov (my.gov.au)

2. Select NDIS under Your services.

.. ly(‘M - . Sign out
Home Services Inbox Account settings

A Learn more about support for people directly affected by the bushfires at servicesaustralia.gov.au/indi v

Good afternoon JESSE

JESSE TEST, 23 January 1980
Last sign-in: 12 February 2020 2:20:39 pm AEDT

Your services

National Disability Insurance Scheme Medicare Australian Taxation Office

Link another service »

The portal home page displays

0 main content

myplace ?

Improving system processes

The NDIA continues to make changes to the NDIS myplace portal to improve the process when there is a gap between new and old participant plans
and where there have been Issues with payment requests against old plans. Find out more on the NDIS website.

Improving our online services for NDIS participants

We are seeking the views of participants and nominees on their experiences using the myplace participant portal to inform future improvements to
our online services. You can have your say by completing a short online survey or registering to participate in user testing activities. For more
information visit the Have Your Say page on the NDIS website.

Using Provider Finder search

We are aware of an issue with provider search when a large number of results are returned. If you receive an error message, try narrowing your
search. For example, choose a smaller search area. We are currently investigating the issue. If you require assistance with the provider search
function, please call us on 1800 800 110.

i © M faniy/in

My Contact Details Provider Finder myGov Inbox My Referrals
View and edit my contact Find a provider close to you View your myGov mailbox View my referrals to
details providers or community
groups
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The portal via NDIS website

1. Go to the NDIS website (www.ndis.gov.au).

2. In the top right hand corner click on the Portal sign in button and then select myplace
participant portal from the drop down menu.

ndis KECEIETY - PYEE

Imyplace participant porlall
) Understanding the NDIS ~ Applying - For participants ~ Community ~ For providers ¥ News and myplace provider portal

NDIS and your child

A step by step process

= O Usten ] Print this page &

Getting started Planning process

3.  Enter your myGov username (email or mobile number) and password, and then click the Sign
in button.

., myplace
< Back

Sign in with myGov

Username or email

Forgot username

Password

Do not show others your password

L
=
s
=

Forgot password
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4.  Depending on your myGov preferences, you will need to answer secret questions, enter a
unique security code or a myGov PIN. Once answered, click the Next button. The home page

displays.

myplace portal home page

The homepage displays once you have signed in. The tiles you see are specific to the stage of the
pathway (your NDIS journey) you have reached, or if you are signing in as a child representative or
nominee. For example, the My Plan tile is only available once you have an approved NDIS plan.

1. Toreturnto the home page, click on the myplace icon or press the Home (house) icon.

ﬁ Skip to main content

~

my

My Payment Request

Manage Payment Request

My Messages

Instant message your
providers

My Plan

Access all information
associated to your plan as
well as helpful documents

L

Document Upload

Upload any supporting
documents

0o

)

My Contact Details

View and edit my contact
details

X

myGov Inbox

View your myGov mailbox

©

Provider Finder

Find a provider close to you

=

My Service Booking

Create and manage service
bookings
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Tiles

The following table is a brief outline of what function each tile has within the portal.

Tile Name Function
My Payment Request If you are self-managing all or part of your
NDIS plan, this is where you can create, view

and manage your payment requests (claims).

Manage Payment Request

) My Plan Once you have an approved NDIS plan, this is
where you can view the details of your plan,
My Plan . .
R |nclu.d|ng support budget, my referrals and my
el hlpldocument funding report.
o My Contact Details View and edit your personal details, contact
[ details, address, How can | contact NDIA,
My Contact Details

bank account details and consent to share
your plan with providers here.

View and edit my contact
detalls

My Service Bookings Once you have an approved NDIS plan, this is
@ where you can create, view and manage your

My Service Booking Service Bookings with registered NDIS service
e s providers (not applicable if you are self-
managing).
Provider Finder Use the Provider Finder to find a registered
@\ NDIS service provider near you. You will also
o

be able to book in a service booking from this
screen provided that the provider is taking
referrals.

Find a provider close to you

My Messages Instant messaging with your providers.

(Check with your provider to make sure this
My Messages

Instant message your function is available for you).
providers
My Document Upload Upload documents to support claims or
WE access documentation. Max files size is 25MB,
Document Upload required to have a Document name and
Upload any supporting description. Below upload document is all

documents

available documents previously uploaded.
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Tile Name Function
myGov Inbox View your myGov mailbox.
myGov Inbox
View your myGov mailbox
My Helpful Documents Use My Helpful Documents to access and view
useful support booklets available on the NDIS
) My Helpful Documents Webs|te

Select a tile displayed on the home page to go that function. For example, selecting the My Payment
Request title will navigate you to where you can add or view your payment requests.

Need more help?

In the lower left corner of the screen there is an option to contact the NDIA, click the Contact Us link
for further information and detail on how to contact us. Please direct any queries to the NDIA on
1800 800 110 or visit your local NDIA office.

L3
Contactus = Sitemap | Accessibility | Privacy Notice | Termsofuse | Feedback | myGov gooasediby ndIS

Logging out of myplace

You can log out by selecting the down arrow next to your name at the top of the screen and Select
Logout.

N | skip to main content

This will return you to the NDIS website if you signed in from there or your myGov home page if you
had signed in from there.
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