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Restrictive Practices System Training — Provider Registration

1 Introduction

1.1 About this guide

This guide helps registered NDIS providers to access the Restrictive Practices System and create
an Account Owner.

1.2 Introduction to the Restrictive Practices System

The Restrictive Practices System (RPS) is the online system for managing the application,
authorisation and reporting of restrictive practices by NDIS service providers for NDIS participants
in South Australia.

This guide will help you:

e Create your NDIS service provider profile on RPS, and edit this profile (including adding
outlets)

e Becoming the Account Owner for your service provider. The Account Owner is the systems
administrator for NDIS service provider who can nominate the Authorised Program Officers
for their provider.

When full system functionality is released, Account Owners will also be able to:

e Create other account owners

e Create other account users

e Access data reports.

Note: Instructions for nominating Authorised Program Officers are excluded from this training
guide. Refer to the Guide — Nominating Authorised Program Officers for further information.

1.3 Icons used in this guide

Throughout this guide you will find icons representing various kinds of information to help you
follow the guide effectively.

Icon Description

@ Information — provides context for the following process steps
" | Note — contains important information to be aware of

Stop — before proceeding with the next step, there may be information you need
to have available, or there may be something you need to do or check
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1.4 Glossary of Terms

Term Definition

The online system for managing the application, authorisation
and reporting of restrictive practices by NDIS providers
providing NDIS supports to NDIS participants in SA.

Restrictive Practices
System (RPS)

This is the Senior Executive / Manager responsible for the
operations of the NDIS service provider in South Australia.
CEO or equivalent For some providers, this will be a Chief Executive. For other
(especially national organisations with a South Australian
presence), this may be the SA state manager.

The Account Owner is the systems administrator for NDIS
Account Owner service provider who can nominate the Authorised Program
Officers for their provider.

This is a key role in the South Australian Restrictive Practices
authorisation scheme. APOs can authorise Level 1 restrictive
practices by their registered NDIS provider for NDIS
participants and may endorse the use of Level 2 restrictive
practices for the Senior Authorising Officer’s authorisation.

Authorised Program
Officers (APO)

The Senior Authorising Officer has statutory responsibilities

to:
e Approve appropriate persons to be Authorised
Senior Authorising Officer Program Officers o .
(SAO) e Approve restrictive practices, including Level 2

practices

e Provide education, training and support to reduce and
eliminate the use of restrictive practices where
possible

Also known as the Restrictive Practices Unit and the
Restrictive Practices Authorisation Team. The team supports
o ) the SAO to undertake their statutory functions and provides
Restrictive Practices Team | ypport to NDIS providers using the Restrictive Practices
System. The team can be contacted at:

DHSRestrictivePracticesUnit@sa.gov.au
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2 Creating your provider account

2.1 Access the Restrictive Practice System

Step | Action

Go to https://www.rps.sa.gov.au/login and click Create Your Provider Account.

Login to the Restrictive Practices System
m Government of South Australia
24D Devarmentof Human Servces

v
\_/ * Username
* Password

Restrictive Practices

Forgot your Password?

i I
Login

The Restrictive Practices System (RPS) is the online

1 system for the authorisation of restrictive practices by New to Restrictive Practices?
registered NDIS providers in South Australia.

Transparency. Accountability. Safety. Create Your Provider Account

Registered NDIS providers must create a provider account to access the
Restrictive Practices System to nominate Authorised Program Officers,
apply for and authorise restrictive practices and access reports.

The Provider Registration screens will be displayed. The following section of this guide
will take you through the provider registration process.

Government of South Australia Having Troubles? Get Help

Provider Information
This record documents the organisation / business details of registered NDIS providers. Please ensure that the address, email and

/D Provider Information phone number are central administrative contact details.
N

*indicates required field
[ 2 NDIS Registration
* Provider Name ABN

3 KeyPersonnel
R Providers 87876567545
4  Acknowledge
* Phone Number * How many staff in your organisation?
5 Confirmation 0888997654 6ormore v
* Email
mythrikukkala+First@mtxb2b.com
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3 Completing your provider registration

3.1 Add provider information

Step | Action

The Restrictive Practices System will guide you through the provider registration process
via the following steps:

1. Provider Information
p NDIS Registration
@ Key Personnel

Acknowledge

a bk~ 0N

Confirmation

The registration process enables you to complete each step sequentially.

Before you get started, please ensure you have everything you need to complete the
registration screens. You will need:

e Your Chief Executive (or equivalent’s) authority to register your organisation on the
Restrictive Practices System.

e Your Chief Executive (or equivalent’s) authority to be the Account Owner. The
Account Owner is generally a senior member of staff, e.g. Officer Manager, Team
Leader, Manager or similar. This person will have the authority to register the
provider, nominate the APO (on behalf of the CEO), add/edit any other users to the
system and access data reports.

You will also need the following details:

e The Chief Executive Officer (or equivalent’s) name, phone number and direct email
address.

e The details you want to use as the Account Owner (direct phone number and email
address).

e ABN (Australian Business Number)
¢ NDIS registration details (and documentation if available)

e The NDIS Registration Group(s) (“Class of Supports”) your organisation currently
delivers.

w1 | The Provider Registration process cannot be saved during the data entry process. If you
select Cancel this will exit the process and you will need to start again.
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Step | Action

All mandatory fields marked with * must be entered to enable progression between
registration screens.

Enter your Provider Details:
e Provider Name
e ABN

e Phone Number — this should be a generic number that is publicly available for your
organisation.

e How many staff in your organisation — this information helps the Restrictive
Practices Team know if you may need additional support with authorisations

e Email — this should be a generic email that is publicly available and not likely to
change with staff movements.

m Government of South Australia Having Troubles? Get Help
\(_/ Débiartirient OF Frman Savicas

Provider Information

This record documents the organisation / business details of registered NDIS providers. Please ensure that the address, email and
@ Provider Information phone number are central administrative contact details.

*indicates required field
2 NDIS Registration

* Provider Name ABN
3 KeyPersonnel
R Providers 87876567545
4 Acknowledge
* Phone Number * How many staff in your organisation?
0888997654 6 ormore v

5 Confirmation

* Email

mythrikukkala+First@mtxb2b.com

Enter the full address in the Address field. As you type, possible matches will be
presented. Select the correct address from the list.
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Step | Action

m Government of South Australia

* Phone Number * How many staff in your organisation?

1@ Provider Information

2 NDIS Registration mythri.kukkala+First@mtxb2b.com

3 Key Personnel Search Address

& Acknowledge

* Unit/ Street Number * Street Name
5 = Confirmation

ASTOR CLOSE

* Suburb * Postcode

SELLICKS BEACH 5174

* State

SOUTH AUSTRALIA

{ CANCEL NEXT
™

p The selected address populates in the respective fields. If you cannot find your
@ organisation’s address or the address does not auto-populate, you can manually enter or
edit the address if required.

3 Click Next to access NDIS Registration screen.

3.2 Add NDIS registration

Step | Action

The NDIS Registration screen captures details about your organisation’s registration with
the NDIS Quality and Safeguards Commission.

Restrictive Practices Team reviewing the application. The type of document that can be

[i Providing NDIS registration documentation is not mandatory, however, it assists the
upload may include:

e Registration documentation provided by the NDIS Commission
e Audit certification documents (particularly for Module 2a)

Enter the following details related to registration:
¢ NDIS Provider Registration Number

1 e Registration Expiry Date

e Registration Groups

You can select multiple registration groups by clicking the group and the > arrow for each
applicable group. Groups added in error can be de-selected via the < arrow.
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Step | Action

Having Troubles? Get He|

m Government of South Australia
\“/ =

NDIS Registration

This record documents your NDIS registration details. Only registered NDIS providers can access the Restrictive Practices System.
° Provider Information

‘ * indicates required field
7= < .
'\Z) NDIS Registration

* NDIS Provider Registration Number * Registration Expiry Date

3 Key Personnel 1300852767 2/12/2021 P
4 Acknowledge * Registration Group(s) @
Available

Selected
5  Confirmation
Community nursing care

Assistance with travel/transport arrangements
I‘ Daily Personal Activities Py

Assistance with daily life tasks in a group or shared living arr

High Intensity Daily Personal Activities

Group and Centre Based Activities B

Participation in community/social and civic activities

[J (]

Other

Attach Registration Documentation

Upload documents related to the NDIS registration if available.

Community nursing care Assistance with travel/transport arrangements
m Government of Sou i

Daily Personal Activities Assistance with daily life tasks in a group or shared living arr...

High Intensity Daily Personal Activities

Group and Centre Based Activities
@ rrovider information

[J [

Participation in community/social and civic activities

@ NDIS Registration Other

3 KeyPersonnel
Attach Registration Documentation

4 Acknowledge

&, UPLOAD FILES Or drop files
5  Confirmation

Uploaded file
FILE NAME ACTION
uat-rpas.cs114.force.com_s_login__ec=302&startURL=%2Fs%2F(Laptop) (1).png @ o

PREVIOUS CANCEL

Click Next to access Key Personnel screen.
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3.3 Add key personnel information

Step | Action

details. Refer to the information in Section 3.1 Add provider information for descriptions for

ii The Key Personnel screen captures details of the Chief Executive and Account Owner
each role.

Enter the details of the Chief Executive (or the equivalent) and Account Owner Detalils.

Key Personnel
m Government of South Australia
DY D of ran Savcar The key personnel h ur Providel
G

= have the authority and responsibility for overseeing your Provider ac

cess to, and use of the Restrictive Practices

System.

@ Frovicerinformation
° NDIS Registration

(3) KeyPersonnel

o " Last Name
1 Alex Bea
4 Acknowledge

5  Confirmation

Account Owner Details

f The Account Owner is responsible for managing the Provider Account, and adding and maintaining users.

First Name Last Name

2 Click Next to access the Acknowledge screen.
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3.4 Submit the provider registration application

Step | Action

To submit the application, the Acknowledge and Confirmation screens must be
completed.

On the Acknowledge screen, read the terms, tick the check-boxes and click Submit.

« | will notify my employer’s Account Owner if my official duties change such that access to the Restrictive Practices System is no

m Government of South Australia longer required.
&) ) Gepartment of Human Servces

¢

 lacknowledge that the SA Government is not responsible for any inaccuracy, omission, or error in the information in the Restrictive
Practices System. The SA Government is not liable for any loss or damage which may be caused by the use of this information.

¢ lacknowledge that this User Agreement may be updated from time to time. | will be notified of these updates and agree that my
Provider Information continued access of the Restrictive Practices System indicates my acceptance of the updated User Agreement.

NDIS Registration Additional terms and conditions for Account Owners:

| will ensure that employees that | authorise to access the Restrictive Practices System in my organisation are aware of their

responsibilities under this User Agreement.
Key Personnel

I will undertake periodic review (no less than annually) of the authorised users in my organisation to ensure that their access to the
Restrictive Practices System is necessary and appropriate for their official duties.

©>-0-0-0

Acknowledge

I will notify the Restrictive Practices Authorisation Team if | become aware of any data breaches or incidents that may affect the
cybersecurity of the Restrictive Practices System.

[EEN

5  Confirmation

| acknowledge that | have been endorsed to perform the Account Owner role, by the CEO (or equivalent).

X

, The CEO (or equivalent) has endorsed this registration.

agree to the Terms and Conditions.

PREVIOUS CANCEL SUBMIT
™

At the prompt, click Yes to submit the application.

Submit Confirmation

Do you want to submit the following request?

The Confirmation screen will be displayed.
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Step | Action

>

Government of South Australia Having Troubles? Get Help

¢

Confirmation

Provider information
\/ CONGRATULATIONS!
Your application to create a Restrictive Practices System provider

NDIS Registration account has been submitted

Key Personnel

Next Step

The Restrictive Practices Authorising Team will review your application and notify you of the
Acknowledge outcome within 5 business days. Once approved, the Account Owner will receive an approval
notification and a separate welcome email with a one time link to set a password and login.

Confirmation

©—0—0—-0-0

The Restrictive Practices Team will review your application and notify you of the
outcome within 5 business days.

If your application has been approved, you will receive the following emails:
e An approval notification to the Chief Executive (or equivalent)
e An approval notification to the Account Owner
¢ A welcome email with the login details to the Account Owner

If the application is not approved, you will be notified and a Restrictive Practices Team
member will contact you to discuss your application further.
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4 Accessing the Restrictive Practices System

4.1 Access and follow instructions in the Registration Email

Step | Action

To access the Restrictive Practices System, you will need to open the welcome email
from the Restrictive Practices Team. This enables you to:

@ e Verify your account

e Set your password

e Save the link to the Restrictive Practices System for future access.

[EEN

Open the email you have received from the Restrictive Practices Authorisation Team.

@ If the email is not in your inbox, check your spam / junk mail folders in case your login
credentials have been directed there.

Click the link available under Verify.

Sandbox: Welcome to Restrictive Practices System! inbox x a8 2

Restrictive Practices System via 0j8n87n68455j.1y-8lt2eai.cs1.. 9:08 PM (51 minutes ago) pxg “

tome «

Hi Allen,

Welcome to Restrictive Practices System!

Click below to verify your account and set a password
2 Save this URL as a favourite so you can login later:

https:/uat-rpas.cs114.force.com/s/

Please ensure you have pop-ups enabled on your browser for this website.
Username: mythri_kukkala2@mtxb2b.com

Thanks,

The Restrictive Practices Authorisation Team

Department of Human Services

€\ Reply > Forward

The “Connect Salesforce Authenticator” screen will be displayed.

@ As part of the verification process you will need to complete a multi-factor authentication
(MFA) process. This is to provide additional security for your login credentials and
requires access to an authentication application on your mobile phone.

Read the instructions on the Connect Salesforce Authenticator screen, and either:
e Follow the on-screen instructions for the Salesforce Authenticator OR

3 e Select Choose Another Verification Method. This will provide you with an option
to scan a QR code and use verification codes from a different authenticator
application, such as the Microsoft or Google Authenticator applications.
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Step

Action

Connect Salesforce Authenticator

For security reasons, you have to connect Salesforce
Authenticator to your account. The app sends a
notification when we need to verify your identity, and
you verify with just a tap. You can also enable location
services to have the app verify you automatically from
trusted locations. The app provides codes to use as an
alternate verification method

1. Download Salesforce Authenticator from the App
Store or Google Play and install it on your mobile
device

2. Open the app and tap to add your account.

3. The app shows you a unique two-word phrase. Enter
the phrase below.

Two-Word Phrase

cenee

Chaase Another Verification Method

Follow the instructions provided on screen and via your chosen multi-factor authenticator

application.

Once your multi-factor authentication has been set up, you will be presented with the

Change Your Password screen.

Enter your password in the New Password and Confirm New Password fields, then

click Change Password.

f-\ Government of South Australia
& e

S Martin RPS Home Dashboard
A of 25 0ct 2021, 3:35 pm Viewing as S Martn
L Services
| APO Nominations
s8 eI A
o

Active Users

Record Count
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Step | Action

ent of South Australia

Change Your Password

Enter a new password for
mythri.kukkala2@mixb2b.com. Make sure to include
at least:

© 10characters
Also include at least 3 of the following:

@ 1uppercase letter
@ 1lowercase letter
© 1number

@ 1special character @

* New Password

S e Good

* Confirm New Password

T

Password was last changed on 8/10/2021, 2:08 am.

Mateh

Read the Terms & Conditions and click Agree to give your consent.

Terms and Conditions

USER AGREEMENT- RESTRICTIVE PRACTICES SYSTEM

| understand that the information in the Restrictive Practices System is protected by the Privacy Act 1988 (Cth) and the Information Privacy
Principles Instruction (SA). | agree to be legally and ethically responsible for protecting the confidentiality, integrity and security of all protected
data and information to which | have access in the Restrictive Practices System.

I have been authorised by my employer to access the system in the course of my official duties.
The information provided in the request to access the Restrictive Practices System is true and accurate to the best of my knowledge.
I will only access the Restrictive Practices System in the course of my official duties, to the extent that it is required for the purposes of
6 complying with Part 6A of the Disability Inclusion Act 2018 (SA).

I will ensure that the information that | record in the Restrictive Practices System is true and accurate to the best of my knowledge.
I will only use, disclose and store information obtained from the Restrictive Practices System in accordance with state and federal privacy
requirements.
| will safeguard and not disclose my user 1D or password or any other authentication details to another person. | will not leave unattended a
computer to which | have logged on without first locking it or logging off.
| will immediately notify my employer’s Account Owner if | believe that the confidentiality of my user ID, password or other authentication
details have been compromised.
I will not access the Restrictive Practices System on personal devices or in public places where the information may be disclosed to other
persons. | will only access the Restrictive Practices System on devices authorised by my employer that are maintained in a secure manner.
| understand that my access to the Restrictive Practices System may be monitored, audited, inspected, deactivated or disclosed to
authorised personnel. Access to the Restrictive Practices System may be revoked or deactivated if inappropriate use is identified, or if my
profile has been inactive for 12 months.
| will notify my employer’s Account Owner if my official duties change such that access to the Restrictive Practices System is no longer
required.
I acknowledge that the SA Government is not responsible for any inaccuracy, omission, or error in the information in the Restrictive
Practices System. The SA Government is not liable for any loss or damage which may be caused by the use of this information.

DECLINE

Once you have agreed to the User Agreement, you will be logged into the Restrictive
Practices System.

Save the link to the Restrictive Practices System as a Favourite, either from your
browser, or via the URL in the welcome email if not already saved.

In future, you will be able to login to the Restrictive Practices System via the Login button
on the home screen.
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5 RPS Home Dashboard

@ G‘n‘vernme‘nl'ni So\n{tth’uﬂ'r‘ali:!
S Martin @ a|;}\Sbcl'alrgme Dashboran? Y.
0 APO Nominations Active Users ®
Record Count 0 ?D.z
B APO Nominations
2 U We can't draw this chart because there is no data
? Need Help
[ Logout
© Termsand Conditions e
APO Access Expiry Report APO Screening Expiry Report
Menu Item Function
Provides an overview of APO Nominations and Active Users of
Dashboard the Restrictive Practices System. Note: Additional functionality

will become available in a future release.

Provider Profile

Provides view / edit details for your Provider Information, NDIS
Registration, Key Personnel and Outlet Information.

APO Nominations

Provides the ability to nominate new APO nominations and view
any nominations pending authorisation. Note: Once an APO has
been authorised, they will appear in the Users list.

Provides the ability to view and edit existing users and add new

Users users
? Need Help Provides contact details for the Restrictive Practices Team.
Logout Logout button.

Terms and Conditions

Displays the Terms and Conditions (User Agreement) for the
Restrictive Practices System.

Refresh

The Refresh button is located at the top right of the Dashboard.
Click on the button to refresh the screen with any updated
information.
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6 Updating your provider details
6.1 Updating your provider profile

Step | Action

The Restrictive Practices System enables you to update your provider information.
Depending on the tab selected, you can update:

@ e Provider information

e NDIS registration details

e Qutlet information.

Click the Provider Profile available on the left side of the application.

/‘\ Government of South Australia
‘@ Deshtomd Refresh
Mythri K RPS Home Dashboard -
As of 7 Oct 2021, 4:41 am-Viewing as Mythri K
Mythri
APO Nominations 2 Active Users
Grouped by Status
88 Dashboard Record Count
Account Owner
B APO Nominations
We can't draw this chart because there is no data. 1 2
2 Users
? Need Help
[_y Logout View Report (APO Nominations) View Report (Provider Users - Specifi Py )
To edit the Provider Information, click Edit.
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Step | Action

Government of South Australia

Iri K ,
i & Provider Information } € NDIS Registration & Contact Information [ Outlet Information
board Provider Information
er Profile o Provider Name # Registration Number W, Number of Staff
(o) ¢ 1300852 790 =0 6 or more
: Address Email Address Phone
lominations
@ 37 Henry Moss Court, SA, 5483 & nythri.kukkala@mtxb2b.cc % 0987678956

EDIT
Help

Update the necessary information and click Update.

mythrikukkala@mtxb2b.com 0987678956

* How many staff in your organisation?

6 or more v

Search Address

* Unit / Street Number * Street Name

3 37 Henry Moss Court

* Suburb * Postcode
SA 5483
* State

South Australia

CANCEL UPDATE.

@ The Provider Information will be updated.

Not every field is available for update. Please contact the Restrictive Practices Team if
=~ | you make corrections to the view only fields.
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6.2 Updating NDIS Registration details

Step | Action

@ The Restrictive Practices System enables you to update your NDIS registration details.

Click the Provider Profile available on the left side of the application, then click the NDIS
Registration tab.

To edit the NDIS Registration details, click Edit.

& Provider Information & NDIS Registration 2 Key Personnel R Outlet Information

NDIS Registration

* indicates required field
*NDIS Provider Registration Number * Registration Expiry Date

1234567890A 31/10/2022

" Registration Group{s) @
2 Awvailable Selected

Assistance with daily life tasks in a group or shared living arrangement Assistance with travel/transport arrangements

Community nursing care

Daily Personal Activities

S
b

High Intensity Daily Personal Activities
Group and Centre Based Activities

Participation in community/social and civic activities

3 Update the necessary information and click Update.
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Step | Action

& Provider Information £ NDISRegistration 2 Key Personnel R Outlet Information
—

NDIS Registration

*indicates reguired field

~NDIS Provider Registration Number * Registration Expiry Date

1234567870A 31/10/2022

" Registration Groupls) @

Available Selected

Assistance with daily life tasks in a group or shared living arrangement Assistance with travel/transport arrangements

Community nursing care

Daily Personal Activities

[+] (-]
[« )

High Intensity Daily Personal Activities
Group and Centre Based Activities

Participation in community/social and civic activities

CANCEL UPDATE

@ The NDIS registration details will be updated.

e | Notevery field is available for update. Please contact the Restrictive Practices Team if
——~ | you need to make corrections to the view only fields.

6.3 Updating Key Personnel

Step | Action

Please contact the Restrictive Practices Team if you need to make corrections to Key
Personnel.
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6.4 Adding and Updating Outlet Information

Step | Action

@ The Outlet Information screen enables you to add additional outlets, i.e. a branch of your
organisation located at a different suburb or region.

Click the Provider Profile available on the left side of the application.

m Government of South Australia
e Dashboard Rafrosti =
. f es
Mythri K RPS Home Dashboard
As of 7 Oct 2021, 4:41 amViewing as Mythri K
Mythri
APO Nominations ® Active Users
Grouped by Status
88 Dashboard Record Count
1 Executive @
Account Owner
& Provider Profile
B APO Nominations
We can't draw this chart because there is no data. 1 2
2 Users
? Need Help
[_y Logout View Report (APO Nominations) View Report (Provider Users - Specific to a Provider)

Click the Qutlet Information tab.

m Government of South Australia

Department of Human Services

Mythri K
Mythri & Provider Information £ NDIS Registration 3t Contact Information KR Outlet Information
—
2 88 Dashboard Provider Information
® provider Profile o Provider Name -, Number of Staff
1 ™ Mythri # L= gormore
B APO Nominations Address Email Address Phone
@ 37 Henry Moss Court, SA, 5483 E mythrikukkala@mtxb2b.com % 0987678956
2 Users
EDIT
? Need Help
[ Logout

3 Click Add New.
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Step | Action

Government of South Australia

Department of Human Services
Fi K :
& Provider Information € NDIS Registration &t Contact Information i@ Outlet Information }
bard Outlet Information
*indicates required field
ler Profile
Outlets List
Jominations
NAME PHONE E-MAIL ADDRESS ACTIVE ACTION

Enter all the necessary details and click Save.

Add New Outlet

* Provider Outlets Name Outlet Contact Email

First Provider mythri.kukkala@mtxb2b.com
Active Same as Parent Provider Contact Email
Search Address

4 LIV CLOSE, MILDURA, VICTORIA, 3500

4 *Unit/ Street Number *Street Name

LIV CLOSE

*Suburb * Postcode

MILDURA 3500

* State Phone Number

VICTORIA

CANCEL SAVE

The Outlet has been added to your provider details.

5 Repeat steps 3 and 4 to add additional outlets.
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7 Logging Out

7.1 Logging out of the Restrictive Practices System

Step | Action

The Restrictive Practices Team recommends you logout of the Restrictive Practices
@ System when not in use. This is especially important if you share computers within your
office as it prevents unauthorised use of the system.

Navigate to the Logout option on the left side of the application.

? Need Help
1

[ Logout

® Termsand Conditions
2 Click Logout.

@ You are now logged out of the Restrictive Practices System.
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