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PACS Portal features

Service provider access and help
• Access the portal via OKTA login
• Agree to Terms and Conditions once only
• Navigate via the portal’s menus and tiles
• Access Help and resources

Dashboard and reports
• Snapshot of funding, contracts, actions, 

payments and accountability status
• Adjust dashboard to your preference
• View and download useful reports

Communications
• View action items and messages at corporate or 

contract level
• Submit messages to PACS
• Respond to items and messages
• Collaborate in annual accountability

Contracts
• Access active, inactive, draft, terminated and 

expired contracts and subcontracting details
• View a range of information about each contract
• Sign new or varied contracts via Adobe sign
• Upload documents relevant to your contract

4
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Payments

• View scheduled payments, payment history, 
funding allocation and RCTIs

• Download RCTI or advice of deposit

• Download a range of payment information to  
excel

Accountability

• Access current and previous financial years’ 
corporate and contract accountability forms

• Complete annual accountability in the portal 
including document upload

• Use the portal to communicate with your 
contract manager about annual 
accountability

PACS Portal features

Documents
• Access documents stored in PACS including 

correspondence, contract documents, 
notifications

• Upload relevant documents as a record and to 
share with DCJ

My provider
• View information DCJ holds about your organisation
• Manage and update contact information
• Apply for new portal users for your organisation
• Manage and request changes to information 

directly or via PACS admin



Service provider access and  help
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1. Service provider access 
and help

1.1 Access the portal via OKTA login

1.2 Agree to Terms and Conditions

1.3 Easily move through the portal’s menus    

      and tiles

1.4 Access to help and resources and forms
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Service provider access 
and help

1.1 Access the portal via OKTA login 

Please follow the instructions in 
the Welcome to Okta! email

Before starting to set up your 
account

1. Save the username and sign in 
page url so you can access it 
later

2. Click on Activate Okta Account 
button

Follow the instructions to set up 
your Okta account and

Set up the Okta Verify app on your 
mobile phone.

1

2
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1. Please read the Terms and 
Conditions  and accept by 
clicking on I accept the terms 
and conditions and

2. Click on Continue button to 
PACS Portal.

You will be redirected to the PACS 
homepage.

1

2

1.2 Agree to terms and conditions

Service provider access 
and help
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1.3 Navigate around the portal's 
menus and tiles

1. On the Browse sections, you 
can see multiple tiles. 

2. Click on the tile to navigate to 
different sections within the 
portal.

1

2

Service provider access 
and help
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1.4 Accessing help

1. Click on the Help and 
resources tile to access guides 
and useful resources to assist 
you.

1

Service provider access 
and help



Dashboard and reports
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2. Dashboard and reports

2.1 View summary of funding, contracts, 
actions, payments and accountability status 

2.2 Select links to standard reports

2.3 Adjust dashboard reports to user 
preference 
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Dashboard and reports

2.1 Summary of funding, 
contracts, actions, payments and 
accountability status 

The Dashboard is a snapshot of 
funding, contracts, actions and 
payments.

1. Click on Dashboard settings 
toggle button to display or 
hide details of each summary.

Select all toggle buttons and 
follow the instructions on the 
next page.

1
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Dashboard and reports

When all toggle buttons are 
selected, summaries are visible:

1. Pending actions

2. Funding summary (FY)

3. Next week's payment

4. Active contracts

Continue next page.

2

4

1

3

2.1 Summary of funding, 
contracts, actions, payments and 
accountability status 



16

Dashboard and reports

5. Accountability.

5

2.1 Summary of funding, 
contracts, actions, payments 
and accountability status 
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Dashboard and reports

1. On the Dashboard page, 
navigate to Reports tab.

The reports available for you are:

• Accountability report

• Contract summary report

• Portal user report

2. Click on the view report link 
under each report to view more 
detail.

Follow the instructions on the next 
page for an example.

1

2

2.2 Standard Reports
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Dashboard and reports

Accountability report

The Accountability report page will 
be displayed as per screen shot.

You can search for specific report 
such as using Contract ID, etc, 
sorting and download the report.

1. To search, type in any keyword 
such as Contract ID and click 
on search icon

2. To sort the report click on any 
of the column headers

3. To download the summary 
report. Click on Download. The 
report will be downloaded in 
Excel format in your local 
computer.

Repeat the above steps for any 
other reports such as Contract 
Summary and Portal user reports.

1

2

3
2.2 Standard Reports
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Dashboard and reports

You can choose and select 
which summary to display 

For example, you can view Funding 
Summary and Next week's 
payments only.

1. Click on toggle buttons for 
Funding Summary and 
Next week's payment.

The selected grids will 
automatically display on the page.

1

2.3 Adjust dashboard reports to 
user preference 



Communications
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3.Communications

3.1 Access action items and corporate 
messages

3.2 Add corporate message to be seen in 
PACS

3.3 Respond to action items
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Communications

3.1 Access to action items and 
corporate messages

The Communications page enables 
you and DCJ to communicate via 
the portal. 

1. Navigate to the 
Communications tab or tile on 
the homepage and click to load.

1
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Communications

There are three tabs related 
to Communication when the page 
loads.

Screen 1

1. Navigate to Overview tab.

Overview is a summary of the top 
10 latest actions and sorted by due 
dates.

2. Clicking on view all will bring 
you to the Action items tab.

Note: You can view the details 
and sort the report by simply 
clicking on the column header.

Continue next page.

1

2
3.1 Access to action items and 
corporate messages
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Communications

Overview tab - Screen 2

Latest corporate messages

As you continues to scroll down 
the page, you will see the top 10 
latest corporate messages.

1. Clicking on view all will bring 
you to the Corporate messages 
tab.

13.1 Access to action items and 
corporate messages
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Communications

1. Click on Corporate messages 
tab to view messages between 
you and DCJ

2. To add a new message, click on 
+Comment button

2
1

3.2 Add a corporate message to 
be seen in PACS
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Communications

1. Add details in the 
Comment text box

2. Click on Submit (or cancel to 
not proceed)

2

1

3.2 Add a corporate message to 
be seen in PACS
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Communications

1. Return to Corporate messages

2. The newly submitted message 
will be visible with the user 
details, date and time 
submitted. 

The comment is now visible against 
your service provider record in 
PACS.  

Your lead DCJ contract manager 
will also receive an email from the 
system notifying them of the new 
comment.

2

1

3.2 Add a corporate message to 
be seen in PACS
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Communications

Action items can be assigned to 
you from PACS.

1. Navigate to Action items tab

2. The Action items default 
dropdown menu is Pending 
action items. You can filter by 
In progress or Completed by 
clicking on the dropdown arrow

3. You can sort Action items 
by using the arrows next to 
each column header.

1

3

3

2
3.3 Respond to Action items
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Communications

You can review the details of an 
Action item and record its progress

1. Click on Mark in progress 
action to progress the Action 
item status to the next stage

2. Click on Proceed button to 
confirm

The Action item can be marked as 
Completed when finished.

2

1
3.3 Respond to Action items 
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4. Payments

4.1 View information about scheduled 
payments, payment history, funding 
allocation and RCTI 

4.2 Download RCTI or advice of deposit

4.3 Download payment and funding 
information details to excel
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Payments

4.1 View information about 
scheduled payments, payment 
history, funding allocation and 
RCTI 

On the Payment page you can view 
scheduled payments, payment 
history, funding allocations and 
RCTIs 

Navigate to the menu or tile on the 
homepage

1. Click on Payments.

The Payments page will load.

1
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Payments

The Payments default tab is 
Scheduled.

On the Scheduled tab you can see 
all the scheduled payments for 
your provider in the timeframe 
you’ve selected

A Select the down arrow to view by 
Next 7 days, Next month or Three 
months.

1. You can view a specific 
contract’s payments by 
selecting the hyperlink

2. You can search by each 
column’s heading via the 
dropdown arrows next to the 
heading

3. You can also search by the 
search bar and using the 
wildcard *

4. Click on the Download button 
to get a report on all the 
selected payments in excel.

1

A

3

2

4

4.1 View information about 
scheduled payments, payment 
history, funding allocation and 
RCTI 
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Payments

1. By selecting the three-dot 
symbol on the payment, you 
can view Payment details.  

A. The payment details screen will 
open.

4.1 View information about 
scheduled payments, payment 
history, funding allocation and 
RCTI 

1

A
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Payments

Navigate to Payment history 
tab where you can select 
dropdown

A to view by Current financial 
year, Last financial year or All 
financial years.

1. You can view the Payment 
history by the column 
headings and by selecting 
the arrows next to 
the headings.

2. You can also use the search 
bar and wildcard to search for 
a specific payment.

3. You can view the Payment 
details by clicking on 
a payment hyperlink or 
the three-dot symbol.

4. Click on the Download button 
to get the Payment history 
report in an excel format.

3

A

4

1

3

2
4.1 View information about 
scheduled payments, payment 
history, funding allocation and 
RCTI 
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Payments

4.1 View information about 
scheduled payments, payment 
history, funding allocation and 
RCTI 

1. Navigate to the  Funding 
allocation tab. 

A. You can select the dropdown to  
view by Current financial 
year, Last financial year or All 
financial years.

2. You can view the Funding 
allocation by the column 
headings and search by 
selecting the arrows next to the 
headings.

3. You can also use the search bar 
and wildcard to search for a 
specific allocation.

4. Click on the Download button to 
get the Funding allocation 
report in an excel format.

A

1

3 4

2
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Payments

4.2 Download RCTI or advice of 
deposit

1. Navigate to RCTI – advice of 
deposit tab 

A. You can select the dropdown to  
view by Last 7 days, Last month, 
Last 3 months, Current financial 
year and Last financial year.

2. Find a specific RCTI, search by 
each column heading via the 
dropdown arrows next to the 
heading

3. You can also search by the 
search bar and using the 
wildcard *

4. Click on the Download button to 
get a report on all the selected  
RCTIs in excel

5. To view a specific RCTI click on 
the hyperlink in the Payment 
receipt ID column, or the three-
dot symbol.

4

5

1

A

2

3

5
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Payments

4.2 Download RCTI or advice of 
deposit

The Receipt details screen provides 
information about the RCTI.

1. You can click on the hyperlink 
or the three-dot symbol to 
download a PDF version of your 
RCTI.

See next slide.

1 1
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Payments

4.2 Download RCTI or advice of 
deposit

RCTI Details

You will see the view details page.

1. You can click on the file name to 
download the PDF version of your 
RCTI.

1
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Payments

4.2 Download RCTI or advice of 
deposit

Sample of downloaded PDF version 
of your RCTI will be available in 
your PC's download folder.

NOTE: Illustrative data has been 
used.
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Payments

4.3 Download payment and 
funding information to excel

Back to Receipt Details - Screen 2 

Scroll down on RCTI – advice of 
deposit

User can see the following:

1. All Payment details.

2. Payment to the Bank details.

3. Click on Download button to 
get the report.

The report will be downloaded in an 
excel format page.

1
3

1
3
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5. Accountability

5.1 Access current and previous financial years 

corporate and contract accountability forms 

5.2 Start a new accountability form 

5.3 Communicate with your contract manager
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Accountability

5.1 Access current and previous 
financial years corporate and 
contract accountability forms 

The Accountability page enables 
you to view your corporate and 
contract accountability forms

Navigate to the top menu or the 
tile on the homepage

1. Click on Accountability and the 
page will load.

1
1
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Accountability

5.1 Access current and previous 
financial years corporate and 
contract accountability forms 

The Corporate accountability tab 
is the default page

A. The filter Current Financial 
year is the default. You can also 
filter by Last financial year or All 
financial years

1. In the Status column you can 
see the current status of all 
forms, which flows from:

New > In Progress > Submitted > 
Review > More Info Required > 
Resubmitted > Accepted

2. You can also search by due date 
using the arrows next

3. You can use the search bar to 
find a specific form or criteria

4. To see the details of a specific 
form,  click on  the hyperlink in the 
Financial Year column or the 
three-dot symbol.

5. Click on a form with the status 
of New to start a new 
accountability form

A

2 1

3

4
4

5
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Accountability

5.1 Access current and previous 
financial years corporate and 
contract accountability forms 

To select your corporate 
accountability form: 

1. Navigate back to the 
Accountability page

2. Click on the Contract tab

You will be able to see your 
organisation’s contract 
accountability forms for this and 
previous years using the dropdown 
filter.

2

1
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Accountability

5.2 Start a new accountability 
form

Once you’ve selected a form with 
the status of new and it opens:

A. Review the Instructions 
carefully, ensuring you have 
downloaded the resources from 
the DCJ website to guide you in 
completing the form

1. Click on Start to begin.

1

A
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Accountability

5.2 Start a new accountability 
form

Your service provider details will 
be prefilled for you

1. Please answer all questions in 
the given order. 

A. Click on More info to get 
definitions and descriptions of 
what the question is asking.

Click on Save and Next after filling 
in all the questions on the page

2. This will take you to the next 
section of the form – you can see 
the different sections in the right 
hand menu.

If you need to go back to a previous 
section, please use the Back 
button on the lower left of the form 
seen at the bottom after scrolling 
down.

2

1

2

A
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Accountability

5.2 Start a new accountability 
form

To complete your accountability 
forms, supporting documentation is 
needed.

1. Click on Add File to add a new 
file.

1
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Accountability

5.2 Start a new accountability 
form

Once you have clicked on +Add file 
the following information and 
upload is required.

1. Fill in the Document name.

2. Select the appropriate 
Document type.

3. Attach a file by Choose 
File source location.

4. Click on Submit when done.

4

1

2

3
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Accountability

5.2 Start a new accountability 
form

To complete your accountability 
forms, supporting documentation 
is needed.

1. Repeat the above steps on pages 
49 and 50 to add file if necessary

2. Click on Save and next to 
continue filling in the form.

1

2
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Accountability

5.2 Start a new accountability 
form

Providing a service provider 
declaration is an important part of 
the accountability process.

The service provider declaration 
must be completed by those with 
the appropriate authority within 
your organisation before it is 
uploaded here.

Follow instructions on pages 49 
and 50 for how to add a file.
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Accountability

5.2 Start a new accountability 
form

1. Click on the dropdown arrows 
to review your information

2. Click on Submit to submit the 
accountability form to DCJ

The form status will change to In 
Review 

Once your contract manager starts 
to review your form, they may use 
the comments section of the form 
to ask questions or clarification. 
You can respond in the comments 
section of the form as well 

Once the form has been reviewed 
by your contract manager, the 
status will change to Accepted.

1

2
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Accountability

5.3 Communicate with your 
contract manager

Accountability communication

1. DCJ may ask you for more 
information about a specific 
response on the form.

2. You can respond to DCJ 
comments on the 
accountability form in relation 
to specific questions

1 2
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Accountability

5.3 Communicate with your 
contract manager

Accountability communication

1. You can respond to DCJ 
comments on the 
accountability form (see page 
54), and you can also 
communicate with your 
contract manager about 
accountability by selecting the 
Communication tab

2. Here you can ask general 
questions or ask for assistance.

1
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Accountability

5.3 Communicate with your 
contract manager

Select the Communication tab

To add a new comment or ask a 
question about  your Annual 
accountability form

1. Click on the  +Comment button

2. Enter your comment or 
question in the comment box

3. Click on Submit button.

1

2

3
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6. Contracts

6.1 Access active, draft, expired, closed and 

terminated contracts and subcontracting 

details

6.2 Access a range of information about specific 

contracts

6.3 Upload documents relevant to my contract

6.4 Communication with my contract manager
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Contracts

6.1 Access active, draft, expired, 
closed and terminated contracts 

The Contracts page enables you to 
view detailed information about 
specific contracts held by the 
service provider

Navigate to the Contracts tab or 
tile on the homepage

1. Click on Contracts and the 
page will load

1
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Contracts

6.1 Access active, draft, expired, 
closed and terminated contracts 

A The filter Active contracts is the 
default screen for Contracts

You can also filter by Inactive, 
Draft, Terminated and Expired 
contracts

1. You can search contracts by 
using the arrows beside the 
column headings or by using 
the search bar. Be sure to 
search using the wildcard* 
before and after your search 
term

2. You can download a report on 
your organisation’s contracts 
using the Download button

3. To view a specific contract, 
click on the hyperlink in the 
Contract ID column or the 
three-button symbol at the 
end of the row

A

1

3

2
1
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Contract

6.2 Access a range of 
information about specific 
contracts: Profile

1. The tabs show the information 
that is available for each 
individual contract

Click on a tab to review  your 
contract information

The Profile tab is the default. Here 
you can see identifying details 
about the contract and its duration

2. The version 1 indicate this is 
original copy of the contract.

Note: if the version is not showing 
as 1, this means there is a varied 
version or later version.

The next slide shows what further 
information you can see if you 
scroll down the page.

1

2
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Contract

6.2 Access a range of 
information about specific 
contracts: Profile

When you scroll down the Contract 
profile screen you can see the 
following information:

Subcontractors

Initiative levels

Local government area

State electorate

Note: Functionality to add new 
subcontractors is still in 
development.  For now, please do 
not use the +Add button. 
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Contract

6.2 Access a range of 
information about specific 
contracts: Profile

1. Navigate to the Contract 
Contacts tab

Here you can see information 
about:

• your DCJ contract manager

• your nominated contact

• contacts for your contract

• contract addresses

2. You can edit the existing 
contact details by clicking on the 
edit icon.

3. You can also add new Contacts 
and Addresses provided they are 
listed as service provider contacts 
or addresses via the My provider 
screen. Click on +Contact.

1

2
3
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Contract

6.2 Access a range of 
information about specific 
contracts: Financials

1. Navigate to the Financial tab

Here you can see information 
about:

• Bank details

• Funding commitments

• Payments

1
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Contract

6.2 Access a range of 
information about specific 
contracts:  Services

1. Navigate to the Services tab

Here you can see information 
about:

• Overall percentage of service to 
the Aboriginal community

• Contract services

1
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Contract

6.2 Access a range of 
information about specific 
contracts: Accountability

1. Navigate to the Accountability 
tab

Here you can see information 
about:

• Contract level accountability 
form

2. View current and previous years 
form by clicking on the down 
arrow.

This will display the relevant 
contract level accountability which 
is also accessible from the main 
Accountability menu / tile. The 
form can also be completed from 
here. Refer to section 5.

1

2
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Contract

6.3 Upload documents relevant 
to my contract

1. Navigate to the Document tab

Here you can see information 
about:

• Uploaded documents from DCJ.

• User will be able to attach 
document

2. To attach a contract related 
document click on +Attach 
document.

1

2
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Contract

6.4 Communication with my 
contract manager

1. Navigate to the 
Communication tab

Here you can see information 
about

• New action items

• Latest contract messages

2. You are also able to +Add 
comment for your contract 
manager. 

This will show on your contract 
record in PACS, and your contract 
manager will receive a notification.

1

2
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7. Documents

7.1 Access a repository of documents in PACS 

including correspondence, contract documents 

and notifications

7.2 Upload documents
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Documents

7.1 Access a repository of 
documents in PACS including 
correspondence, contract 
documents and notifications

The Documents page is a 
repository for service provider and 
contract level documents and a 
place for you to upload documents. 

Navigate to menu or tile on the 
homepage

1. Click on Documents and the 
page will load.

1
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Documents

7.1 Access a repository of 
documents in PACS including 
correspondence, contract 
documents and notifications

1. Navigate to the Contract 
documents tab where you can 
view contracts and contract 
related documents.

2. Click on the Document name 
hyperlink or the three-button 
symbol to view the document 
details.

1

2
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Documents

7.1 Access a repository of 
documents in PACS including 
correspondence, contract 
documents and notifications

Here you can view details about 
the document

1. Click on the hyperlink to 
download the file 

2. To return to the Documents 
screen, simply close this page.

1

2



74

Documents

7.1 Access a repository of 
documents in PACS including 
correspondence, contract 
documents and notifications

1. Navigate to the Service 
provider documents tab where 
you can view service provider 
related documents  

2. Click on the Request 
ID  hyperlink or the three-
button symbol to view the 
document details.

1

2
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Documents

7.1 Access a repository of 
documents in PACS including 
correspondence, contract 
documents and notifications

Here you can view details about 
the service provider related 
documents

1. Click on the hyperlink to 
download the file 

2. To return to the Documents 
screen, simply close this page

1

2
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Documents

7.2 Upload documents

The Upload tab allows you to 
upload documents for DCJ to see. 
And it provides a repository for 
documents you’ve previously 
uploaded

1. Navigate to the Upload tab 

2. Click on +Upload document 
button to upload a new 
document

3. Review documents previously 
uploaded by clicking the 
hyperlink or selecting the 
three-button symbol.

2

1

3
3
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Documents

7.2 Upload documents

You can upload any document 
relevant to your service provider or 
contract  which you think will be of 
interest to DCJ.

When adding a new document:

1. Enter the Document name

2. Select the Document type

3. Attach the file.

4. Click on Submit button.

1

2

3

4
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8. My provider

8.1 Access and manage provider legal, contact, 

financial, accreditation and other information

8.2 Create provider update requests

8.3 Request and manage portal users for your 

organisation
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My provider

8.1 Access and manage provider 
legal, contact, financial,  
accreditation and other 
information

My provider is where you’ll find a 
range of legal, financial and 
contact information about your 
organisation held in PACS

It’s also where you can update 
information or request DCJ to make 
updates.

1. Navigate to the My provider 
tab or tile on the homepage and 
click to load.

1



81

My provider

8.1 Access and manage provider 
legal, contact, financial,  
accreditation and other 
information: Profile

1. The Profile tab is the default 
tab

Here you can view identifying and 
legal information about your 
organisation.

1
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My provider

8.1 Access and manage provider 
legal, contact, financial, 
accreditation and other 
information: Profile

Primary contact information is also 
located on the Profile screen

1. You can edit this information by 
clicking on the edit (pencil)  
icon 

2. Once you’ve updated the 
information click on Submit 

3. If you’ve made a mistake or 
don’t want to edit, click on 
Cancel to return to the Profile 
page

Note that portal user email 
addresses can only be amended via 
a request to PACS Admin, to 
maintain the security of the PACS 
Portal and its information.

1

23
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My provider

8.1 Access and manage provider 
legal, contact, financial, 
accreditation and other 
information: Contacts

The second tab of My provider is 
Contacts

1. Navigate to the Contacts tab

Here you can view the following 
information:

• DCJ contact, Service provider 
contact

• Provider Portal User

• Provider contacts, and

• Provider addresses

2. On this page you can review 
and edit existing contacts 
using the pencil button.

3. To add contacts and addresses 
use the +User.

1

2

3
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8.1 Access and manage provider 
legal, contact, financial, 
accreditation and other 
information: Financial

1. The third tab in My provider is 
the Financial tab. 

2. The table is a summary of your 
organisation's bank accounts 
and their status. 

3. Click on one of the hyperlinks 
for more detailed information

4. You can request to add new 
bank account by clicking on 
the  +Account button.

1

2

3

4
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8.1 Access and manage provider 
legal, contact, financial, 
accreditation and other 
information: Financial – new 
bank account request

To add a new bank account for 
your provider, you need to 
complete the online form 

There are four sections to 
complete

1. Enter the Account name 

2. Enter the Account number.

3. Select the BSB from lookup 
list.

4. Click on Save and next button.

1

2

3

4
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My provider

8.1 Access and manage provider 
legal, contact, financial, 
accreditation and other 
information: Financial – new 
bank account request

1. Click on the Download button 
to download the offline form

This is to be completed and signed 
by the organisation’s authorised 
representatives

2.   Click on the Save and next 
button to move to the next form 
section.

1

2
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My provider

8.1 Access and manage provider 
legal, contact, financial, 
accreditation and other 
information: Financial – new 
bank account request

1. Upload the completed and 
signed request by clicking on 
the + Add file button

The create page will open for you 
to fill in:

• Document name

• Document type 

• Description

Attach the completed offline form 
from your computer and click the 
Submit button

2. Click on the Save and next 
button to move to the next form 
section.

1

2
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8.1 Access and manage provider 
legal, contact, financial, 
accreditation and other 
information: Financial – new 
bank account request

The final step for a new bank 
account request is to  Review and 
submit your application

1. Click on the Submit button.

1
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8.1 Access and manage provider 
legal, contact, financial, 
accreditation and other 
information: Financial – new 
bank account request

You will return to the Bank account 
details page and see a message 
saying your form has been 
successfully submitted

1. Your request will be visible in 
the table with the status of 
Submitted 

PACS Admin will review your 
request and respond to you.

1
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8.1 Access and manage provider 
legal, contact, financial, 
accreditation and other 
information: Accreditation

The fourth tab in My provider is the 
Accreditation tab

The table is a summary of your 
organisation’s accreditation details 
that you’ve provided in the portal

1. Navigate to the Accreditation 
tab

2. In the List of accreditations 
click on one of the hyperlinks 
for more detailed information.

1

2
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8.1 Access and manage provider 
legal, contact, financial, 
accreditation and other 
information: Accreditation

A. On the screen, you’ll be able to 
see the details such as:

• Accreditation name

• Accrediting agency

• Accreditation type

• Start date and end date

• Conditions

1. Click on Go back button to 
return to the List of 
accreditations.

A

1
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8.1 Access and manage provider 
legal, contact, financial, 
accreditation and other 
information: Accreditation

To add an Accreditation:

1. Click on +Add button.

1
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8.1 Access and manage provider 
legal, contact, financial, 
accreditation and other 
information: Accreditation

Complete the New accreditation 
request form online

1. Fill in all the required 
information.

Scroll down to add more details. 1
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8.1 Access and manage provider 
legal, contact, financial, 
accreditation and other 
information: Accreditation

After completing the form

1. Click on Save and next button.

1
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8.1 Access and manage provider 
legal, contact, financial, 
accreditation and other 
information:  Accreditation

Upload any supporting documents 
including evidence of the 
accreditation

1. Click on +Add file button.

1
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8.1 Access and manage provider 
legal, contact, financial, 
accreditation and other 
information: Accreditation

1. Fill in the fields:

• Document name

• Document type 

• Description

2. Click on Choose File to attach a 
file

3. Click on +Submit button.

3
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8.1 Access and manage provider 
legal, contact, financial, 
accreditation and other 
information: Accreditation

1. Click on Save and next button.

1
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My provider

8.1 Access and manage provider 
legal, contact, financial, 
accreditation and other 
information: Accreditation

Review your request

1. Click on Submit button.

You will receive a success 
message when the form is 
successfully submitted. 

1



99

My provider

8.2 Create Provider update 
request

The fifth tab in My provider is 
Provider update requests

From this screen you can create a 
range of requests: 

• Provider details

• GST Registration

• New User

• Bank account details

• Accreditation

• Subcontracting (for future use).

All these requests require review 
and action by DCJ before your 
details can be updated.

To create a new request for 
Provider details

1. Click on +New request button.

1



100

My provider

8.2 Create Provider details new 
request

On the Provider details new 
request page

Screen 1

1. Click on Retrieve details 
button to retrieve existing 
information that stored in the 
system. 

1
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My provider

8.2 Create Provider details new 
request

Review the information and enter 
required changes or updates:

1. New trading name, New 
regulatory body, Comment.

2. Click on Save and next button.

2

1
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My provider

8.2 Create Provider details new 
request

Upload any supporting documents

1. Click on +Add file button.

See next page for how to upload 
the supporting document/s.

1
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My provider

8.2 Create Provider details new 
request

1. Enter the:

• Document name

• Document type 

• Description

2. Attach a file

3. Click on +Submit button.

3

1
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My provider

8.2 Create Provider details new 
request

Here you’ll see any supporting 
documents you’ve uploaded

1. Click on Save and next button.

1
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My provider

8.2 Create Provider details new 
request

Review your request

1. Click on Submit button.

Your update request will be sent to 
the PACS admin team to review 
and update the record.

1



106

My provider

8.2 Create Provider details new 
request

You will receive a success 
message saying your form has 
been successfully submitted

A. You can also see other recent 
submissions and their status in the 
table.

A
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My provider

8.2 Create Provider details new 
request: GST registration

To update your organisation’s GST 
registration

1. Navigate to Provider update 
requests tab

2. Select GST registration from 
the left menu

Here you can view a list of 
previously submitted GST 
registration requests.

3. Click on +New request button 
to submit a new request.

2

1

3
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My provider

8.2 Create Provider details new 
request: GST registration

GST registration new request

1. Click on Retrieve details 
button to retrieve information 
stored with the Australian 
Business Register (ABR).

1
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My provider

8.2 Create Provider details new 
request: GST registration

You will see a Success message 
saying your organisation’s GST 
details have been retrieved from 
the Australian Business Register 
(ABR) database.

1. Click on Save and next button

Note: Please contact the ABR 
directly if your GST details are not 
showing the right information.

1
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My provider

8.2 Create Provider details new 
request: GST registration

Review and confirm your 
information including the ABN and 
ABN registered date

1. Click on Submit button.

Your update request will be sent to 
the PACS admin team to review 
and update the record.

1
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My provider

8.2 Create Provider details new 
request: GST registration

You will receive a success 
message saying your form has 
been successfully submitted

A. You can also see other recent 
submissions and their status in the 
table.

1

A
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My provider

8.2 Create Provider details new 
request: Bank account details 
and Accreditation

For guidance on new Bank account 
details or Accreditation requests 
please see the instructions under 
the  Financial and Accreditation 
tabs.
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My provider

8.2 Create Provider details new 
request: Subcontracting

The subcontracting application is 
still under development and 
testing. Please do not use. 

You will be notified once the 
subcontracting application is fully 
functional in the portal. 

In the meantime, if you need to 
make a subcontracting application, 
please continue to use either the 
Application for consent to 
subcontract to another 
organisation or Application for 
consent to subcontract to 
individuals form on the website. 

2

3

1

https://www.facs.nsw.gov.au/download?file=580809
https://www.facs.nsw.gov.au/download?file=580809
https://www.facs.nsw.gov.au/download?file=580809
https://www.facs.nsw.gov.au/download?file=580812
https://www.facs.nsw.gov.au/download?file=580812
https://www.facs.nsw.gov.au/download?file=580812
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My provider

8.3 Request and manage portal 
users for your organisation

1. Navigate to Provider update 
requests.

2. Select New user request type

3. To create a request for a new 
user select +New request

Note: only existing portal 
administrators (for your 
organisation) can request new 
users.

If your organisation does not have 
a portal administrator user, please 
contact 
PACSSupport@dcj.nsw.gov.au for 
assistance.

1

2

3
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My provider

8.3 Request and manage portal 
users for your organisation

1. All users are given a portal 
user type. Select from:

- Portal administration user

- Portal user

- Portal read only user.

2. Complete new user details, 
completing all mandatory fields 
marked with a *.

1

2
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My provider

1. Once you’ve completed all the 
fields

2. Click on Save and next button.

2

1

8.3 Request and manage portal 
users for your organisation
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My provider

8.3 Request and manage portal 
users for your organisation

1. Review the request.

2. If you need to made a change, 
select the Previous button.

3. Click on Submit button.

3

1

2
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My provider

8.3 Request and manage portal 
users for your organisation

After submitting, you will return to 
the New user page and see a 
message saying your form has 
been successfully submitted.

A. You will be able to see your 
request in the list with the status 
of Submitted.

The DCJ PACS admin team will now 
review and process your request.

All new users will have an OKTA 
account created. Follow up 
communication and instructions 
will occur once the account has 
been created.

A



For PACS Portal support 
email pacssupport@dcj.nsw.gov.au 

or call 9716 2188

mailto:pacssupport@dcj.nsw.gov.au
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