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Overview

This user guide provides information regarding the Disability Inclusion Facilitator Service (DIFS)
Portal for schools.

DIFS Portal for schools

The DIFS Portal is an online platform through which schools can register requests for new Disability Inclusion
Profiles, complete profile requests (including by uploading Supporting Information), and view information
about profile outcomes.

Content of user guide

Along with a quick start guide, this user guide details:

User accounts

DIFS Portal features and functionality
Viewing a student’s Profile

Profile statuses

Completing forms

Accessing funding reports.

The screen shots used in this guide are taken from the Test System. Records in the Test
System do not contain any actual student information. Consequently, the information you see
in this guide may differ somewhat from the presentation in a real student profile.

You may also wish to view video demonstrations of the following features:

Topic Link

Create and manage AU accounts https://vimeo.com/836024262/2868b39009
Search in and sort a profile list https://vimeo.com/836024375/018ea618ba
Filter a profile list https://vimeo.com/836024339/a64cbe129d
View a profile https://vimeo.com/836024424/c62fa38a1b
Complete a form https://vimeo.com/847200557/bb696¢c2194

Download the Profile Report and School https://vimeo.com/866169605/d6a48f3791
Resource Notification
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Quick start guide

DIFS creates a Main Authorised User (MAU) account for each school principal. The school
principal can create accounts on behalf of staff — known as Authorised User (AU) accounts.

Step 1: Activate your MAU account

MAU accounts are created by DIFS. Principals receive an email inviting them to activate their
account. Click on the activation link and log in to the DIFS Portal using your education email
address and password. You will be prompted to set up 2-factor authentication on another device.

Once the account is activated, MAUs will be able to log in via https://www.difs.com.au/login.

Account activation email

From: Microsoft Invitations on behalf of Disability Inclusion Facilitator Service <invites@microsoft.com>
Sent: Tuesday, March 28, 2023 11:44 AM

To: test3difsuser <test3difsuser@ahaconsulting.com.au>

Subject: Disability Inclusion Facilitator Service invited you to access applications within their organization

© Please only act on this email if you trust the organization represented below. In rare cases, individuals may
receive fraudulent invitations from bad actors posing as legitimate companies. If you were not expecting this
invitation, proceed with caution.

Organization: Disability Inclusion Facilitator Service
Domain: ahadifs.onmicrosoft.com

Message from
Disability Inclusion Facilitator Service:

(4

Welcome to the DIFS portal Test3 Difsuser. This

is a follow up Invite Informing you that your , ,
account is active on the Disabilty Inclusion

Facilitator Service.

If you accept this invitation, you'll be sent to https://www.difs.com.au/login.

Accept invitation

Step 2: Create AU account(s) for staff

The Main Authorised User (the Principal) will need to log in to the DIFS Portal by visiting
https://www.difs.com.au/login to create other user accounts. Once logged in, navigate to the
‘Schools’ page. In the Authorised User Management section, click ‘edit’ and enter the name and
email address of the user you wish to create an Authorised User (AU) account for. Once all details
have been entered, click ‘Save’. You may create as many AU accounts as you require.
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Step 3: Activate the AU account/s

The newly created AU will receive an activation email. The staff member must click on the activation
link and log in to the DIFS Portal using their education email address and password. Staff will be
prompted to set up 2-factor authentication on another device.

They will then be able to log in to the DIFS Portal by visiting https://www.difs.com.au/login.

DIFS Portal for schools: https://www.difs.com.au/login

Please note: Profile requests must be registered via https://www.difs.com.au
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User accounts

The following sections outline the standard features and functionality of user accounts within the
DIFS Portal.

Types of user accounts
There are 2 types of user accounts on the DIFS Portal:

¢ Main Authorised Users (MAU) — the school Principal and main individual with ability to create
and remove authorised user accounts associated with their school.

¢ Authorised Users (AU) — school staff involved in the profile process at a school.

Each school will have one MAU and may have one or more AUs. The diagram below illustrates the
structure of user accounts on the DIFS Portal.

Structure of user accounts

School record

May create / remove new
Main Authorised User
Authorised % accounts, action profiles
User and view funding

information

Y Y

May action Authorised
profiles and User 1 Authorised
view User 2
funding 1 : Funding :
nformation | x |
L ]

Obtaining access to the DIFS Portal - MAU

MAU accounts are created by DIFS on behalf of school principals. New principals receive an email
instructing them to ‘activate’ their MAU account. This requires clicking on a link and logging in using
their education email address and password. All account holders will be prompted to set up 2-factor
authentication.

Once logged in, account activation will be complete, and the MAU will be able to create AU
accounts linked to their school.

7 | Department of Education



Account activation email

From: Microsoft Invitations on behalf of Disability Inclusion Facilitator Service <invites@microsoft.com>
Sent: Tuesday, March 28, 2023 11:44 AM
To: test3difsuser <test3difsuser@ahaconsulting.com.au>

Subject: Disability Inclusion Facilitator Service invited you to access applications within their organization

© Please only act on this email if you trust the organization represented below. In rare cases, individuals may
receive fraudulent invitations from bad actors posing as legitimate companies. If you were not expecting this
invitation, proceed with caution.

Organization: Disability Inclusion Facilitator Service
Domain: ahadifs.onmicrosoft.com

Message from
Disability Inclusion Facilitator Service:

(4

Welcome to the DIFS portal Test3 Difsuser. This

is a follow up Invite Informing you that your ’ ,
account is active on the Disabilty Inclusion

Facilitator Service.

If you accept this invitation, you'll be sent to https://www.difs.com.au/login.

| Accept invitation

If your school needs their MAU account transferred to another person, or needs a new MAU
account created for an incoming principal, please have the new principal email
contact@difs.com.au with the full name and email address of the required MAU.

Obtaining access to the DIFS Portal — AU

AU accounts are created by a school’'s MAU. When a MAU first creates an AU account an email will
be automatically sent to the specified AU instructing them to ‘activate’ their AU account. This
requires clicking on a link and logging in using their education email address and password.

All account holders will be prompted to set up 2-factor authentication. Once logged in, the AU will
be able to view and action the school’s profiles.
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Creating an AU account
To create a new AU account, click on the ‘Schools’ button at the top of the screen.

‘Schools’ button

\)
Profiles Profiles Requiring Action Completed Profiles Schools
Scroll to the ‘Authorised User Management’ component and click ‘edit’.
Authorised User Management component
Authorised User Management | Ved Editl

Q

Select ‘Authorised user’ in the drop down box, then enter the user details as specified below.

Authorised User Management component — add a new AU

Authorised User Management. © Back

Authorised User Managment

‘ User Role Type
School

‘ Scheol Authorisation Level

() Bypass @educationvicgov.au - QA only

‘ Email

| |

First Name

|
| |
|
|
|

Surname

Invitation Status

To send the account activation email, click the ‘Save’ button. The new user will receive an account
activation email with a link to verify their details. When clicked, the new user will need to log in using
their education email address and password.
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Managing AU accounts

An MAU may add, modify, or revoke access for existing AU accounts. Account management can be
completed on the ‘Schools’ page referred to above. Click on the ‘View details’ button of the account

you would like to edit.

Authorised User Management component

Authorised User Management

£ Edit

Q

First Name Surname School Authorisation Level

Invitation Status Actions

Manoji1 De Silva Authorised User

Completed View Details

To deactivate a user, switch their School Authorisation Level to ‘Deactivated’.

Authorised User Management component — edit an AU

Authorised User Management

Authorised User Managment
| User Role Type
School

| School Authorisation Level

Deactivated

To provide access to funding reports for Authorised Users (recommended for school leadership and

business managers):

e Main Authorised Users can navigate to the ‘Schools’ page referred to above.

o Click on the ‘View details’ button of the account you would like to edit.

o Select/Check the box ‘User May View Funding Details’.

Authorised User Managment

User Role Type

School

School Authorisation Level

‘ Authorised User

Checking this box will allow this user to view your school's funding reports. It'

D User May View Funding Details

10 | Department of Education
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DIFS Portal features and functionality

The following sections outline the standard features and functionality of the DIFS Portal.
Sections include:

e Main menu

o Navigation bar

¢ Managing lists of records.

Main menu

When you first log in to the DIFS Portal the system will display the News & Updates page by
default. You can use the Main Menu to navigate to different views, including information about the
profiles linked to your school, your school’s details, and user accounts linked to your school.

The DIFS Portal Main Menu contains 4 options for school users:

News & Updates: Timely guidance and notifications.

Profiles: A list of all profiles linked to your school.

Profiles Requiring Action: A list of all profiles that require some form of action by you.
Completed Profiles: A list of all profiles that have been completed.

Schools: Details associated with the school, including user accounts, and the school-wide
adjustments form.

Withdrawn Profiles: A list of withdrawn profiles.

7. Funding: View and download a report relating to student-level funding information.

abrowN=

o

The option that is currently displayed is shown with a purple arrow and darker background.

Main menu options

\J
News & Updates Profiles Profiles Requiring Action Completed Profiles Schools Withdrawn Profiles Funding

Navigation bar

There is a navigation bar on the left-hand side of the screen. Where a screen contains multiple
sections, the navigation bar will allow you to move directly to certain sections of the screen without
having to scroll up or down the page. The available options are context-specific to each screen.

Click on an option to move to that section. The example below is taken from the Profile screen.
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Contextual navigation menu

Disability Inclusion
Facilitator Service Portal

Admin Profile For - At School - Reference id - 221021083903

Type of Profile

Assign Profile Status Type of Profile

Schedule Meeting Date

Dual Enrolment
Profile Type

Student and SSG
Information

[

Select the type of Profile that applies. Types of Profile are:

* Practice Session — a Profile that is conducted to give all participants an opportunity to see how the process works and receive an indication as to whet!
* First Profile — the first profile that has been done for a student

Student Information » Subsequent Profile — completed within 2 — 5 years after the previous Profile

= Early Subsequent Profile — completed within 24 months after the previous Profile

Student Information -

Printed
| Type of Profile
Student Information - Not

Printed First Profile

Profile Request

Screening Questions

Assign Profile Status

Profile Request Screening
Questions

If you are at the bottom of the screen and want to return to the top, but don’t want to use the mouse
to scroll; click on the up arrow (@) in the bottom right-hand side of the screen.

Up arrow to navigate to top of page \

Completed Profiles \

N

(A)

Profile lists

Pages in the DIFS Portal will primarily display profile lists. A profile lists sorts profile records in a
table format, providing quick access to relevant information to a user. Profile lists contain the
following information:

o Reference ID — The unique identification number for the record.

e Surname — The student’s surname.

o First name — The student’s first name.

o Date of birth — The student’s date of birth.

e Scheduled meeting date — The scheduled meeting date (if scheduled).

e Status — The status of the profile.

o Status modified — The date and time in which the status of the profile was last updated.

¢ Actions — the View Details button.
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Profile list

a
Reference ID Surname First Name Date of Birth Scheduled Meeting Date Status Status Modified Actions
21222005487 Achield Ben 10/10/2010 09/06/2023 View Details
221020045026 Baker Samuel ovo1/2015 Sereening - response 09/06/2023 View Details
required
220811235037 Achield Ben 01012015 itional 05/06/2023 View Details
First [ 1] Last Show ‘ % - ‘ entries Total number of entries: 3

Manage lists of records: search, sort and view
Search for a record in a list of profiles

To find a particular profile, enter at least one letter in the Search field on the left-hand side, above
the list.

The more letters you enter, the more accurate the search results will be. The letters do not
have to be the start of the name for which you are searching. The system will find all records
that contain the letter combination you enter. If no matching records are found, the system will
display ‘No entries found'.

You don’t need to click on the search symbol (Q) after completing the field.

The following example shows a search conducted in the Profiles list. You can see that the DIFS
Portal has returned a list of profiles where a student name matches the letters entered in the
Search field — in this case, the name ‘Maria’.

Search box for lists

Maria Q ¥ Filter Options
Reference D Surname First Name Date of Birth Scheduled Meeting Date Status Status Modified Actions
221024030439 Cook Maria ovonz015 08/01/2023 profile finalisation - Profile 05/06/2023 View Details

Report available

First [ 1] Last Show ‘23 v| entries Total number of entries:1
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There is an orange bar at the bottom of every list which allows you to perform the following actions:

1. Move between pages by clicking on either of the arrows from the first to the last page (or vice
versa) or click on the number of the page that you'd like to view.

2. Enter the number of the page that you’d like to open.

3. Change the number of records shown on each page of the list by clicking on the down () arrow
and selecting either 10, 25 (default view), or 50.

4. View the total number of records in the list.

Navigation bar at bottom of lists

First n E Last Go to Page: Show ‘ 2% v ‘ entries Total number of entries: 178

Sort the records in the list

Records can be sorted by each column in the table (except the Actions column). To sort by a
specific column, click its heading.

Note: You can only sort by a single column at a time.

Sorting defaults to:

o Column type: Text
o Firstclick:A-Z
o Second / subsequent click: Z — A.
e Column type: Date
o First click: oldest to most recent
o Second / subsequent click: most recent to oldest.

The list in the example below is sorted by most recent scheduled meeting date.

Click on column headings to sort lists

Y Filter Options.

Reference [} Surname First Name Date of Birth Scheduled Meeting Date v Status Status Modified Actions

230605012331 Murray Sam 0110/2010 18/06/2023 profile finalisation - Profile 05/06/2023 View Details

Report available

221024030439 Cook Maria 01/01/2015 08/01/2023 profile finalisation - Prefile 05/06/2023 View Details
Report available

220600014225 Smith Zoe 03/01/2015 08/11/2022 profile finalisation - in 09/06/2022 View Details

progress
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Open (view) a record from a list

When you have searched for and found the record that you wish to view, click on the View Details
link in the Actions column on the right to open the record. The system will display the record.

You can right-click on the View Details link and choose to open the link in a new tab or screen.

You may open records in a new tab or screen

[Ny ]

Open link in new tab
Cpen link in new window

Open link in private window

Cpen link in workspace ¥

1 Copy link address
Save linked content as...

Add link to bookmarks
Inspect element Ctrl+Shift+C

Send link to My Flow
Send Link to Pinboards
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View a student’s Profile

Profile overview

This section outlines the type of information and specific design features that you can expect to see
when viewing a student’s profile.

Profile banner

Every profile has a green banner displayed at the top of the screen. This banner is always visible,
and shows the student’s name, their school, and the reference ID. The reference ID is a unique
number assigned to each profile.

Profile banner (standard)

Profile For - James Brown, At School - MD Test primary school Reference id - 221028055717 !

Where an appeal has been received, the banner will include an additional description.

Appeal Received will display at the front of the banner for those profiles for which an appeal has
been received.

Profile banner (appeal received)

Appeal Received Profile For - Utimate Legend, At School - Goodenough Academy of Excellence Reference id - 220124044745

Appeal will display at the front of the banner of the profile created to manage the appeal and record
the outcomes.

Profile banner (appeal record)

Appeal Profile For - Ultimate Legend, At School - Goodenough Academy of Excellence Reference id - 21028033415
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Understanding the profile display

Where the profile displays just a section heading, it means that no information has been recorded
for that section. For example:

o A student who is enrolled at a single school will not have any information recorded in the
Dual Enrolment section.

¢ The Scheduled Meeting Date section will only be visible once a profile meeting has been
assigned a meeting date and time.

¢ The Student Information is always displayed because the name and date of birth of the
student must be provided for a profile request to be created in the system.

The following screen shows that the Dual Enrolment and Scheduled Meeting Date sections have
not been completed, while the Student Information section has:

Profile display

Appeal Profile For - Ultimate Legend, At School - Goodenough Academy of Excellence Reference id - 221028033415 ‘

Scheduled Meeting Date ‘

Dual Enrolment ‘

Student Information E] ‘

Student Information

Surname

Legend

First Name

Ultimate

| Middle Name

Date of Birth

01/01/2010 B
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What information will | see in a profile?

The following describes the information held in each section of the student profile.

Type of Profile

The type of profile the record relates to — for example a practice session or a student’s first profile.

Type of profile

Type of Profile

Profile Type

Select the type of Profile that applies. Types of Profile are:

* Practice Session — a Profile that is conducted to give all participants an opportunity to see how the process works
s First Profile — the first profile that has been done for a student

* Subsequent Profile — completed within 2 - 5 years after the previous Profile

* Early Subsequent Profile — completed within 24 months after the previous Profile

Type of Profile

First Profile

Profile status
The status and status description of the profile (discussed on page 23).

Profile status

Assign Profile Status

‘ Assign Profile Status

Profile finalisation

‘ Assign Status Description

Profile Report available
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Scheduled Meeting Date
The date and time the meeting has been scheduled to occur.

Scheduled meeting date

Scheduled Meeting Date

Scheduled Meeting Date

30/12/2022

Scheduled Meeting Time

10:00 AM

Dual Enrolment

Where a student is enrolled at 2 schools, details are recorded here, including the time spent at each
school. The school which registered the profile request is the ‘Principal school’.

Student Information

Displays information such as name and date of birth. The light purple shading of the section’s
header and print icon means that this information will be included in the finalised profile report.

Student information

Student Information @

Student Information

Surname

Cook

First Name

Max

‘ Middle Name

Joe

Date of Birth

01/10/2010

Student Information - Printed

Additional information about the student which is specific to them at the time of undertaking the
profile and will be printed on the profile report. Information includes: the student’s preferred name,
gender, Year/Grade level, CASES21 ID, School, and the school contact in relation to the profile.
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Student Information — Not Printed

Some information about the student is not printed in the profile report, and this information is held in
a separate section of the profile record. Information includes: the student’'s PSDMS ID, how they
identify (Koorie/Aboriginal and/or Torres Strait Island, LGBTIQ+, English as a second language
etc.), and school contact details (as they relate to the profile).

Profile request screening questions

The screening questions completed as part of profile screening.
SSG attendees

Attendees for the profile meeting.

Curriculum

Curriculum information and factors that may have an impact on the student’s achievement,
engagement and/or wellbeing.

NCCD
NCCD data submitted in the Profile Information Form.
Diagnoses and Assistive supports

Diagnosis information and assistive supports.
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Supporting Information

This section contains all supporting information uploaded by the school to the profile record. You
will be able to see the file number, name and size, the user who uploaded the file, and the date and
time it was uploaded. You may also download the file. Click on the download all button to

download all files in one zipped folder.

Evidence upload fields

S File(s) Uploaded

xl/ Download All

External User

External User

External User

External User

1 226.39 KB
2 286.61KB
3 404.22 KB
4 142.56 KB
S 529.25 KB

External User

i Download

J/ Download

i Download

i Download

i Download

Type of Evidence

Profile Supporting Information

Using consistent file naming conventions will make it easier for facilitators and schools to
identify relevant supporting information. We strongly recommend naming files in a consistent
and descriptive manner.
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Completed Profiles

When the profile has been finalised, the profile report and School Resource Notification (SRN) will
be available in this section. You can view and download the finalised profile report and SRN at any
time.

If there are no documents here, the profile has most likely not yet been finalised. An email
notification will be sent to the school key contact/AU when the profile report and SRN are available.

Completed profile fields

Completed Profiles

Completed Profile Upload

‘ Profile Report

1 File(s) Uploaded

‘ 1 ‘ Disability Inclusion.pdf ‘ 493 MB ‘ Manoji.DeSilva@aohacensulting.com.au 3110/202212:3110 PM J, Download

‘ School Resource Notification

1 File(s) Uploaded

‘ 1 ‘ testExcelFile.xl|sx ‘ 8.54 KB ‘ Manoji.DeSilva@ahaconsulting.com.au 3110/202212:3114 PM \L Downlood

‘ Description

test

Please note: When students change school, their profile record does not transfer to the new
school. Any future school the student attends must be provided with a copy of the profile
report and SRN.
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DIFS Portal profile status descriptions

The following tables provide details for each profile status. A profile status is comprised of 2 fields:
o Status — the high-level indication of where a profile has progressed to in the profile process.

¢ Status description — additional information about the status of the profile. For example, whether
school action is required.

Statuses assigned following registration of the profile request

Status Status description Detail

Profile Request Submitted The profile has been registered by the school and
DIFS has created the record on the DIFS Portal.
This status means a school’s profile request is
considered registered for the purposes of
determining funding start dates (if eligible).
(There are separate requirements for
completing the profile request.)

Profile Request Withdrawn The school has withdrawn the profile

Profile Request On hold The school has placed the profile on hold until
further notice
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Statuses assigned following request approval

Status Status description Detail
Supporting Response required DIFS has requested completion of
Information screening questions, the Profile

Information Form (PIF) and supply of
supporting information for the profile

meeting
Supporting Response being reviewed DIFS is reviewing the screening questions,
Information PIF and supporting information
Supporting Additional information required DIFS has requested additional information
Information related to the screening questions, PIF

and/or supporting information

Profile meeting Request approved, awaiting DIFS has approved the complete profile
scheduling request and the profile has entered the
scheduling queue. This status means a
school’s profile request is considered
complete for the purposes of determining
tier 3 funding start dates (if eligible)

Profile meeting Scheduled DIFS has scheduled the meeting
Supporting Additional information being provided DIFS has enabled upload of additional
Information supporting information fewer than 2 days

prior to the profile meeting date

Profile meeting Cancelled, awaiting re-scheduling The profile meeting was cancelled and has
re-entered the scheduling queue

Profile meeting Request withdrawn The school has withdrawn the profile

Profile meeting Request on hold The school has placed the profile on hold
until further notice
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Statuses assigned following the profile meeting

Status Status description Detail
Profile finalisation In progress The facilitator is finalising the profile
Profile finalisation Additional supporting The facilitator has requested additional
information required information from the school
Profile finalisation Additional supporting The school has uploaded the requested
information received additional information
Profile finalisation Profile Report available The profile report and SRN has been uploaded
to the profile record and may be downloaded by
the school
Profile outcome Received The school has submitted a complete appeal for
appeal the profile
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Funding start dates

To determine funding start date (if eligible), the department uses the dates at which a school:
o Reqisters the profile through the Profile registration form
e Completes the profile request (CPR).

The timing of these steps determine the funding start date for eligible profiles. For further
information, see Disability Inclusion - Tier 3 Funding Start Date Overview.
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Complete profile request

From 2026, to streamline the process, previously separate steps have been combined into a new
page in the DIFS portal, called Complete Profile Request.

This page combines screening questions, further profile information (over and above what was
provided in the registration step of the process), and supporting information.

Navigate to the Profiles Requiring Action page

Navigate to the Profiles Requiring Action page by selecting the button at the top of your screen.
This page only displays profile records where DIFS has requested the school:

e respond to screening questions.
o complete the PIF and upload supporting information.

¢ upload additional information following the profile meeting.

Navigate to the Profiles Requiring Action page

Y
Profiles Profiles Requiring Action Completed Profiles Schools

Open the profile record requiring action

Open the profile record that requires action by clicking the ‘View Details’ button. At the top of the
profile record a notification will display stating a form is ready for completion. To open the relevant
form, click on the ‘Open Form’ button. The form will always open in a new window.

Open the profile record requiring action

Reference ID Surname First Name Date of Birth Scheduled Meeting Date Status Status Modified Actions

221222005437 Acfield Ben 10/10/2010 Profile finalisation - 09/06/2023 | View Details |
additional supporting
information
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Open the form

Profile Form Completion

Click on the Open Form button to open the form that you need to complete. The form will open in a new tab in this browser.
You may save and return to the form as many times as required.

When you submit the form, the Student’s Profile will be populated with the information and documents that you have uploaded. You will be able to view all information provided in the Student
Profile.

Please note that once submitted the form will no longer be available for any further updates. If you wish to make any changes after submission, please contact the Disability Inclusion Facilitator
Service on 1800 951 430 or email contact@difs.com.au

Complete Profile Request

Complete the required form

Complete required fields of the form (screening questions, Profile Information Form) and upload
relevant supporting information. Schools are encouraged to submit all supporting information
before the profile meeting.

Save progress and return to form later or submit form

At the end of every form will be 2 buttons — ‘Save’ and ‘Submit’.

Save and Submit buttons

The save button will save all data entered and enable you to return to the form later.

The submit button will submit the form to DIFS, indicating it is complete and ready to be
reviewed.

Note: If you accidentally submit a form, please notify DIFS at contact@difs.com.au and our
team will re-open the form for you.
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Uploading additional supporting information
prior to the profile meeting

This section provides information on uploading additional supporting information prior to a profile
meeting.

You are encouraged to upload supporting information at the same time as when you provide
additional profile information and respond to the screening requirements. This helps our facilitators
prepare for and run an efficient meeting. However, you may continue to upload additional
supporting information up to 7 days prior to the scheduled meeting date.

Navigate to the profile record

Search for the profile record you would like to upload supporting information to. Open the profile
record.

Open the form to upload additional supporting information

Open the profile record that requires action. At the top of the profile record a notification will display
stating a form is open. Prior to your scheduled meeting the form name will be ‘Meeting Attendees
and Supporting Information’. This form may be opened and amended up to 7 days prior to the
scheduled profile meeting.

Click on the ‘Open Form’ button. The form will always open in a new window.

Open the profile record requiring action

Profile Form Completion

Click on the Open Form button to open the form that you need to complete. The form will open in @ new tab in this browser.
You may save and return to the form as many times as required.

be populated with the information and documents that you have uplooded. You will be able to view oll information provided in the Student Profile.

When you submit the form, the Student’s Profile
Meeting attendees details and additional supporting information may be uploaded up to 2 days prior to the scheduled meeting date.

Supporting information uploaded within 7 days of a profile meeting date may not be read by the facilitator.

Meeting Attendees and Supporting Information Open Form |
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Submit the form

Once your desired files have been uploaded you may save the form and return to complete it later
or submit the form. If the scheduled meeting date is further than 7 days away the form will remain
open even after submitting the supporting information.

Note: The form will remain open and available to you until 7 days prior to the scheduled
meeting date.

School-wide adjustment form

The school-wide adjustment (SWA) form was previously available on PAL, but is now hosted in the
‘Schools’ section of the DIFS Portal.

By filling in or updating this form, you can provide information about any adjustments (supports,
strategies, interventions, modifications) in place within the school that are not specific to any one
student.

The school-wide adjustment form is automatically available to the facilitator assigned to of the
school’s upcoming profile meetings, and can be referred to in the profile meeting.
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Accessing funding reports

This section outlines how users can navigate to the funding reports and download a report relating
to student-level funding. While the MAU can always see funding information, AUs need to be
specifically approved to access funding information by the MAU (see Managing AU accounts).

The funding report provides a consolidated view of student-level disability funding under the
Disability Inclusion reform. Information about PSD funded students is not available here and must
be downloaded through PSDMS. The report is intended to help schools with budget planning and
reconciliation.

Requirements to manage risks to student privacy

When handling the funding reports, staff are required to manage risks to student privacy. Please
consider the following guidance:

¢ All school staff are required to adopt and follow the department’s standardised Schools’ Privacy
Policy.

¢ When handling personal and health information, schools must collect, use and disclose it only
where necessary to perform their duties or where required or permitted by law.

o Reasonable steps need to be taken to ensure this document is kept secure at all times:

e When downloading or saving this document — use a permission controlled shared drive (i.e.
not your Desktop or personal drive)

¢ When storing soft or hard copies — take extra care to store it where only authorised staff can
access it and parents and students can’t

o When storing hard copies — secure sensitive material in a locked cabinet or storage area.
Consider if you need a hard copy at all.

¢ When disposing — use shredders or secure bins. De-identification of personal information
may be appropriate for some soft copy records. Contact
archives.records@education.vic.gov.au for advice.

Support available:

e For an introduction to privacy in schools, complete the Privacy for Schools eLearning module
(staff login required) which can be found in LearnED in eduPay.
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Access funding reports

1. Navigate to the ‘Funding’ page by selecting the ‘Funding’ tab at the top of your screen.

v
News & Updates Profiles Profiles Requiring Action Completed Profiles Schools Withdrawn Profiles Funding

2. Click on ‘Filter Options’

Funding

Funding Summary

Funded FTE Total

Total SRP Amount

$0.00

Student-Level Funding Information ‘

6 To view the student-level funding report, click on the 'Filter Options' button. Select the filter and then click the 'Filter Options' button again. The table will display the report matching the selected

filter.
Export Table
Q Y Filter Options

3. Select the filter and then click on the ‘Filter Options’ button again.

Student-Level Funding Information

I @ 1o view the student level funding report, click on the ‘Filters Option’ button. Select the filter and then click the Filters Option’ button again. The table will display the report matehing the selected filter.

Export Table
Q Y Filter Options

& Noentries found

Filter

| 2024 Confirmed Term1_|l o
2024 Connrmed Term 3
2024 Confirmed Terma
2024 Revised Term 2 v

f Clear All
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4. The table will display the report matching the selected filter.

Student-Level Funding Informa

| @ Toviewthe student-level funding report, click an the Filters Option* button. Select the filter and then click the 'Filters Option’ button again. The table will display the report matching the selected filter

Export Table
Q Y Fitter Options

Release  SRPCycle Release  School School School School Campus  First Last Pathway ID Disibility ~ CASES21 Year Funding  Funding  Term1 Term?2 Term3 Te

Year Date Name Area Region  Number D Name  Name D Key Level  Start End Funding  Funding  Funding  Fu

Date Date Portion Portion Portion Po

2024 Confirmed  Term1 Blackburn  Barwon NWVR 34569999 1 First Last 211008011729 LASO003 1 20221 20264 1 1 1 1
Park

2024 Confirmed  Term1 Blackburn  Barwon SWVR 96788999 2 First Last 211008011729 LASOO12 o 20231 20274 1 1 1 1
Park

2024 Confirmed  Term1 Blackburn  Barwon SWVR 9999 2 First Last 211008011729 LASOO13 o 20231 20274 1 1 1 1
Park

5. The table can be exported as an editable Excel spreadsheet by clicking on the ‘Export Table’
button.

Student-Level Funding Information |

I @ o view the student level funding report, click on the Filters Option’ button. Select the fiter and then click the ‘Filters Option” button again. The table will display the repert matching the selected filter. |

Export Table

Release  SRP Cycle Release  School School School  School Campus  First Last Pathway ID Disibility ~ CASESZ1 ~ Year  Funding  Funding  Term1 Term2 Term 3 Te

Year Date Name Area Region  Number o] Name  Name D Key Level  start End Funding  Funding  Funding R

Date Date. Portion Portion Portion e

2024 Confirmed  Term1 Blackburn  Barwon NWVR 34569999 1 First Last 211008011729 LAsO003 1 20221 20264 1 1 1 1
Park

2024 Confirmed ~ Term1 Blackburn  Barwon SWVR 96788999 2 First Last 211008011729 LAS00T2 o 20231 20274 1 1 1 1
Park

2004 Confirmed ~ Term1 Blackburn  Barwon SWVR 9999 2 First Last 21100801729 LAsO013 O 20231 20074 1 1 1 1
Park
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6. Access the report from the ‘Downloads’ pop up or Downloads folder on your computer.

Remember to delete/move this file out of Downloads and move to a secure location to protect
student privacy.

¥ Disability Inclusion X =+ - )

) https;//ase-difsapp-sandbox-australiaeast-m3403hsngbul6.azurewebsites.net/internal/fu... {5 & A ¢y S = L %R

News & Updates Profiles Profiles Requiring Action Completed Profiles Schools Withdrawn # DDW” Ioads D Q o 9 2 Logout -
& Funding Report - 28-06-2024 11_20_32.xlsx
Funding Open file
See more

Funding Summary

‘ Funded FTE Total
675

‘ Total SRP Amount

$189,83350

Student-Level Funding Information

Interpreting the reports

This report enables schools to reconcile student-level Disability Inclusion Tier 3 Funding allocations,
with the aggregate funding amount in the Student Resource Package (SRP).

Budget update/Filter Guidance

Indicative SRP Reflects information relating to funding allocations
displayed in the Indicative SRP release, typically available
to schools in September of each year.

Confirmed SRP (Term 1) Reflects information relating to funding allocations displayed
in the Confirmed SRP release, typically available to schools at
the end of Term 1.

Revised SRP (Terms 2, 3, 4) Reflects information displayed in the Revised SRP release,
typically available to schools at the end of Term 2. These
allocations may then be updated at the end of Term 3 and
Term 4. In addition, adjustments are made into the next
calendar year.

Prior Year Adjustment (PYA) Reflects information relating to profiles which have a funding
start date in the year prior to when it will appear in the SRP.
For example, a profile that has funding related to Term 3 and
4 2024, but was not finalised until early 2025.
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The table below explains the fields in the report:

Listed data field Description

Release Year This is the calendar year that the funding amount is applicable for.

SRP Cycle This is the SRP cycle associated with the funding amount. The options are
Indicative, Confirmed and Revised.

Release Date This is the date that the SRP cycle was last updated.

School Name The funded student's school name - as per CASES21 / School entity register record.

School Area The funded student's school area - as per CASES21 / School entity register record.

School Region The funded student's school region - as per CASES21 / School entity register
record.

School Number The funded student's school number - as per CASES21 / School entity register
record.

Campus ID The funded student's campus ID - as per CASES21 / School entity register record.

First Name The student's first name - as per CASES21 record.

Last Name The student's last name - as per CASES21 record.

Pathway ID The student's Profile reference ID - as per Disability Inclusion Facilitator Service
data.

Disability ID The student's PSD ID (if applicable) - as per CASES21 / PSDMS records.

CASE21 Key The student's CASES21 Key/ID - as per CASES21 records.
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Year Level The student's student year level for the applicable release year - as per CASES21
records.

Funding Start Date  Year and Term (YYYYT) from which the Disability Inclusion Tier 3 / Disability
Inclusion Transition funding became active.

Funding End Date Year and Term (YYYYT) at which Disability Inclusion Tier 3 Funding / Disability
Inclusion Transition funding is expected to end for the student.
Schools should consider completing a subsequent DI Profile request during this
year to ensure continuity of funding.

Term 1 Funding The student's expected or recorded enrolment time fraction in Term 1 of the

Portion release year, applicable to students with active funding during this term. This
considers the student's enrolment status, SRP eligibility, funding start date, and
funding end date.

Term 2 Funding The student’s expected or recorded enrolment time fraction in Term 2 of the

Portion release year. This is only applicable for students with active funding during this
term. The funded FTE may be updated in subsequent terms if there are enrolment
time fraction changes.

Term 3 Funding The student’s expected or recorded enrolment time fraction in Term 3 of the

Portion release year. This is only applicable for students with active funding during this
term. The funded FTE may be updated in subsequent terms if there are enrolment
time fraction changes.

Term 4 Funding The student’s expected or recorded enrolment time fraction in Term 4 of the

Portion release year. This is only applicable for students with active funding during this
term. The funded FTE may be updated in subsequent terms if there are enrolment
time fraction changes.

Funded FTE The total funded FTE in the filtered Release Year / SRP cycle option. This is
calculated based on:
(0.25 x Term 1 Funding Portion) + (0.25 x Term 2 Funding Portion) + (0.25 x Term 3
Funding Portion) + (0.25 x Term 4 Funding Portion).
The funded FTE may be updated in subsequent terms if there are enrolment time
fraction changes.

Funding Source The line in the SRP that this allocation relates to. This may be Disability Inclusion
Transition Funding or Disability Inclusion Tier 3 Funding.

Student Rate The funded student's eligible per annum Disability Inclusion Tier 3 funding or
Disability Inclusion Transition funding rate, indexed to the release year. This
information is indicated in the School Resource Notification or is based on a
student's last active PSD funding.

SRP Amount The Disability Inclusion Tier 3 or Disability Inclusion Transition Funding SRP
allocation in relation to the student, which accounts for the terms funded and the
student’s enrolment time fraction and funding start date.
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Support available
If you have any questions about your school’s report, please contact:

disability.inclusion.outcomes@education.vic.gov.au
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