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Adding Members to Organisation Account in PRODA
How to add step-by-step

Adding members to PRODA organisation account by authorised representative of
an organisation, allows the delegation of access to authorised members within
the organisation.




Step 1
PRODA

Login to PRODA

Enter Authentication Code

Then, select Organisations
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Organisation

g '_‘ Australisn CGovernment PRODA
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Profile | Services | Organisations | Logout

Select the Organisation you want to add a
member to My organisations

You're a member of the organisations listed below

Name = ABN ¥ Organisation Status = Role/Status =



Step 3 COAR ELDEQERN NSW

An Australian Government Initiative
Members

PRODA

Provider Digital Acrvss

Manage my organisation
Select Members tab ge my org

QOrganisation Details

> Organisation Name Organisaton 1
Click Add Member PRODARA (Organission)  12SL2MS
— Status Active
] ABN 12 345 345 677
Contact Email Address orgl@orgmai.com Updiste Email
Contact Phone Number Mot suppied. LUpdare Phone

I Members -~ I

=~ 1

Subsidiary Organisations v

Service Provider -

528 Davices -




Step 4
Members Details

Enter the RA Number (Individual) of
the person you wish to add

Enter their Surname

Click the box to confirm you
have obtained consent of the person to
add to the Organisation PRODA Account

Check User Details is correct person
you are adding

Select an End Date
*Maximum 12-month period

*Recommend annual review and
refresh of authorised members

User Details

PRODA RA

Emd date

Add this member
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Step 4a
Members Details

Click Add This Member button

A window will appear,

Confirm Member Details are correct

Click Add This Member

COORDINARE

(O~

Confirm

Piease confirm these member details:

+ PRODA RA [Individual); S5
* Name: Mary Cis
» Mamber Role: Personnel
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Step 5
Member Added

A message will appear:
Member has been added to the Organisation

Member has been successfully added, you can
add more members to the Organisation PRODA
Account.

Surname:

co
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PRODA RA

(Individual)

Name
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