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A request for service is often submitted through PRODA by NDIA for headway to 

become the Support Coordinator or renew support coordination of a current client.  

- Open PRODA 

- Log in with credentials 

- Click on the box Request for Service 

- If there is anything requiring attention, the purple banner will show with a 

number (as below) 

 

This screen will now show 

 

If the client is current follow the steps below 

- Click request ID 

- Click “request for service form” 
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This will open the request for service details.  

- Call nominee/client and obtain consent to continue services 

- Click drop down box and select accept 

- Open file again to save as a PDF doc 

- Click view whole RFS  

- Right click on the screen and select Print 

 

- Make sure destination is “Save as PDF’ 

- Click save 

- Save to DOCS – IN PROGRESS 

M:\6. Plan Management Team\Plan Management DOCS - IN PROGRESS\Plan 

Management DOCS - IN PROGRESS 

- Click Save 

Now follow the adding client funding procedure  

If also plan managed – Follow adding plan management funding.  


