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Portal user guide — Apply for a new
client voucher

Eligible program clients can only access services once they have an active voucher. If their
voucher has expired, they will require a new voucher before they can receive further

services.

Access

What access do | need?
SP Site or SP Claims

What else do | need?

Consent from the client to apply to the Hearing Services Program on their behalf. You can
obtain a signed program application form from the client or read the privacy and consent
information contained on the portal application form to the client and affirm their verbal

consent.

Applying for a new client

Note - a voucher must be issued prior to any services being provided to the client.

Step 1

Ensure that you have checked with the client to find out whether they have previously been
issued with a voucher. Do not initiate a new application for the client until you have searched

for them in the portal using any eligibility types relevant for the client.

Log into the portal and click [N N Rio B e 1L.
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# Home

Apply for Program

Find a client or applicant

Step 2

Select the client eligibility type and enter their eligibility number, first name, last name, date of
birth and gender before clicking [#aI Q=T [Ie]1[13% (At this point you will be told if the client is
eligible for the program).

Check your eligibility
* mandatory fields

Check a person's eligibility for the Hearing Services

Program
Eligibility Type® Centrelink Pensioner Concession Card (PC ~
Eligibility number” Centrelink, DVA, ADF, JSID number
Title Please Select ~
Given Name™ Please enter given name
Middle Name Please enter middle name

Family Name” Please enter family name

Date of Birth* Day ~ || Month v || 1952 ~

Gender” Please Select ~

Step 3

Enter the client’s address, contact number, tick the relevant boxes to the questions asked if

applicable.
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How do we contact the applicant?
Address 17
Address 2
Suburb®

State™ Please Select v

Postcode™

Step 4

Tick the appropriate box for correspondence, ensuring you obtain the client’s email address if

they would prefer to be contacted by email.

Ask the client if they would like to receive an information pack and click @ if applicable.

Step 5

Before you submit the application, please review the details provided. If you need to amend
anything, click [EETe% and amend the details.

Step 6

Check the certification box

[8d[l¢ 4dConfirm Details}]

| certify | have entered the information as provided by the client.

Confirm Details Cancel

Step 7

Review the client’s information. If all the details are correct click el =W T ol [lez1ile]y|. If you
need to amend anything, click EEIS4 on the page below, amend the details.
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Confirm your details

Applicant Details:
Centrelink Pensioner Concession Card (PCC): NS

Date of Birth: { P

Gender: GG

Contact Details
Residential Address

T
T
If you require any assistance please email hearing@health.gov.au or call 1800 500 726.

Process Application Back Cancel

A message will appear at the top of the page advising you of one of the following

e The Application has been successful. A voucher will be generated

e Pending Application Saved. The system is unable to process it currently. When the

system becomes available, we will process the application on your behalf.

Step 8

Ensure the client is linked to your site.
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https://www.health.gov.au/resources/publications/hearing-services-program-portal-user-guide-search-link-and-transfer-clients
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