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1 Background and overview of the Service and
Support Portal

1.1 Purpose of the Guide

The My Aged Care Service and Support Portal User Guide — Part One (User Guide) outlines how
Commonwealth-funded service providers (providers) set up and maintain the My Aged Care
Service and Support Portal (Portal) for your organisation.

The User Guide is split into two parts as follows:

e Part One (this document) provides an overview of the Portal and describes the functions an
Administrator can perform.

e Part Two provides an overview of the Portal and describes the functions that a Team Leader
or Staff Member can perform.

This guide does not cover:

e Detailed instructions on how to set up organisations in the Relationship Authorisation
Manager, which can be found on the RAM website.

e Detailed instructions on how portal users obtain a myID (which can be found in the user
guide Logging in to the Aged Care Systems.

I This symbol is used to highlight important information.

1.2 Introduction to using the Service and Support Portal
The Service and Support Portal is used to:

e Manage information about the services you provide.

e Manage referrals for service(s) issued by My Aged Care contact centre staff or aged care
needs assessors (assessors) by accepting, rejecting, or placing on a waitlist.

e Update client records with information about services being delivered.
e Request that an assessor undertakes a Support Plan Review for a client.

e Report Serious Incident Response Scheme (SIRS) Priority 1 and Priority 2 incidents in
residential aged care.

e Generate reports.

e Report on COVID-19 outbreaks, order Personal Protective Equipment, and manage COVID-
19 vaccination data.

e Manage residential client classifications, reassessments, reconsiderations, and palliative
care administration.

e Apply to have claims to deliver specialised care to diverse needs groups verified.

1.3 Service and Support Portal Access

To access the Service and Support portal, each staff member must have a My Aged Care portal
user account linked to a supported third-party authentication service.

For more information regarding setting up users and logging into the system please refer to
Logqing in to the Aged Care Systems.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799



http://www.myagedcare.gov.au/
https://info.authorisationmanager.gov.au/
https://www.health.gov.au/resources/publications/logging-in-to-the-aged-care-systems
https://www.health.gov.au/resources/publications/logging-in-to-the-aged-care-systems

1.4 Staff roles in the Service and Support Portal

The person nominated as the Organisation Administrator needs to be the first person from your
organisation to log in to the Portal. Refer to Logging in to the Aged Care Systems for more
information.

The Organisation Administrator will be responsible for assigning roles to other staff; this can
include assigning other staff the administrator role to help set up and maintain information about
your organisation in the Portal. Roles should be assigned in accordance with the duties the
person performs within your organisation.

I if you are assigned more than one role, this access will apply across all outlets you have been
granted access to in the Service and Support Portal.

The tables on the following page outline the functions for each role within the Portal.

It includes both client focused and organisation focused tasks.

Organisation Outlet Team Staff

et Seersaes o) AUnelens Administrator Administrator Leader Member

Search for a client record v v
(for referred clients)

View client records v v
(for referred clients)

View referrals v v
Accept, reject and revoke referrals v

View tasks and notifications 4 v v v
Manage organisation preferences v

for tasks and notifications

Manage outlet preferences for v v
tasks and notifications

View My Aged Care interactions v v v v
Add client service information v v
Transfer clients between services v

Submit notifications under the v v v v

Serious Incident Response Scheme

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Organisation Focussed Key Functions Organisation  Outlet

Administrator Administrator

Request change to contractual information v v
Add outlets v

Manage outlets: edit, activate, deactivate, remove v v
Manage services: add, edit, activate, transfer v v
(Organisation Administrators only) or deactivate

Manage staff (organisation level): add, edit, deactivate, remove v

Manage staff (outlet level): add, edit, deactivate, remove v v
Enter COVID-19 staff vaccination details v 4
Add, edit and delete IPC Lead contacts v 4

1.4.1 Homepage views by role type
1.4.1.1 Administrator homepage

Administrators at an Organisation level can view and manage information for the entire
organisation in the Service and Support Portal. Administrators for one or more outlet(s) in the
organisation (Outlet level) will only be able to view and manage information for the outlet(s) they
have been assigned.

If you log in to the Service and Support Portal as an Administrator, you will see Tasks and

notifications, My Aged Care interactions, Reports and Documents, Outlet administration,
SIRS Notice, Government Provider Management System and Staff administration tiles on

your homepage.

Welcome Curlis from Aussie Aged Care

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm

Service and Support Portal Logout

Welcome Curtis

Tasks and notifications

&)

‘Govemment Provider Management System SIRS Notice

1.4.1.2 Team Leader homepage

People assigned the Team Leader role in the Service and Support Portal have the same
functions as the Staff Member role but are also responsible for managing referrals for service(s).

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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If you log in to the Service and Support Portal as a Team Leader, you will see Service referrals,
Find a client, Tasks and notifications, My Aged Care interactions, Reports and Documents,
Retrieve a referral code, SIRS Notice, and Government Provider Management System tiles
on your homepage.

1800 836 799  Mon-Fri Bam - 8pm Sat 10am - 2pm Welcome Charles from Aussie Aged Care

Sertvice and Support Portal

Welcome Charles

Govermnment Provider Managoment Sysiesn

The Serious Incident Report tile will display on your homepage if you had access to the Service
and Support Portal as of 1 April 2021 for Residential Aged Care. If you do not have access to the
tile, your Administrator for Service and Support Portal will need to add the SIRS role to your staff
profile.

For information on how to add the serious incident report tile for staff members please refer to the
guide on How to use the Serious Incident Response Scheme Portal.

1.4.1.3 Staff Member homepage

People assigned the Staff Member role in the Service and Support Portal are responsible for
adding and updating client service information in the client record.

If you log in to the Service and Support Portal as a Staff Member, you will see Service referrals,
Find a client, Review requests, Tasks and notifications, My Aged Care interactions,
Government Provider Management System and Reports and documents.

The Serious Incident Report tile will display on your homepage if you had access to the Service
and Support Portal as of 1 April 2021 for residential aged care service providers. If you do not
have access to the tile, your Administrator for the Portal will need to add the SIRS Notice role to
your staff profile.

For information on how to add the SIRS Notice tile for staff members please refer to the guide on:

e How to access and use the Service and Support Portal for Serious Incident Response
Scheme — Residential Aged Care services

e How to access and use the Service and Support Portal for Serious Incident Response
Scheme (SIRS) - In-Home Care

If you have been assigned the SIRS role by your Organisation Administrator, you will then see a
SIRS Notice tile.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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1.4.1.4 Homepage for users assighed multiple roles

If you log in to the Service and Support Portal as a user with Administrator, Team Leader and/or
Staff Member roles, you will see the functions for all your roles on the homepage.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Annie from Aged Care Inc - Outlet 1

Service and Support Portal Logout

Welcome Annie

2

Find a client Review requests

0101_

Service referrals S Retrieve a referral code

My Aged Care interactions Reports and documents Outlet administration

Staff administration

2 The Administrator Role

Service information is publicly displayed in the My Aged Care service finder (service finder) on
the My Aged Care website.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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®

My Aged Care contact centre staff and assessors use this service information to send referrals.
Potential My Aged Care recipients and their support network use this service information to
research and access services.

It is the Administrator’s responsibility to set up and maintain this information to ensure accurate
referrals.

2.1 Creating service delivery outlets

Administrators will need to set up at least one outlet in the Service and Support Portal before they
can add their organisations service information such as service items and service sub-types.
Administrators can choose how to set up service(s) in the Portal: either all under one outlet or
under multiple outlets

Each outlet that you set up can have a different staff, service information, locations and contact
details recorded.

Refer to the user guide on Create service delivery outlets and add service information for further
information about outlets.

2.1.1 Creating or adding a new outlet

Administrators need to set up outlets in the Portal before service information can be added. When
you create an outlet, the status is set to Inactive by default. You must activate the outlet and
create service items in an outlet before it can be made operational.

1. From the Outlet administration page, select ADD NEW OUTLET.

Outlet Administration

About Aged Care Organisation

Organisation philosophy
Cultral spesistsatens (%) (2]

Relgious speciaimatons (7) (#)

Home Care Package
Masimums exit amount (7)) 540,00 (7

=

‘Curent sor oder s A2
Aged Care Allied Health & Residential Aged Care Inc - Qutlet 1 Aged Care Inc - Outlet 2 Carer Respite Centre ACT
o s
Allan Cosc

1-ABKOICQ 1ASSEAUD
tan Coady Gina Kelly Georgs Seatt Eima Uppinghouse
(82 5054 2884 oz123as678T (02) 8876 5432 (02) 5054 2884

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Enter outlet details. To add an outlet address, select ADD OUTLET ADDRESS.

© Add outlet

Qutlet details

All fizlds marked with an asterisk (*) must be completed before submission

Cutlet name *

[OLI‘HE[ sddress *| ADD OUTLET ADDRESS I

CREATE QUTLET CAMCEL

3. Fill out your address details, select VALIDATE THIS ADDRESS.

All fields marked with an asterisk (*) are required

Unit number or building name and level {if applicable)

Street number e.g. 201 or 34-36* Street name *

Street type * M

Enter Suburb and postcode and select from the list below *

SUBURS IS NOT LISTED, CLICK HERE

Country *

Ausiralia M

Special instructions (up to 100 characters)

SAVE ADDRESS CANCEL

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. Confirm that the address is displayed correctly, then select SAVE ADDRESS. If the address
has been entered correctly but is not returned as a result, select Not found use entered
address anyway.

Add address

All fields marked with an asterisk (*) are required.

Unit number or building name and level {if applicable)

Streat number 2.g. 201 or 3436+ Strzet name *
5 SMITHERS
Straattype -

Street ﬂ

Enter Subur and posteode and selest fram the Bet balow *

SYDNEY, NSW, 2000

SUBURE IS NOT LISTED, CLICK HERE

Country *
Australia ﬂ

VALIDATE THIS ADDRESS

Did you mean
@) Lot 3 5 SMITHERS Street CHIPPENDALE NSW 2008
() Mot found, use entered address anyway: 5 Smith Street SYDNEY NSW 2000

Special instructions (up to 100 characters)

I
SAVE ADDRESS CANCEL

5. Complete the remaining fields. Select CREATE OUTLET in order to save the record and
create the outlet.

@ Add outlet

Outlet details

All fields marked with an asterisk (*) must be completed before submission

Cutlet name *

Ly |
Cutlet address *

Lot Mumber 5 SMITHERS Street, CHIPPENDALE
MSW 2008, Australia

GREATE OUTLET CAMCEL

The outlet has now been created and the details for the outlet have been saved. Repeat this
process for remaining outlets, if required.

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2.1.2 Viewing outlets
To view outlets, follow the procedure below.

1. Select Outlet administration from the homepage.

Welcome Curtis from ‘Aussie Aged Care

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm

Service and Support Portal

Welcome Curtis

My Aged Care interactions

Tasks and nofifications Reports and documents Outlet administration

Govemment Provider Management System

2. You can view all of the outlets for your organisation.

(@ Outlet Administration

About Aged Care Organisation
Organisation philosophy

Contact details
ety - Catt peciisons (3) &

Pt acesion (7) (2)

Home Care Package
Wainum et smount (3) 540000 (7

Qutlets (9)

= . - |

Current sest ceder s 4.2

Aged Care Allied Health & Residential Aged Care Inc - Outlet 1 Aged Care Inc - Outlet 2 Carer Respite Centre ACT
o

1AIKOICD 1-AsSEWUD 178
Gina Kolly George Seoll Eimo Ugpmghouse
7 2] 8878 5432 102)5054 2884

1S

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2.1.3 Editing the Organisation philosophy and Specialised Services

Organisation philosophy attributes and other specialisations will be shown in the service finder
results and displayed as part of the detailed information for each of your services. These
attributes and specialisations are not verified by the Department.

1. Add/edit cultural specialisations.

Select the Edit icon next to Cultural specialisations to select those groups that you have a
focus on providing culturally specific care to.

About Aged Care Inc - Outlet 1

®)
~

Address ) Contact Details
624 CRISP Circuit Name:  Annie Edwards

BRUCE ACT 2617
Phone: 02 2821 2453
Fax
Email  annie edwards@lest gov.au
Organisation philosophy Website
Cultural specialisations (2 (#)
Chinese, Egyptian, Maltese, Polish, Serbian, Sri Lankan, Vietnamese

Religious specialisations (7 ) ()
Ancestor Veneration, Anglican Catholic Church, Apostolic Church (Australia), Apestolic Church of Queensland,
Assyrian Church of the East, Aust. Aboriginal Trad. Religs.

Home Care Pricing (#)

IATION CONFIRM REVIEW OF PRICING INFORMATION

You can choose to apply this to all services in your organisation by using the SAVE AND APPLY
TO ALL OUTLETS option or save as a default for all new services added by using the SAVE
AND DONT APPLY TO ALL OUTLETS option.

Cultural specialisations

Plemsze select s/l supported cultures and press Save when finishad "

Most selected

[J Bosnian [ Chinese

[ Croatian [ Dutch

[ Egyptian O Filipine

[ German [ Gresk

[J Hungarian O indian

[ 1atian [ Lebanes=

[] Macedonian [] Maltesa

O Polish [ Russian

O Serbian O sri Lankan

[ Ukrainizn [ vietnamese

Alphsbeticsl ksting

BEEELEEREAOOEOLUMEWEEE@RECLVLOER®

O Awstraiian [ Australian Abariginal

[ Awstralian South Sea |slander [ Austrian

[ Albanian [ Arab

O migerian [ Assyrian

O Anglo-Burmese [ Acehnese

O Anglo-Indian O afghan

[ Armenian [ Azeri

[ African American [ American

[ Argentinian [ Akan

O #chali [ Afrikaner vl
SAVE AND APPLY TO ALL DUTLETS SAVE AND DONT APPLY TO ALL OUTLETS CANCEL

2. Add/edit religious specialisations.

L & . L @, .
Select the edit |con next to Religious specialisations to indicate if you have a focus on
delivering care that aligns with particular religious needs or values.

You can choose to apply this to all current services in your organisation by using the SAVE AND
APPLY TO ALL OUTLETS option or save as a default for all new services added by using the

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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SAVE AND DONT APPLY TO ALL OUTLETS option.

Religious specialisations

Please select g/l supported refigions and press Save when finished

Maost selected

O Anglican O Baptist

O Buddhizm O Cathalic

[0 Churches of Christ [] Esstern Crihodox
O Hinduism [ Islam

[ Jehovsh's Witnessas [ Judsism

[ Latter-day Ssints [ Luthersn

[ Criental Orthodoe [] Cthver Christian
[0 OCther Protestant [ Pentecostal

[ Presbyterian and Reformed [ Salvation Armmy
O Seventh-day Adventist O Uniting Church

Alphabetical Esting
LN aY e
®EOC

T TN FEN SN S FIN TN SN LT SN Sty N S A o Fo ATV FTEY oy o ey ey
D) (E)I(F) (G) (H) ) edy (W) oLy My (M) Oy (P) (Q) (R) (5) (T) () iw) (w) () (7)) (Z)
o P S R e N B N G R N Nl R S S W Nt B G G U S R S N T N \

[ Anglican Church of Australis [ Anglican Catholic Church

O Armenizn Apostolic O Assyrian Apostoiic

[ Assyrian Church of the East [ Ancient Church of the East

D Albanian Orthodoos D Antiochian Orthodox

[0 Apostalic Church (Australis) [ Assemblies of God

O Aboriginal Evang. Missions [ Apostolic Church of Queensland
O Awst. Aberiginal Trad. Religs. [ Ancestar Venerstion

O Animism [ Agnosticism

[ asheizm

SAVE AND APPLY TO ALL OUTLETS M PP TLETS CANCEL

2.1.4 Maximum Exit Amount and other prices

From 1 January 2023, the Australian Government removed a provider’s ability to charge an exit
amount, even if the care recipient previously agreed. Providers are also no longer able to charge
a separate fee when engaging third party service; instead, service charges must now be all
inclusive. These changes ensure that more funds are available to meet the direct care needs of
My Aged Care recipients.

This means that:

e Exit amounts cannot be seen or edited in the My Aged Care Service and Support portal, and
the Assessor Portal service finder.

e Providers cannot charge separately for third party services. Third-party related charges
cannot be seen or edited in the My Aged Care Service and Support portal, and the Assessor
Portal service finder.

e For newly generated Home Care Pricing Schedule Reports after March 2023, none of the
capped prices (above) will appear. Old (historical) reports that are generated after March
2023 will continue to display the exit amount and the separate cost when you want to
receive services from a different provider value.

For more information, visit the following Departmental websites:
e Pricing for Home Care Packages (HCPs)

e Third Party services for HCPs
e Exiting People from your Home Care Service.

2.1.5 Adding Specialised Services

You can indicate that a service or outlet offers the following Specialised Services. You should
only select those with specific measures in place that demonstrate your specialised service
offering, however they are not verified.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Specialised services (7)
‘Which of the following applies to this service?

[ Dementia [ Mental Health
[ Continence O vision

[ Hearing O Terminal iliness
[ Respite care O Mobility

[ Wellness and reablement [ Assistive Technology

2.1.6 Diverse Needs Specialisations

All aged care services must provide care in which each consumer is treated with dignity and
respect, with their identity, culture and diversity valued. While all service providers are required to
deliver these inclusive care services, there are some that deliver specialised care for particular
groups. Outlets with specific knowledge, expertise, and services, can apply to have their diverse
needs specialisation verified. This helps older Australians with diverse aged care needs choose
the care that best suits them.

Specialisations relating to a person’s community or background are verified under the My Aged
Care Provider Specialisation Verification initiative. These specialisations are:

e Aboriginal and Torres Strait Islander peoples and communities

e people from culturally and linguistically diverse backgrounds

e people who are financially or socially disadvantaged

e veterans

e people who are homeless or at risk of becoming homeless

e care leavers

e parents separated from their children by forced adoption or removal
e leshian, gay, bisexual, transgender and intersex people

e people who live in rural or remote areas.

Since 27 June 2022, no new diverse needs specialisation claims are being published on My Aged
Care unless they have been verified by an independent assessor. Successful verification
depends on the outlets ability to demonstrate they provide specialised care. The Specialisation
Verification Framework sets out the criteria providers are required to meet and expected forms of
evidence. Once the claims have been verified, the diverse needs specialisation/s will be shown
on the service finder results with a tick icon and criteria to which the providers specialisation
claims were verified against under the Specialisation Verification Framework.

For information on the verification process including how to apply, please refer to About
Specialisation Verification.

For the specialisation criteria providers must meet to have their specialisation claims published to
their MAC profile, please see the Specialisation Verification Framework.

! Upon transferring a service to a new outlet, any diverse needs specialisations recorded against
the service will be removed.

The ability for outlet administrators to add/remove diverse needs specialisations against that
service will be controlled by the current specialisation verifications in place at the new outlet.

2.1.6.1 Applying for and Adding Diverse Needs Specialisations

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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To indicate if your outlet or service has a focus on providing access to specific specialised
services, submit a verification of specialisation application:

1. Select Outlet administration from the home page.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Curtis from ‘Aussie Aged Care

Service and Support Portal

Welcome Curtis

ﬂ My Aged Care interactions
'

Tasks and nofifications Reports and documents Outlet administration

i

Govemment Provider Management System

2. From the Outlet Administration page, select the outlet you wish to submit a verification of
specialisation application for.

Qutlet Administration

Contact detats Organsation phaosophy

Outlets (4)

‘CRAS1 UAT Outlel One 181 CRES1 UATTWO

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. Select MANAGE VERIFICATIONS.

1800 836 799  Mon-Fri sam - Spm Sat 10am - 2pm Welcome UAT from

Tasks and My Aged Care CHSP

Service and Support Portal = T Rt gralgfea'wsemd

# Home | Quilst administration | View oulet - CRG51 UAT TWO

CRé651 UAT TWO

O (Active) Outiet 1d 2-ZRMPOYW DEACTIVATE OUTLET

View outlet

About CR651 UAT TWO

) )
) . ()]
Address Contact Details
23 FURZER Street
PHILLIP ACT 2506 Hame: Le
Phone: 0413 048 615
Fax
Email boru@gmail com
Organisation philosophy Website:

Cultural specialisations (7) ()

Religious specialisations (?:u @

Current Specialisation Verifications

There are no current verified diverse need
specialisations to display.

For more information on how fo apply to have yourcl_aim_s of prc_wid\r]g specialised care verified by an

independent assessor, please visit the About fion page on the D of Health
and Aged Care website

VIEW SERVICE ITEMS

4. Select LODGE A NEW APPLICATION.
1800 TOO  MonFri Sam - Spm St Hiam - Zpm
vice and Suppod Portal

& Home | OuSiel admisiatrabion | View cuBel - Tenl Ouet | Manage Speciakiabon ViedficaSon

Test Outlet

Aciwe) Culisl i 2-7RLEV

@Manage Specidlisation Verifications

Lodge a new application

Fiof mone infarmalicn on how B2 appty § hares your clairms of delivering specialtsed cans veriied by an inSependent a5seasor, visdl B Department of Health and Aged Can's Aboul Specaluabon
Yerficabion webpage

Hasiw ying el fied B Wy Aged Cing Prgreiir Spac diaaton Verilcsion Framework. Detaded Evidencs Requinsments and & Provider Gusdancs WManual 15 fuppont pour applcabion

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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5. After reading information about where to find additional resources to help you complete your
application, click NEXT to move to the next step.

Test Outlet

(O (Active) Outlet Id 2-ZRLIIEV

“four (the aged care provider's) p |nformat|on isp by lawy, i ing the
Privacy Act 1988 and the Privacy Pi Yuur linformation,
including outlet administrator name and email address, is belng collected by Australian
Healthcare Associates on behalf of the Department of Health and Aged Care (the
department). Ausfralian Healthcare Associates collects personal information for the
primary purpose of verifying the eligibility of aged care providers against the criteria set
out in the Specialisation Verification Framework to ensure that aged care provider
profiles on My Aged Care reflect information which is accurate and relevant, fur the
purposes of providing aged care recipients and their rep i with sp lized

healthcare services. Your (the aged care provider's) personal informafion may also be

used and disclosed for secondary purp such as delivering and evaluating the
inititive and for statistical, p ice, policy d and research purposes.
If you do not pmwde this i i i I lealth A iates will not be able

fo assess your application to provide iali cale to aged care remplenls \\nth
diverse backgrounds. Your personal informafion is disclosed fo I
Associates on behalf of the depariment and employees of confracted services for the
secondary purposes described above, but only those employees or contractors who
need to have access.

By submrt‘llng this fmm on behalf uflhe Oullet or Olganlsallun you consent to
Ausiralian Health 1 about you and the
Ouilet’Organisation for the purposes |nd|cated above.

More information about the collection of your personal information by Australian
Healthcare Associates on behalf of the depariment can be found on their website.

More information
More information about the My Aged Care Provider Specialisation Verification inifiative
can be found on the Depariment of Health and Aged Care About us webpage.

For more information on how to apply for verification, read the Aged Care Provider
Guidance Manual published on the Department of Health and Aged Care website.

To talk to a help desk operator about your application, please call Ausfralian Healthcare
Associates on 1300 126 711 Monday to Friday, between 9:00am and 5:00pm
AEDT/AEST.

Please nofe the operator can provide you with information on applying fo have your
specialisation claims verified, however they are unable to provide you with tailored
advice about your application.

Review of decision

Should your ication for 1 of specialisations be ur ful, you are
entifled fo appeal the decision. An inifial review will be conducied by Australian
Healthcare Associates, and communicated to you.

If you are nol sallsl’ed \Hllh Ihe outcome of that review, this can be escalated by

Australian F to the Depart t of Health and Aged Care.

Flease contact ian Health iates via email fo
MACspecialisaticni@health.gov.au if you wish to initiate a review.

Aged care provi claimsz of providi iali care wiII be revi d and verified
based on the information submlﬁed agalnst the ification Fr

If a provider makes an application to be verified as providing specialised care and it i |s
determined that they do not meet the criterion set out in the Framework, it does not
necessarily mean they does not provide this specialised care.

6. Select the specialisation/s you wish to apply for verification by checking the relevant tick
box, then select NEXT to progress.

You can also click Close to close the application screen without saving; click SAVE to save the
status of the application and come back later; and click PREVIOUS to go to the previous
application screen.

The current status of each specialisation for your outlet is displayed under the specialisation
name. They are:

e Not verified

e Current (with a green dot)

e Expired on [Date] (with a red dot)

e Expiring on [Date] (with a yellow dot).

rther information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Ven'ﬁco’rion of Specidlisations Application Form

Status: New

ot ok an) o
(o1) { 03) { 04) {98 )
N NS Neez e 34
Information Choose specialisations Application Service selection Declaration
OQ All fields marked with an asterisk (*) are required

Choose speuallsatlons Choose one or more specialisation for verification *
Please choose the specialisation(s) you wish fo have verified for this outlet. Each
specialisation listed on this page shows the curent state of its verification for this ) ; )
outlet. You will not be able to add a specialisation to this application when [J Aboriginal and/or Torres Strait Islander peoples and communities
Expired 22 Sep 2022
« Acurrent specialisation claim has been verified for this outlet. unless s ;
verification is due to expire within the next 3 menths

« An i for that same speci and same outlet is currently being
d by the Indep A - )
« The specialisation is already included i this O Cu_lturally and linguistically diverse

® Expired 21 Sep 2022
You must select at least one specialisation to your application before proceeding to
the next step.

For more information on how to apply to have your claims of providing specialised
care verified by an independent assessor, please visit the About Specialisation
Verification page on the Depariment of Health and Aged Care website. lot verified

[ veterans

[[] Homeless or at risk of becoming homeless

Care-leavers
@ Current

[} Parents separated from their children by forced adoption or removal

Expiring on 01 Apr 2023

Leshian, gay, bisexual, transgender and intersex people

® Current

People who live in rural or remote areas

® Current

7. Download the specialisation evidence form by clicking DOWNLOAD FORM. This will direct
you to the form relevant to the specialisation claim you are applying to have verified, located
on the Department’s website. Then, complete the form.

For each Diverse Needs specialisation that you are applying to have verified, there will be a
separate section on this screen for you to download the form.

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Ven’ﬁcoﬁon of Specidiisations Application Form

Status: Draft

770N N rag 72N
(01) (02) (04) (05)
X Y 7 g
Information Choose specialisations Service selection Declaration
03 Veterans @)
3 " -y
Application Step1: D st B Forrm
In order to complete you application you will be required to In order to apply to have your claims of providing specialised care verified by an
g 2 - independent assessor. you will need to download an lete the Vi
« Download and p the relevant Sp: Evidence Form, ensuring pecialisation Evidence Form
you complete each section associated with the criteria you wish to be assessed )
against. Note that you must select the required number of criteria for the
relevant specialisation
« Upload the completed Specialisation Evidence Form by selecting ‘Upload File' in
the screen panel to the right Step 2: Upload completed form and supporting evidence *
« Upload supporting evidence as required, based upon the requirements of each = N = 2
criteria. Upload supporting evidence by selecting ‘Upload File' in the screen Upload a Veterans Evidence Form.
panel to the right. You must also select the criteria that you meet for this specialisation and provide the
All documents must be in PDF file format and not exceed 10MB in size. requested supporting evidence. For this specialisation, you must meet four of the Tier 2
criteria

For a full list of the criteria and evidence requirements, please visit the About
Specialisation Verification page on the Department of Health and Aged Care website PROVIDE EVIDENCE

Additional information

Use this section to i any additional i ion to support your application to
the independent assessor.

° Additional Information

071000

8. To remove your application, select the delete (Rubbish bin) icon on the top right of the
specialisation. Click YES REMOVE at the pop up that appears.

Confirm Specidlisation Removal

Are you sure you want to remowve this specialisation from your application?

Please note that there must be at least one specialization and accompanying evidence document(s) in your application
before you can submit to the auditor

9. Upload evidence that your outlet is eligible for a specialisation by clicking PROVIDE
EVIDENCE.

To have diverse needs specialisations verified, you must meet one Tier 1 criterion OR 4 Tier 2
criteria. For some special need’s groups, fewer than 4 criteria are requirements for providers.

For each diverse needs specialisation that you are applying to have verified, there will be a
separate section for you to upload the evidence specified. In these cases, all Tier 2 criteria for
that specialisation must be met. For further information regarding the evidence requirements,
please see the detailed evidence.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Veriﬁco’rion of Specidiisations Application Form

Status: Draft

@/' @ @ o' o
information Choose specialisafions Service selection Declaration
03 Veterans @
Application Step 1: D  Specialisation Evi S
In order to te you ication you will be required to In order to apply to have your claims of providing specialised care verified by an
« Download and lete the relevant Specialisation Evidence Form, i llldep_e?der_ﬂ SN yguor\:vrl‘" LR e e
you lete each section iated with the criteria you wish to be assessed X
against. Note that you must select the required number of criteria for the DOWNLOAD FORM £
relevant specialisation R R e
« Upload the completed Specialisation Evidence Form by selecting "‘Upload File' in
the screen panel fo the right. Step 2: Upload completed form and supporting evidence *
« Upload supporting evi as required, based upon the requirements of each Upload PR SRy =
criteria. Upload supporting evidence by selecting Upload File' in the screen proaca om).
panel to the right. You must also select the criteria that you meet for this specialisation and provide the
All documents must be in PDF file format and not exceed 10MB in size. quested supporting For this you must meet four of the Tier 2

For a full list of the criteria and evidence requirements, please visit the About
Specialisation Verification page on the Department of Health and Aged Care website.

Additional information

Use this section to communicate any additional information to support your application to
the independent assessor.

G Additional Information

V|
0/1000

10. A pop-up box will appear. Select which Tier and Criterion that you wish to upload evidence
against in the drop-down menu, then select Choose Files to upload the PDF file. Click

SUBMIT, then repeat for any additional evidence that is required for each specialisation
application.

Evidence of specialisation

All fields marked with an asterisk (*) are required. S

elect evidence form or criterion you wish to be assessed against *

Tier 2 - Criterion 1: The provider is a not-for-profit veteran community organisation.

The following evidence is required to support this criterion

l A letter from the CEO or Executive Officer of the service stating the provider is a not-for-profit veleran
community organisation.

Evidence Document(s) *

Documents must be in PDF file format and not exceed 10ME in size.

| Choose files o file chosen

I SUBMIT I CANCEL

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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11. Uploaded evidence will look like the below screenshot. At this stage, you can select:
o the double arrow (Expand) button to view the evidence required to support this criterion
e the delete/rubbish bin icon next to the file uploaded to delete the file

e The delete/rubbish bin icon on the top right of each document tier/criterion to delete the
entire section.

Step 2: Upload completed form and supporting evidence *

Upload a d Veterans Specialisation Evidence Form

You must also select the criteria that you meet for this specialisation and provide the r: i . For this specialisation, you must meet four of the Tier 2 criteria

Evidence document(s)

Tier 2 - Criterion 1 - The provider is a not-for-profit veteran community organisation

vidence required to support this criterion

( nce File pdi

Tier 2 - Criterion 2 - One or more siaff members are a veteran and are well resourced and supported by mar t to act as i within the isation to support
care recipients and other staff.

Tier 2 - Criterion 3 - At least one staff member understands and makes aged care recipients aware of the services they and their families can continue fo access through the
Department of Veterans’ Affairs.

(’:} Evidence required to support this criterion

dence File pdf

Tier 2 - Criterion 8 - At least one veteran sits on the governing body (e.g. board) of the provider at the outlet level N

12. If required, record any further information to support your application, then click NEXT.

Additional information

Use this section fo communicate any additional information to support your application to the i

° The files are signed by a JP

v
28 /1000

CLOSE SAVE PREVIOUS

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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13. Select the services associated with the outlet which cater for each diverse need’s
specialisation being verified. Then click NEXT.

P P Fosy fon

(01) (02) (03) { 05\,.
N/ S Nk Cu
Information Choose specialisations Application Service selection Declaration

All fields marked with an asterisk (*) are required.

04

- - At the time this application is finalised, the selection(s) below will be applied to
Services to apply specnallsatlon @ Yyour Outlet Service ltems in the Service and Support Portal and published on

- g . . y . your My Aged Care profile. If you wish to change your preferences after this
Please indicate which of the services associated with this outlet caters for the l application is finalised, you will need to retum to the Portal and do so via View
diverse needs specialisation being verified. Service ltems.

If your application is successful, the verified specialisation will be published on your
My Aged Care provider profile. Please allow 24 hours (weekday) for these changes

o appea Veterans
For more information on how to apply to have your claims of providing specialised
care verified by an independent assessor, please visit the About Specialisation Services to apply this specialisation *

Jerificati -
Vesigcation page'on the Depariment of Health and Agett Cate webste. Please indicate below which of the services associated with this outlet have specific

measures in place to support Veterans specialisation. Upon approval of your
application, the verification will automatically be applied to the selected service(s) and
published on the My Aged Care website.

Outlet services

2\ -
(») Commonwealth Home Support Programme

p All Commonwealth Home Support Programme Services|

Meals

14. To submit your application, you must agree with the declaration by ticking the checkbox, and
then clicking SUBMIT.

TN N N TN
(01) {02) {03} {04
R NS AN NS
Information Choose specialisations Application Service selection
05 All fields marked with an asterisk (*) are required.
Declaration Declaration
Before you can submit your application, you must: ql Curtis Gavin *
» have atleast one evidence d 1t uploaded against each tion in leclare that the information provided as part of this application is frue and correct to
your applicafion, the best of my knowledge.

have selected one service item associated with this outlet that caters for the
diverse needs specialisation being verified, and;
complete the declaration on this page.

= | understand that once the claims to specialise in the delivery of care made in this
form have been verified by the assessor (Ausfralian Healthcare Associates) my
organisation will make best efforts to maintain the specialisations through

Faor more informaticn on how to apply to have your claims of providing specialised adherence to the requirements set out by the My Aged Care Provider Specialisation
l:an_a_ver!ﬂed by an independent assessor, please visit the About Spgcialisaiion Verification Framework. In the event that this specialisafi cannct be maintained,
Verification page on the Depariment of Health and Aged Care website. a representative of my organisation will remove this specialisation/s through the My

Aged Care Service and Support Porial.

I understand that if | wish to reinstate this specialisation/s. | will need to re-apply for
verification by the assessor.

I understand the steps cutlined in the Information Page.

I understand that | will be required to submit evidence te support my organisafion's
specialisation claims, and | have viewed the criferia set out in the My Aged Care
Provider Specialisation Verification Framework..

I understand that my organisafion's claims to deliver specialised care to older
Australians with diverse needs will not be published on their My Aged Care provider
profile unless this has been verified by an independent assessor.

15. You can view submitted applications by returning to the Manage Specialisation
Verifications page which defaults to the Applications tab. In this tab you can also view any

her information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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other applications in progress, and any finalised applications. In the Verifications tab, you
can view a history of verifications for this outlet.

1800 836 799  Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Curlis from CR651 UAT Outiet One 181

=  Service and Support Portal Logou

& Home | OQuilet adminisiration | View outlet - Test Qutlet | Manage Specialisation Verifications

Test Outlet

O (Active) Cutiet 1d 2ZRL1IEV

Mcmclge Specidlisation Verifications

Lodge a new application

For more information on how to apply to have your claims of delivering specialised care
verified by an independent assessor, visit the Depariment of Health and Aged Care's About
Specialisation Verification webpage:

Here you will find the My Aged Care Provider Specialisation Verification Framewark, Detailed
Evidence Requirements and a Provider Guidance Manual to support your application.

LODGE ANEWAPP

Applications Verifications

Applications in progress

Draft applications and applications submitted to the auditor are displayed in this section.

Application 2-77976454130

Submitfed date: 06 Feb 2023
Submifted by: Curtis Gavin
Contact email: onetwo@gmaill.com

Specialisations applied for.
» Veterans

X submitted

Finalised applications

Finalised and withdrawn applications are displayed in this section.

2.1.6.2 Editing Diverse Needs Specialisation Applications

1. To edit an application that has been submitted, click on the application title. If an application
requires additional information, you may be required to update and resubmit an application
to the independent assessor.

eports and My Aged Care

. Staft Outlet Reg Tasks and
Service and Support Portal administraion  administration documents notificaions teractions

& Home | Outlet administration | View outlet - CR651 UAT TWO | Manage Specialisation Verifications

CRé&51 UATTWO

(Active) Outlet Id 2-ZRMPOYW

Submitied date - Submitied date. 11 Sep 2022 Submitted date. 11 Sep 2022 Submitted date. 10 Sep 2022

isations applied for Specialisations applied fo Specialisations applied for Specialisations applied for
o Veterans o Care leavers o Veterans o Parents separated from their children by
forced adoption of removal

& Dratt X submitted B Submitied X submitted

Application 2-77859892088 Application 2-77858415858
Submitied date: 10 Sep 2022 Submitted date 10 Sep 2022 i s Submitted date: 08 Sep 2022
Speciglisations applied for Specialisations applied for Specialisations applied for
o Abonginal and/or Torres Strait Isiander o Homeless of at risk of becoming homeless Submitted date" 10 Sep 2022 o Culturally and inguistically diverse

o Lesbian, gay, bisexual, transgender and
Sp intersex people

alisations applied for
= Financially or Socially disadvantaged people

= Parents separated from their children by
forced adoption or removal

waifing assessment Assessment in progress. Reissued Submitted
A

Finalised applications o

Finaised and withdrawn are displaved in fius secfion

her information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Toremove an application, select the delete (bin) symbol.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome UAT from

Tasks and My Aged Care
nofifications interactions

CHSP
grandfathered  Logout
clients

< Staft Outlot Reports and
Service and Support Portal administraion  administration documents

# Home | Outlet administration | View outlet - CRB51 UAT TWO | Manage Specialisation Verifications

CR651 UATTWO

(O (Active) Outiet Id 2-ZRMPOYW

Manage Specialisation Verifications

Draft application in progress

1 Youcan ot begin a new
You may update, submit or withdraw the draft application at any time.

plication while there is a draft application in progress

ot

Applications in progress

Draft applications and applications submitted to the auditor are displayed in this section

) o o o]
Avplication 2-77860971365 Anplication 2-77859892327 Application 2-77850892303 Anplication 2-77850036576
Submitted date - t Submitted Submitt

Sut 11 Sep 2022 te 11 Sep2022 jate 10 Sep 2022
Specialisations applied for Specialisations applied for Spec atons appiied for Specal applied fo
o Voterans o Care leavers o Veterans o Parents soparated from their children by
forced adoption or removal

2.2 Service Iltems

You will need to create and maintain information about the aged care services that your
organisation provides (known as service items) in the Service and Support Portal in order to
receive referrals through My Aged Care.

It is important that information about the services you provide is kept up to date as the information
is publicly displayed for prospective My Aged Care recipients and their support network on the
service finder on the My Aged Care website (www.myagedcare.gov.au), and used by My Aged
Care contact centre staff and assessors to refer clients to service(s).

I if you are adding or updating multi-purpose services or Short-Term Restorative Care (STRC)

as a service type, please refer to the user guides available here: Service and Support Portal
Resources.

Services need to be linked to one or more of your outlets. You can also add service sub-types
under your service items.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2.2.1 Adding a service item
The steps to add a service item to an outlet are outlined below.

1. Select Outlet administration from the homepage.

Welcome Curtis from ‘Aussie Aged Care

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm

Service and Support Portal

Welcome Curtis

‘ﬂ My Aged Care interactions
’

Tasks and nofifications Reports and documents Outlet administration

K

Govemment Provider Management System

2. From the Outlet administration page, select the name of the outlet on the outlet card that
you want to add a service item to. The View Outlet page will be displayed.

Outlet Administration

About Aged Care Organisation

Contact details Organisation philosophy

Unit 281 BEAUREPAIRE Crescent y -
HOLT, ACT 2515 Cutural specialisations (7) (#)

Home Care Package
Masimum exit amount () $400.00 ()

Outlets (9)

ADD HEW DUTLE

-
Aged Care Allied Health & Residential Aged Cars Inc - Cutlet 1 Aged Care Inc - Outlet 2 Carer Respite Centre ACT
1AN-19 1ABKOICO ATBEWUD 178115
Allan Coady Gina Kally George Seott Eimo Uppinghouss

(02) 9676 6432 (02) 5054 2664
jeorge scoti@test gov au v 1@t

02123466787
gina kelly@test

(02) 6064 2801
revanth vonda

nth ladipali@heslin

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. From the View outlet page, select VIEW SERVICE ITEMS.

About Aged Care Inc - Outlet 1

(#) 4'

Address - Contact Details
62 4 CRISP Circuit ame ward
g2 GRISE Creut Mame  Annie Edwards

Phone: 02 26212453

Fax:

Email annie edwards@test gov.au
Organisation philosophy Website

Cultural specialisations (7 ) (#)
Chinese, Egyptian, Maltese, Polish, Serbian, Sri Lankan, Vietnamese
Religious specialisations j\ \}'.

Ancestor Veneration, Anglican Catholic Church, Apostolic Church (Australia), Apostolic Church of Queensiand
Assynian Church of the East, Aust. Aboriginal Trad Religs.

Home Care Pricing (#)

4. From the View Service Items page, select ADD A SERVICE ITEM.

View Service Items

[ERRTIES R IV Ficxible Aged Care Programme  Home Care Packages  Residential Care

ADD A SERVICE ITEM

Filter by

Status
Operational - Sarvice availabilty . Waitist availability .

VANCED SEARC SLEAR FILTERS

Status is Operational

FILTER  EEO

5. Select the program for the service that you wish to add.

() Add service item

All fields marked with an asterisk (*) must be completed before submission

Select the Programme that applies te this service item = I v I

6. Select Funded for the service item you are adding. Funded refers to government
subsidised services that are funded and approved by the Australian Government under a
Commonwealth aged care programme.

() Add service item

All fields marked with an asterisk (*) must be completed before submission

‘Select tne Programme that spplies to this senice item *

[Commonwealth Home Support Programme j

Which of the following applies o this service item?*
O Funded

O Mon-funded

CANCEL

I For HCP services this option will not be available as all services must be Commonwealth
government subsidised.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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7. For funded services, select the service you want to add to your outlet by selecting the
relevant service item and then select SAVE. You can refine the list of service items by
entering details and using the FILTER function.

Add service item

Al fiskis marked with an asterisk ('} must be completed bsfore submission

Commonwealth Heme Suppod Pr

‘Which of the follawing applies 1o this service item?"
@ Funded
©Nan-funded

Fillar tha lst af available servica itams by entering il or partial details in tha comasponding falds below and selacting the Filtar bution.

Cottage Respile

FLTER

Programme Sevice provider Senvice lem name NAPSID  Senvestype Funding region type Funding region statz Funding region Location
Commonwealth Hama Suppert Programme Aged Cara Inc Rasgile Servicas 33333 i Aged HsW awarra 01 Naw 2015
Commonwealth Hame Support Programme Aged Cara Inc Respite Sarvicas 33333 pi Aged ACT ACT 01 Now 2015

The service item will now display in the Outlet details page under Services.

i you are adding a new HCP service, you will be required to enter a unique name for the
service in the Service Item Name field that is displayed.

The service item will be defaulted to Offline, and the status will need to be changed to
Operational before it is displayed on the public service finder. The process for activating a
service item is described later in this guide.

| Once services have been added to an outlet, you can filter the list of services that are listed
under a specific program by status, service availability and waitlist availability.

View Service Ifems

USRI rnoiseerseRvIcETEM | TRANSFERCLENTS

[ERSRR YDS N PSS  Fiexible Aged Care Programme | Home Care Packsges  Residantal Care

Filter by

IOperalims\ W Sercs avallabilly ~|  Wallist avallabilty v

\DVANCED SEARC CLEAR FILTERS

Status is Operationl

ruren | [ESEEE

Allied Health and Therapy Services, Commanwealth Home Support Programme, funded (&) (# ) Status Sorvicn availability  Waitlist availability
AT Operationsl [KGTTN [T -
NAPS Service |D 8683, Sarvice #em name. Carers ACT Incorporated

Allied Health and Therapy Senvices, Commonwealth Home Suppost Programme, funded (&) (#) Status Service availabilty  Waiist availabily

act Operational [T No. No
NAPS Service |D 8693, Service em name: Carers ACT Incorporated

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2.2.2 Editing a service item

You can edit service item details, including:
e Service item name
e Service delivery area

e |If a service caters for diverse needs, you will only be able to select categories for which your
outlet has been verified for providing specialised services to. See Adding and Editing
Diverse Needs Specialisations for more information.

e If a service focuses on a specialised service (see Editing the Organisation Philosophy and
Specialised Services)

e Upload promotional attachments (for residential facilities)
¢ Edit Home Care Package specific attributes
e Enter a detailed description for the service item.

The steps for editing service item information are outlined below.

! Only non-contractual information can be edited in the Service and Support Portal. The steps

you need to take to request changes to contractual information are outlined in Section 2.3.5 of
this guide.

1. Select Outlet administration from the homepage.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Curtis from ‘Aussie Aged Care

Service and Support Portal

Welcome Curtis

My Aged Care interactions

Tasks and nofifications Reports and documents

i

Govemment Provider Management System

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Select the outlet card you want to edit by selecting the outlet name.

Outlet Administration
About Yass Valley Council
Contact details Organisation philosophy
i ZhsTon oot i spesatcasons (7) (7)

oty
P— 1))

Home Care Package
Wasimun estamunt(3) 5290 (@)

Outlets (4)
Ao newouT

urert sortarder s A2
Yass Packages ‘Yass Valley Aged Care - Garden House Yass Valley Aged Care - Heritage House ‘Yass Valley Aged Care - Lamington Lodge
v
an

[ 1E85 1Fveata
E saa

Acacta Brovgsr
0280000200 o

Brandy 7 estagn b

Srandy. Fiymeitest agh.zb
" au

3. On the View outlet page, select VIEW SERVICE items then select the Edit icon next to the
relevant service item.

@) View Service Items

Commonwealth Home Support Programme: Flexible Aged Care Programme Home Care Packages Residential Care

ADD A SERVICE ITEM

Filter by )
Meals, Commonwealth Home Support Programme, funded \/é

’ PP 9 g 2 Status Service availability  Waitlist availability
AcT Oftine ves Yes

NAPS Service ID 1-PMWKXQM, Service item name: Meals

N
") See Sub-types

f?f'f',\s”ppm Group, Commeonweaith Home Support Frogramme, funded status Service availability Waitlist availability
)£ Operational offline ves B Yes
ACT

NAPS Service 1D 1-PMWKXYX, Service item name: Social Support Group
28 9 FURZER Street PHILLIP ACT 2606

The Service details page will display.

4. Make the required changes and select SAVE. Read-only information is contractual
information and cannot be edited via the Service and Support Portal. Any additional service
information can be added in the Service description free text field. This information will be
displayed in the public service finder on the My Aged Care website to assist clients in
selecting a provider.

2.2.2.1 Editing availability of services and waitlists for a service

You can maintain information about the availability of service items via the Portal. To maintain a
waitlist via the Portal you must ensure that the waitlist availability status on the service item is set
to Yes to turn on the waitlist, or No to turn off the waitlist.

I Service and waitlist availability information will be displayed on the Service Finder on the My
Aged Care website. When you update availability information, the changes will appear on the

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Service Finder by the next day.

1. Navigate to the View Outlet details from the Outlet administration page for the outlet that
you want to edit service and waitlist information and select on VIEW SERVICE ITEMS.

About Aged Care Inc - Outlet 1

Address Contact Details
624 CRISP Circuit e ward
B2 chisp crout Name.  Annie Edwards
Phone: 0228212453
Fax:
Email annie edwards@test gov au
Organisation philosophy Website
Cultural specialisations (7) (#)
Chinese, Egyptian, Maltese, Palish, Serbian, Sri Lankan, Vietnamase
Religious specialisations (7) ()

Ancestor Veneraton, Anglican Catholic Church, Apostolic Church (Australia), Apostolic Church of Queensland
Assynan Church of the East, Aust. Aboriginal Trad Religs.

Home Care Pricing (#

TICN CONFIRM REVIEW OF PRICING INFORMATION

WVIEW SERVICE ITEMS P

2. Select the relevant service/waitlist availability status (yes / no).

YA
Meals, Commonwealth Home Support Programme, funded &) Status Service availability Waitlist availability

NAPS Service ID 1-HUVJ2EC, Service item name: Meals

(}\ See Sub-types

The waitlist functionality is explained in Assessor Portal User Guide 3 — Managing referrals for
assessment and Support Plan Reviews.

2.2.2.2 Editing service delivery area

Information about the areas you deliver Commonwealth-funded services in (referred to as service
delivery areas in the Service and Support Portal) are pre-populated, based on your contractual
information. All providers (except residential care) must review their service delivery area
information and edit if required.

It is important that you ensure the service delivery area(s) is accurate. This information is publicly
displayed in the service finders, and impacts the referrals sent by contact centre staff and
assessors.

You can select service delivery areas at either the client’s location or the service providers
location. The steps to edit the service delivery area (if At client location is selected) are outlined
below.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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1. Select Outlet administration from the homepage.

Service and Support Portal Logout

Welcome Curtis

o

Tasks and notifications Reports and documents Outlet administration

Govemment Provider Management System

2. Select the outlet card you want to edit by selecting the outlet name then select VIEW
SERVICE ITEMS.

Outlet Administration
About Yass Valley Council
Contact details Organisation philosophy
P cunra specansaters (7) (2)

R ——— 1)

Home Care Package
wtmum e amoun(7) 5300 (2)

Outlets (4)
Ano newaumET

= 8 - |

Currer sortargerie A2

Yass Valley Aged Care - Lamington Lodge

s
seance Ganj
azsETiTIEe

Sranay. Pymeigtsstagn 2o

Yass Packages

TaHHIGa
Acacta Provigar
Sz900c0a0

3. Onthe View Service Items page, select the Edit icon next to the relevant service item.

@) View Service Items

Commonwealth Home Support Programme Flexible Aged Care Programme Home Care Packages Residential Care

ADD A SERVICE ITEM

Filter by €3]

Meals, Commonweaith Home Support Programme. funded - ] Status Service availability  Waitlist availability
ACT Operational offline No Yes
NAPS Service ID 1-PMWKXQM, Service item name: Meals

@ See Sub-types

Social Support Group, Commonwealth Home Support Programme, funded

Status Service availability Waitlist availability
©) Operational offline No Yes
ACT

NAPS Service ID 1-PMWKXYX, Service item name: Social Support Group
28 9 FURZER Street PHILLIP ACT 2606

The Service details page will display.

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. Select Edit next to Service delivery area.

@) Service details

All fields marked with an asterisk (*) must be completed before submission

Allied Health and Therapy Services, Commonwealth Home Support Programme, funded
NAPS 1D: 8693

Saniice Item Name: ©

Carers ACT Incorporated

Service delivery

Service provider name Aged Care Allied Health & Residential
Facility name

Facility previously known as

Facility locally known as

Service start date 01 July 2012

Service end dale

Maximum permissible interest rate (MPIR)

Service delivery areq(»)|

Suburb State Posicode
CAMBRIDGE GARDENS NSW 2747
CAMBRIDGE PARK NSW 2747
CAMBRIDGE PLATEAU NSW 2459

5. Select the service delivery type (At provider location/at client location).

If you have selected at client location, you can choose the suburb(s) the service is delivered in.
By default, the entire region, in which you are funded to provide service, is selected. You can
choose to search for a specific suburb to add, add all the suburbs in the selected state, or add all
the suburbs in the selected region.

The List of serviced suburbs is automatically saved upon adding new suburbs. Select CLOSE
to go back to editing the service.

Edit service delivery details

All fields marked with an asterisk (*) are required.

Select whether the service will be delivered at the provider location or at the client location (list of available areas). If you wish to deliver the service both at the provider
location and at the client location, create separate service items for each mode of delivery

Delivery type *
O At provider location ® At client location

Please select the suburbs that will comprise the area where the service will be delivered
Check to see if the list of serviced suburbs covers all the areas where this service is delivered.

To add suburbs to the list, use the search tool to find the suburbs to include. You can use full or partial suburb names as input. You can add all the suburbs for a
selected state when you click "Add whole state’

You can add all the suburbs for a selected state and region when you click ‘Add whole region’
To remove suburbs from the list, select the suburbs and click ‘Remove selected’. To remove all the suburbs from your delivery area click ‘Remove all’.
Search

By state [~]

o
A
o
s}
o
3

[

m

v postcode

By suburb

MDLE STATE ADD WHOLE REGION ]
BE

Suburb StatePostcode
CACTON ACT 260
CAINSLIE ACT 2602

OAMARCO ACT 2014
OARANDA ACT 2614

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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6. To remove suburbs from the list, select the suburbs you wish to remove using the checkbox
and select REMOVE SELECTED, or use REMOVE ALL to start configuring your list of
suburbs from the beginning. These changes are automatically saved. Select CLOSE to go
back to editing the service.

BONNER ACT 2914

BONYTHON ACT 2905

REMOVE SELECTED REMOVE ALL

2.2.2.3 Attaching promotional material

Residential Care providers can add promotional material to be displayed in the service finder.
Transition Care and Commonwealth Home Support Programme (CHSP) providers have the
option to attach promotional material in the portal; however, this material will not be displayed on
the service finder. Further information on attachments for HCP providers is shown in the next
section of this guide.

Promotional material will not be visible on the Service Finder until it has been reviewed and
approved by the Department. It is expected that it will take three business days. When approved,
the promotional material will be displayed on the Service Finder on the My Aged Care website.

The steps to attach promotional material (for example, photos, brochures, menus) are outlined
below.

1. Select Outlet administration from the homepage.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Curtis from ‘Aussie Aged Care

Service and Support Portal Logout

Welcome Curtis

My Aged Care interactions

Tasks and nofifications Reports and documents

ki

Govemment Provider Management System

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Select the Outlet Card you want to edit by selecting the outlet name.

@ Outlet Administration

About Aged Care Inc

Contact details Crganisation philosophy
62 CRISP Cireuit

SRUGE, ACT 2517 Culursl spacisisstons (7) (7

Religious specialisatiors (2) (#)

Home Care Package

Mepdrmum exit aemount () $5.00000(«

Outlets (3)

Current sort order &8 A-2

Aged Care Inc - Outlet 2 Inactive Outlet

‘Apged Care Inc - Outlet 1

1-11WSH24 1-4KLOURD
Anne Edwards. eanne McOonakd

3. Onthe View outlet page, select VIEW SERVICE ITEMS

About Aged Care Inc - Outlet 1

7) 7)
Address - Contact Details B
gﬁagé‘:&gﬂ}t Neme  Annie Edwards
Phane 02 2821 2453
Fax:
Email annie edwards@test gov au
Website

Organisation philosophy
D)
Chinese, Egyptian, Maltese, Polish, Serbian, Sri Lankan, Vietnamese

Cultural specialisations (7

Religious specialisations (7) (/)
Ancestor Veneration, Anglican Catholic Church, Apostolic Church (Australia), Apostolic Church of Queensland
Assynan Church of the East, Aust Abonginal Trad Rr_‘hgs

CONFIRM RE

N OF PRICING IN

VIEW SERVICE ITEMS ‘l

4. On the View Service Items page, select Residential Care and Edit the relevant service
item.

View Service Items

Commonwealth Home Support Programme Flexible Aged Care Programme Home Care Packages Residential Care

ADD A SERVICE ITEM

Filter by €]
Status
QOperational - Service availability - Waitlist availability -

ADVANGED SEARCH CLEAR FILTERS

Status is Operational

FILTER CLEAR

Residential Permanent, Residential Care, funded Status Service availability Waitlist availability
NAPS Service ID 1234, Service item name: Residential Permanent - At Provider Location Operational Offline Yes LU Yes

62 4 CRISP Circuit BRUCE ACT 2617

@ See room types

The Service details page will display.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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5. Scroll down to the Promotional section. Select Browse to find and attach your promotional
material (file types supported include .jpg, .jpeg, .png, .pdf, .rtf, .doc and .docx) and select
Save and Submit Requested Changes for Approval after entering information about the
attachment. The Feature Photo option in the Type of the attachment dropdown will be the
primary image displayed to users of the service finder.

Promotional
Aftachments
You can upload files up fo SMB. The following file types are accepled: .jpg, joeg, .png, .pdf, .rif, .docx

U Activity Calendar.docx  Browse..
Attachment name: *

Activity Calendar

Caption of the attachment: *
Activities for June/July

Type of the attachment *
Activity Calendar v

Please provide a short description about the attachment:
250 characters

Website address

Type URL

hitp:#/ ﬂ www_hortonhouse.com.au

Service description
Description

Residential and respite care available.

3911000
Additional service information
‘You may wish to enter additional information about the availability of the services you provide. For example, a particular service may be temporarily
unavailable due to limited staffing, or a service may only operate on certain weekdays or times.

0/100

SAVE SAVE AND SUBMIT REQUESTED CHANGES FOR APPROVAL I CANCEL

At the bottom of the screen, a confirmation will display, and a warning message will prompt you to
submit the service item update to the Department for approval.

Aged care homes

- = Service item updated successfully.
IC’ ) Residental F

Service 1D 1139 %
. + Some service items or room types are pending submission for approval prior to being
Service item name | A published. Service items and room types must be individually submitted for approval by

Waitlist availability clicking on the Submit link_

Vac

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2.2.3 Home Care Package attributes

If you are configuring a Home Care Package service, a number of attributes specific to the
delivery of this service type will become available to select and display on the service finder.
These are shown as follows.

-« Staff Outlet Reports and
Service and Support Portal administration administration do‘x):lojmenls

# Home | Outlet administration | View outlet - Home Care Canberra | View service items | Service Details

Maximum permissible interest rate (MPIR)
Changes to the following information will apply to all home care package levels in this service item
Service delivery area ()
No delivery areas specified -
Specialisations (?)
All services must reflect the diverse characteristics and life experiences of individual recipients. Please provide details only for the services which have specific measures in place.

Diverse needs (7)
For which of these groups do you provide specific services?

adoption or removal

isexual, transgender and intersex people

Specialised services [7\
Which of the following applies to this service?

] Dementia [J Mental Health
[J Continence [ Vision

[ Hearing [J Terminal illness
[ Respite care [ Mobility

[ Wellness and reablement [ Assistive Technology

Languages (7)
No languages specified

SELECT LANGUAGES AVAILABLE

2.2.3.1 Specialisations

Specialisations is an umbrella term for 3 sub-groups: diverse needs, specialised services, and
languages. Providers of all care types are able to identify their ability to provide services that
cater to these specialisations. To declare any from Diverse needs, they must be verified by the
independent assessor.

Specialised services will be displayed only for HCP service items.

Specialisations (7)
All services must reflect the diverse characteristics and life experiences of individual recipients. Please provide details only for
the services which have specific measures in place.

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2.2.3.2 Diverse needs

Diverse Needs specialisations are a subset of Specialisations, involving providing specialised
services for the groups identified as having special needs in the Aged Care Act 1997. These are:

a) people from Aboriginal and Torres Strait Islander communities

b) people from culturally and linguistically diverse backgrounds

c) people who live in rural or remote areas

d) people who are financially or socially disadvantaged

e) veterans

f) people who are homeless or at risk of becoming homeless

g) care-leavers

h) parents separated from their children by forced adoption or removal
i) lesbian, gay, bisexual, transgender and intersex people.

Providers who wish to make claims that their outlet specialises in the care of people identifying
with one or more of the diverse need’s groups will need to apply to have these claims verified by
an independent assessor. While all providers must demonstrate that they meet the Aged Care
Quality Standards, providing specialised services for the diverse needs groups is an optional and
additional step.

Since 27 June 2022, no new unverified diverse needs specialisation claims will be published on
My Aged Care. Successful verification is contingent on the outlets ability to demonstrate they
provide specialised care. The criteria providers are required to meet, and expected forms of
evidence, are set out in the Specialisation Verification Framework.

Only verified diverse needs specialisations are visible on My Aged Care provider profiles.
Providers who have not had their diverse needs specialisation claim(s) verified will have had
those claims removed from their My Aged Care Provider profile on 27 February 2023.

Specialisations (2
All services must reflect the dverse charactensiics and Me expenences of ndradual recipients, Piease prowde delalls only for the services which have specific me:
Diverse needs (?

AZOM g andD1 eres Srait Biandar Cutiral and wguisticaly dwirse
Pop i wh Tvl (0 nrdl OF femois a%Nas Fimncaly or Socaly daadwitasd seope

ieas HOMRRSS O a1 ek of Recoming Rome ks

||
o 3
E
=

Panunts sepa'ond fom Be r cwdion by Ieced adopion o remonal

Lehlran, iy S sdnul, Dantgordir ind riere pecpki

For more general information on the verification process and detailed evidence requirements,
please refer to About Specialisation Verification and the Specialisation verification — final
framework | Australian Government.

For specialisation criteria refer to Specialisation verification — final framework.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2.2.3.3 Specialised services

Although these services are not verified, please select only those with specific measures in place
which demonstrate your specialised service offering.

Specialised services

Which of the following applies to this service?

[l Dementia [] Mental Health

[ Continence [ vision

[ Hearing [ Terminal illness

[ Respite care [ Mobility

[ wWellness and reablemant [ Assistive Technology

2.2.3.4 Languages

1. Toindicate that services are being delivered in a language other than English, select
SELECT LANGUAGES AVAILABLE.

Languages@

Mo languages specified

SELECT LANGUAGES AVAILAEBLE

2. Select one or more languages then select SAVE.

Supported languages

Please select all supported languages and press Save when finished

Most selected

[ Arabic [ Cantonese [ Croatian
[ Greek [ Italian [] Mandarin
[ Polish [ spanish [ Vietnamese

Alphabetical listing

'A' | B' '\(_:/' '\D:' 'CE/' '\F) 'CG/' '\Ij/' '\|/' '\“J/' '\K/' '\L/' '\M/' '\N/' '\0/' '\P/' '\O/' '\R/' '\S/' '\T/' '\U/' ‘\V:' 'EN' 'x\' 'KY' 'Z'

O Acholi [ Afrikaans [ Albanian

[ Amharic [ AnyuakiAnuak [ Arakanese/Rakhinz

[ Armenian [ Asante/Ashanti [ Assamese

[ Assyrian [ Azari [ Azerbaijani

[ Alyawarr (Alyawarra) [[J Arrernte (Aranda) [[J Assyrian (Including Aramaic)

[ Australian Indigenous Lang

SAVE CANCEL

3. The languages will be displayed. Select the Pencil (edit) icon to change languages.

Languages@
List of Ianguages

= Arabic + Mandarin

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2.2.3.5 Hours of operation

You can outline standard hours of operation for this service. By default you can enter specific
Monday to Friday, Saturday and Sunday hours. You can also specify individual working days by
using the Customise option.

To edit your hours of operation:

1. Select Outlet administration from the home page.

Welcome Curtis from ‘Aussie Aged Care

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm

Service and Support Portal

Welcome Curtis

My Aged Care interactions

Tasks and nofifications Reports and documents Outlet administration

@ outlet Adminisiration

About

Contact dtais

Qutiets (4)

Filter by

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Select VIEW SERVICE ITEMS.

_ - Staff Qutlet|
Service and Support Portal administration administra

@& Home | Outlet administration | View outlet - CR651 UAT TWO

CRé651 UATTWO
(O (Active) Outlet Id 2-ZRMPOYW

About CR651 UAT TWO

Address Contact Details

23 FURZER Street
PHILLIP ACT 2608 Name: LG

Phone: 0413 048 616
Fax:
Email: beoru@gmail.com
Organisation philosophy Website:
Cultural specidlisﬁlions@
Religious specialisatinns@ @ ADD AGFI CONTACT

ADD IPC LEAD CONTACT

ADDNVIEW OUTLET COVID-19 VACCINATIONS

Current Specialisation Verifications
COVID-18 SUPPORT PORTAL

There are no current verified diverse need specialisations to display.

For more information on how to apply to have your claims of providing specialised care verified by an independent assessor, please visit the About
Specialisation Verification page on the Department of Health and Aged Care website.

MANAGE VERIFICATIONS

VIEW SERVIG

3. Select the service you want to edit the hours of operation by selecting on the corresponding
edit icon.

e, Staff Outlet Reports and
Service and Support Portal administration adminisiration documents

4# Home | Outlet administration | View outlet | View service items

CR651 UATTWO
O (Active) Outlet 1d 2-ZRMPOYW

(RN NP Ul Flexible Aged Care Programme | Home Care Packages | Residential Care

Filter by

Sts

Operational v Sewiceavaiabilty -
ADVANCED SEARCH || CLEAR FILTERS

Status is Operational

FTer  [ICEEY

e -
Domestic Home Support Progi ,funded () (7) Status Service avallability  Watlist availabity

NAPS Service ID 12275, Service item name:
() Hide Sub-types

ADDREMOVE SUBTYPES

Unaccompanied Shopping (delivered to ho General House Cleaning ()

Delivery hours ) ) ) House cleaning level

. Notepecited Sub-type availabilty  Waltist availability + Not speciied
Yes T Yes

Staff Notes Delivery hours

+ Not specified « Not specified

Staff Notes
« Not specified

er information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. Input the hours and save.

Hours of operation
What are the standard hours of operation for this service?

[0 Mon - Fri Start time * ™| Endtime* v
O saturday Start time * v  Endtime* v
O Sunday Start time * [v] Endiime* [v]

() Customise

You can also indicate the average number of hours of service provision you provide each week
per level of HCP.

Guidance on number of hours of service provision (per week)
You may wish te enter a value between 1 and 168 for each level below.

Level 1 Level 2 Level 3 Level 4

2.2.3.6 Service Description

You can enter any further information about your service here, and it will be displayed at the
Service Finder.

Service Description (7)
Description

g
0/1000

Additional service information
‘You may wish to enter additional information about the availability of the services you provide. For example, a particular service may be
temporarily unavailable due to limited staffing, or a service may only operate on certain weekdays or times.

2.2.4 Adding pricing information to a Home Care Package service item or outlet
Publishing pricing information is mandatory for all HCP services and outlets.
If the service does not have the mandatory pricing information. You will not be able to:

e save a new service and make it Operational

e save changes to partially complete existing pricing information

e edit waitlist information

o confirm if you have reviewed pricing information.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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I The help text against each pricing attribute provides further guidance on what specific
information providers should be entering.

1. From the Home Care Packages tab in the VIEW SERVICE ITEMS page, select the Edit
icon next to the Home Care Package services that you wish to add pricing information.

View Service Items

[ Home Support Progs Flexible Aged Care Programme | ITPUSTeE R St | Residential Care

TRANSFER SERVICE ITEM || TRANSFER CLIENTS

Filter by @
I~ )

Home Care Package, Home Care Packages |\§ Waitlist availability

NAPS Service ID 1PVT, Service item name: Home Care Package Yes

Status Service availability

Level 1 Operational [N IEZM o
Levei2  operational [T IEZH o
Leves  Operational [IECICN IEEH o
Leveia  Operational [IECICN IEEH o

Alternatively, from the View Outlet page, select the Edit icon next to Home Care Pricing to edit
the pricing information at the outlet level.

@) View outlet

About Practice Outlet

Address Contact Details
1 Provider Avenue Name: Guy Conlan
PROVIDER NSW 2123 Phone 02 8371 7265

Fax 0234486923

Email nimish kaul@health.gov.au
Organisation philosophy Website: https:/Mitps:/iwvaw.outlet.org.au
Cultural specialisations @ @
Bosnian. Macedonian. Maltese

ADD ACFI CONTACT

Religious specialisations (2 (;\I
&/ \E&)

Anglican, Hinduism, Islam IPC Lead Contacts @

Current Specialisation Verifications ADDIVIEW OUTLET COVID-12 VACCINATIONS

There are no current verified diverse
need specialisations to display.

More information about applying for verification can be found on the Department
of Health and Aged Care’s About Specialisation Verification webpage.

MANAGE VERIFICATIONS
Home Care Pricin

JIEW COPIED INFORMATION

VIEW SERVICE [TEMS

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Please note that when you edit pricing information at the outlet level, this is a pricing template
that you can save and apply to the services within a single outlet or all outlets in your
organisation. This is best used when the pricing information for a number of your services is the
same.

! Only information saved at the service item level will display on the service finder. If you select

SAVE at the outlet level this will save the information locally and will not display in the My Aged
Care service finder. Select SAVE AND APPLY TO ALL SERVICE ITEMS OF THIS OUTLET to
display your changes in the My Aged Care Service Finder.

SAVE AND APPLY TO SERVICE ITEMS OF THIS OUTLET SAVE SAVE AND APPLY TO ALL OUTLETS CANCEL

2. The Home care pricing service details page will be displayed. Select Home Care Pricing
to add or edit pricing information for that service.

(@) Service details

Home Care Service Details Home Care Pricing

All fields marked with an asterisk (*) must be completed before submission

Home Care Package, Home Care Packages
MAPS ID: 1PVT

Sanvice ltem Name: *

Home Care Package

Service delivery
Service provider name Aged Care Inc - Outlet 2

Facility name

Facility previously known as

Facility locally known as

Service start date 01 January 2017

Service end dale

Maximum permissible interest rate (MFIR)

3. From the Home Care Pricing tab, providers can enter detailed information for home care
services about:

a) Information about service offering and value statements

Version

Last updated on |;| 13/03/2019

Frovider Information about Service Delivery and Pricing

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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b) Approximate Home Care Package Amounts

If you do not charge the maximum basic daily fee you will be required to indicate a price for each
package level. If you do not charge any basic daily fee you will still be required to note a price, for
example $0.

Approximate Home Care Package Amount
Level1 Level 2 Level 3 Level 4
Annual $11,000 $16,000 $35,000 $52,250

Home care package funding (;‘u
- Per fortnight $400 3600 $1,300 $2,000

Basic Daily Fee paid by you (Per fortnight) .: :)] Do you charge the maximum basic daily fee for all home care levels?* \?/ﬂ

Description

01500

c) Care Management, relevant prices, and number of hours of service.

Only select N/A where you do not provide for care management for that specific level of Home
Care (e.g. Level 1).

Providers must publish a care management price in a clear dollar amount, so that care recipients
can better understand and compare prices, and to understand what service they will receive for
this charge.

If providers bundle the cost of care management with other costs, such as package management
charges or in an all-inclusive service cost, this may mean that the provider is not providing the
required care management services. It will also make understanding and comparing prices
difficult for care recipients and the public. Providers that list $0 for a service that they intend to
charge for (such as Care Management) may be breaking the Australian Consumer Law.

To ensure funds meet the direct care needs of older Australians, some prices are capped and
there are new rules of charging for providers. For more information visit the Departments website.

Note: From January 2023, care management prices will be capped at 20% of the package level.

Care Management (2)

Care management is an imporiant service that includes coordinating care and services that will help you deliver on the goals you identified in your care plan. Every Home Care Package, including those being self-managed will require some
level of care management.

Approach to care management* ®

071000

Fully managed by provider (Per furtnlgm)l'}\l Level 1* Level 2* Level 3* Level 4*

O A O A O Na O nA

Fully managed by provider (Approx no. hours per fortnight) Level 1% Level 2* Level 3¢ Level 4%

O WA O NA O NA O NA

Self-managed by you (Per fortnight) (7) Level 1* Level 2¢ Level 3* Level 4*

Details and prices for common services that are offered under each level of HCP. The five
common services are: Personal care, Nursing, Cleaning and household tasks, Light gardening,
and In-home respite.

An approved provider of home care must provide the price for each of the common types of care
and services (standard hours). Only select N/A where you do not provide this particular service,
for example on Public Holidays. If you provide the service but do not charge an extra amount,
enter in the standard hours price.

Only select N/A where you do not provide this particular service, for example on Public Holidays.
If you provide the service but do not charge an extra amount, enter in the price.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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() Price for common services (%)

—. P
Personal care (Per hour) (?,n How the provider delivers services* [v] Canyour clients choose from a variety of different prices for this service?* N :',‘ﬂ

Standard Hours-Most common™

Non-Standard Hours* Saturday* Sunday* Public Holiday*
0O na [m TN 0O nA O NA
Description
07500
. = -
Nursing (Per hour)(?’w How the provider delivers services* ﬂ Can your clients choose from a variety of different prices for this service?* \ :’,ﬂ

Standard Hours-Most common*

Other pricing information that may be charged by the provider — Package management. Only
select N/A where you do not charge for package management for that specific level of home care
(e.g. Level 1).

Similar to care management, you must publish a distinct package management price in a clear
dollar amount so that care recipients can better understand and compare prices — see 3c above
for further information.

Note: From 1 January 2023, package management prices will be capped at 15% of the package
level.

Other Costs(®

A Level 14 Lavel 2¢

Package management (Per forinight) 12) 25 510 Lewvel 3¢ Level 4*

O ma O mm MR, NiA
Package Management prices|

A
25/ 500

530

Description

e
0/ 500

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. Under the Full Price List section, a pricing schedule website link (URL) and/or a pricing
schedule attachment can be added.

Full Price List * (2)
Provide a website link (2)

Is there a website link where clienis can access pricing information? Please ensure that this is a link te your pricing infermation webpage, not your website landing page. E.g.
wwnwmyagedcare gov.au/pricing

-

v homecardservices.com. au

Upload a pricing schedule(7)
You can upload files up to SME. The folfowing file types are accepted: g, Jjpeg, .ong, .pdf, .rif, .docx

Choosze file | Mo file chozen

Provider contact details ()

Michael Ludlumi@test ame vy

To add a pricing schedule website link type in the URL in the Provide a website link section.
Ensure that the website URL you enter is a valid website address and includes www. at the
beginning of the URL.

Provide a website link (z)
Is there a website link where clients can access pricing information? Please ensure that this is a link to your pricing information webpage, not your website landing page. E.g. www.myagedcare.gov.au/pricing

IURL I

To be displayed in the public website as ‘Click here to access website

To upload the pricing schedule attachment, you must select Browse... and choose the document
(e.g. PDF file) you wish to upload. Name the attachment and provide a caption or short
description of the attachment.

Upload a pricing schedule ()
You can upload files up to 5MB. The following file types are accepted: jpg, joeqg, .png, .pdf, .rif, .docx

{U:\Pricing Schedule.do

IAttaChment name * I

200 characters

| Caption of the attachment * |
200 characters, this is only shown for photos

Please provide a short description about the attachment

230 characters

5. If you are editing an individual service item, select SAVE to apply all pricing information you
have added to the home care service.

Alternatively, if you are an Administrator and editing pricing information at the outlet level, you
can choose to save and apply the pricing information to all Home care service items in that outlet,
save locally (before applying to any services), apply these details to all of your outlets (if you are
an Organisation Administrator) or Cancel to discard any changes made.

SAVE AMD APPLY TO SERVICE ITEMS OF THIS OUTLET SAVE SAVE AND APPLY TO ALL OUTLETS CANCEL

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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I Al pricing information saved, including pricing schedule attachments, will appear by the next
day on the new service finder on the My Aged Care website, and do not require approval from
the Department.

2.2.5 Additional home care pricing features

Home care service providers are required to review and if required, update their pricing
information annually. In the scenario where no changes need to be made to any of the pricing
information, providers can confirm that they have reviewed their pricing.

1. To do this select CONFIRM REVIEW OF PRICING INFORMATION.

About Aged Care Inc - Outlet 2

£
|_\f’_|
Address -
23 FURZER Street
PHILLIF ACT 2606

Organisation philosophy

Cultural specialisations ( ?) (#)

Religious specialisations {2 (#*)

Home Care Pricing (#)

VIEW COPIED INFORMATION CONFIRM REVIEW OF PRICING INFORMATION

2. Select the service(s) that you wish to confirm and select CONFIRM REVIEW.

Review Home Care Pricing

Aged Care Inc - Outlet 1
Number of Home Care service items selected for pricing review: 1 out of 1

Search for service items of current outlet or select from those below in order to confirm the review of home care pricing details

NAPS ID Service item name SEARCH DESELECT ALL BELOW

Select NAPS ID & Service item name % Pricing schedule last updated on

1PVT Home Care Package 1-4 Operational 13/03/2019

CONFIRM REVIEW CANCEL

3. Home care service providers can also view a history of copied pricing information that has
been applied to services within an outlet. Select VIEW COPIED INFORMATION to view this
history.

Home Care Pricing (#)

I VIEW COPIED INFORMATION CONFIRM REVIEW OF PRICGING INFORMATION

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. Home care service providers can also view and print a copy of the pricing information they
have added to individual services, which can then be attached to clients Home Care
Agreements.

Dservice details :

Herms Care Serves Detnds | ST E

AR Tkdy ] vl 1 BT 7| B dEdpaTed

I Home care providers will be reminded to review or update home care pricing schedules for

operational home care service items if they have not been reviewed or updated in the last 11
months.

Outlet and organisation administrators will receive a HCP annual pricing review task notifying
them which services (in the outlet or organisation) are required to be reviewed. The task will close
once all relevant services have been reviewed.

To assist providers in identifying all services requiring review, a Review pricing information —
Home Care Service Items report is available from the Reports and documents tile. This report
can be generated at the outlet or organisation level, respectively.

Please see Service and Support Portal User Guide - Tasks and Notifications for guidance on
viewing and managing your tasks and notifications, including setting up email notifications.

2.2.6 Editing service sub-types

Service sub-types are individual services listed under a service item within an outlet in the
Service and Support Portal.

2.2.6.1 Adding a service sub-type
The steps to add a service sub-type for a service item are outlined below.

Service sub-types are automatically populated when service items are added to your outlet;
however, Administrators can edit service sub-types as needed.

1. Select Outlet administration from the homepage.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Curtis from ‘Aussie Aged Care

Service and Support Portal Logout

Welcome Curtis

My Aged Care inferactions

Tasks and nofifications Reports and documents

K

Govemment Provider Management System

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Select the name of the outlet on the Outlet card you want to add a service sub-type to. The View
outlet page will be displayed. Select VIEW SERVICE ITEMS

@ View outlet

About Practice Outlet

/) 7’
Address Contact Details
1 Provider Avenue Name Guy Confan
PROVDER NSW 2122 Phene 028371 7265
Fax 0234425923
Ema rensish kaud@health 9o au
Organisation philosophy Webute P IMMtps ivevevs Cutiet eg Su

Cultural specialisations (2) (/
Bosnsan Macedonian, Maltese

Relgious speciaiisations (2 (/)

Angican, Hodusm. Istam IPC Lead Contacts (€)

Current Specialisation Verfications

There are no curment verified diverse
need specialisations 1o display.

Mcre mforrmaton WJWI g o- v«‘u“o«(rbﬂo\mwmmmm
of Health and Aged Care's About Spec g webpage

Home Care Pricing (/)

VEW SERVICE MTEMS

2. To add a service sub-type, select the blue arrow next to See Sub-types under the service to
see expanded service details.

Domestic Assistance, Commonwealth Home Support Programme, funded ' .. f)
ACT

MNAPS Service |ID 1-56057G9, Service item name: Domestic Assistance

Status Service availability Waitlist availability

Operational Offline Yes No Yes “

s
ee Sub-types

Then select ADD/REMOVE SUBTYPES.

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Domestic Assistance, Commonwealth Home Support Programme, funded (@) (#)

ACT

NAPS Service |D 1-56052G9, Service item name: Domestic Assistance

Status Service availability Waitlist availability
Operational Offline Yes No Yes “

(] -
4 -
" Hide Sub-types

| ADD/REMOVE SUBTYPES I

The Service Sub type page will be displayed.

3. Select the sub-type you want to add to the service and then select SAVE.

Add/Remove Subtypes

All fields marked with an asterisk (*) are required.

Which sub types are you adding to this service? *

SELECT ALL DESELECT ALL

Unaccompanied Shopping (delivered to home) General House Cleaning

Linen services

SAVE CANCEL

The service sub-type will be added to the service item. It will also be displayed in the service
finder.

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2.2.6.2 Removing a service sub-type
The steps to remove a service sub-type for a service item are outlined below.

1. Select Outlet administration from the homepage.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Weicome Curtis from ‘Aussie Aged Care

Service and Support Portal

Welcome Curtis

4

ﬂ My Aged Care inferaciions
'

Tasks and nofifications Reports and documents Outlet administration

i

Govemment Provider Management System

2. Select the name of the outlet on the Outlet card you want to remove a service sub-type
from. The View outlet page will be displayed. Select VIEW SERVICE ITEMS.

@ View outlet

About Practice Outlet

/) /)

Address Contact Details
1 Provider Avenue Name Guy Confan
PROVIDER NSW 2123 Phene 02 8371 7265

Fax 0234438523

Ema rinsish kaul@health 9o au
Organisation philosophy Wabste P itps e cutiet ceg su
Cultural specialisations (2) (/
Bosnian_ Macedonian, Maltese
Relgious speciaiisations DY )j
Angican, Hedussm, Isam IPC Lead Contacts D)

Current Specialisation Verifications

There are no curment verified diverse
need specialisations to display.

Ncee inforrmation adout applying for verScason can be found on the Depariment
of Hadth and Aged Care's About Specalisaton Vericaton webpage

Home Care Pricing (#)

VEW SERVICE TEMS.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. Select the blue arrow next to See Sub-types under the service to see expanded service
details.

Domestic Assistance, Commonwealth Home Support Programme, funded (@) (#)

ACT

NAPS Service ID 1-560SZG9, Service item name; Domestic Assistance

Status Service availability Waitlist availability

Operational Offline Yes BB ves LT
ee Sub-types

Then select ADD/REMOVE SUBTYPES.

Domestic Assistance, Commonwealth Home Support Programme, funded (@) (#)

ACT

MNAPS Service 1D 1-560SZG9, Service item name: Domestic Assistance

Status Service availability Waitlist availability
Operational Offline Yes BRI ves [JETD
r e
4 -
) Hide Sub-types

ADD/REMOVE SUBTYPES

4. Inthe Add/Remove Subtypes box, deselect the subtypes you want to remove from the
service item and select SAVE.

All fields marked with an asterisk (*) are required.

Which sub types are you adding to this service? *

SELECT ALL DESELECT ALL

Unaccompanied Shopping (delivered to home) General House Cleaning

Linen services

SAVE CANCEL

The service sub-type will be removed, and information about the service sub-type will not display
in the service finder.

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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®

2.2.6.3 Maintaining service sub-types availabilities and waitlists

You can maintain detailed information about service sub-types for a service that you offer via the
Service and Support Portal. You can edit details about:

e Service sub-type availability (and waitlist)

e Hours of operation for the service sub-type

e Notes of staffing for the service sub-type

o Whether transport is provided as part of that service.

Service sub-type information will be displayed on the Service Finder on the My Aged Care
website. When you update this information, the changes will appear on the Service Finder by the
next day.

1. Navigate to the View Outlet details from the Outlet administration page for the outlet that
you want to edit service and waitlist information for and select VIEW SERVICE ITEMS.

@ View outlet

About Practice Outlet

/) 7’
Address Contact Details
1 Provider Avenue Name Guy Confan
PROVIDER NSW 2123 Phone 02 8371 7265
Fax 0234425923
Ema rnish kaul@health 9o au
Organisation philosophy Nebute s (DS /v cutiet ceg su

Cultural specialisations (2) (/
Sosntan Macedonian, Maltese

Relgious specialisations( 2 ) (/)

Anghcan, Hedusm Isam IPC Lead Contacts @

Current Specialisation Verifications

There are no cament verified diverse
need specialisations to display.

Nicre informabon abosd applying for verScasion can be found on the Depariment
of Health and Aged Care's About Specalisaton Veriicaton webpage

Home Care Pricin¢ (/)

VEW SERVICE MTEMS.

2. To edit availability and waitlist information for service sub-types, select the arrows next to
See Sub-types to display the sub-types that have been added to the service.

Allied Health and Therapy Services, Commonwealth Home Support Programme, funded @) (}:l Status Service availability Waitlist availability

acT Operational Offline No ve: [

MNAPS Service ID 1-12DMT35, Service item name: Allied Health and Therapy Services - At Client Location

(r_;:' See Sub-types

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. Here you can edit the sub-type availability and sub-type waitlist availability by selecting the
toggles and edit additional information about the service sub-type by selecting the Edit icon.

Allied Health and Therapy Services, Commonwealth Home Support Programme, funded k@l)\ Qf/l

Status Service availability Waitlist availability
acT Operational [IRSLTES No Yes

NAPS Service |D 1-12DMT35, Service item name: Allied Health and Therapy Services - At Client Location

@. Hide Sub-types

ADD/REMOVE SUBTYPES

Dietitian or Nutritioni:

Delivery hours Delivery hours
* Mot specified Sub-type availability Waitlist availability « Monday: 03:00 AM to 12:00 PM, 01:00 PM to Sub-type availability Waitlist availability
Yes No Yes 05:00 PM Yes No Yes
Additional services * Wednesday: 09:00 AM to 05:00 PM
* Mo fransport information specified « Thursday 09°00 AM to 05:00 P
Staff Notes * Saturday:  09:00 AM to 05:00 PM

* Mot specified Additional services

* No fransport information specified

Staff Notes
* Paodiatrist is not available on Tuesdays or Fridays

4. Add any additional information about operating hours, staffing or transport for that service
sub-type and select SAVE.

Dietitian or Nutritionist

Hours of operation
WWhat are the standard hours of operation for this senace?|
e Enatme
B Monday 02:00 AW [~ os00PM =)

ADD ADDITIONAL DPERATING HOURS

Esart ime Endime
B Tuesday 08:00 AW [ G500PM ~]

ADD ADDITIONAL O

saname Enatma
B Wednesday 09:00 &M ] os00PM =]

HOURS
Sartime Endime
B Thursday 08:00 AM [ o500FM ~]

ADD ADDITIONAL OPERATING HOURS
Sart ime Endtma

M Friday 09:00 A M o500FM ~]

ADD ADDITIONAL O

HOURS

Esart ime Endime
B Ssturday 02:00 AW [+  o500PM =)

ADD ADDITIONAL DPERATING HOURS

Eanime Enatme
B sunday 00:00 AM [~ 05:00 PM ]

ADD ADDITIONAL O

Nofes on siafing Distfian or Mluiritionist 2

il appear on the publc Servies Finder

I transport fo the service provided?

@ No

CANCEL

Your updated information will be saved.

Allied Health and Therapy Services, Commonwealth Home Support Programme, funded @l @

Status Service availability Waitlist availability
ACT Operational Offline No Yes
NAPS Service ID 1-12DMT35, Service item name: Allied Health and Therapy Services - At Client Location
@. Hide Sub-types
ADD/REMOVE SUBTYPES
Dietitian or Nutritionist Q) Podiatry @.
Delivery hours Delivery hours
» Monday: 09:00 AM to 05:00 PM Sub-type availability Waitlist availability + Monday: 02:00 AM to 12:00 PM. 01:00 PM to Sub-type availability Waitlist availability
* Tuesday: 09:00 AM to 05:00 PM Yes No Yes 05:00 PM Yes No Yes
* Wednesday: 09:00 AM to 05:00 PM * Wednesday: 0%:00 AM to 05:00 PM
* Thursday. 09:00 AM to 05:00 PM * Thursday: 09:00 AM to 05:00 PM
* Friday: 09-00 AM to 05:00 PM * Saturday: 09:00 AM to 05:00 PM
* Saturday: 09-00 AM to 05:00 PM Additional services
= Sunday 09:00 AM fo 05:00 PM

* No transport informafion specified
Additional services
* No fransport information specified

Staff Notes
* Podiatrist is not available on Tuesdays or Fridays
Siaff Notes

* Mot specified i s
Physiotherapy |\a

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2.2.7 Add aroom type

Residential Care providers can add information about the types of rooms their organisation offers.
The steps to add room information are outlined below.

Fields marked with an asterisk (*) are mandatory.

1. Select Outlet administration from the homepage.

1800 836 799 Mon-Fii 8am - 8pm Sat 10am - 2pm Welcome Curtis from ‘Aussie Aged Care

Service and Support Portal

Welcome Curtis

‘ﬂ My Aged Care interactions
’

Tasks and nofifications Reports and documents Outlet administration

i

Govemment Provider Management System

Select the name of the outlet on the Outlet Card you want to add room information to. The View
outlet page will be displayed. Then click the VIEW SERVICE ITEMS button.

@ View outlet

About Practice Outlet

s 7’

Address Contact Details
1 Provider Avenue Name Guy Confan
PROVIDER NSW 2123 Phone 028371 7265

Fax 0234425923

Emat remesh kaiGhealth gov s
Orgamsatlon ph!losophy Webste NS IMitps /v cutied ceg au
Cultural specialisations (7) (/
Bosnian Macedonian. Maltese
Religious specialisations (2) (/)
Anghcan. Hndusm, tslam IPC Lead Contacts ()

Current Specialisation Verifications

There are no current veridied diverse
need specialisations to display.

More nformation aboet applying for v SON can Be found on the Department
of Health and Aged Care's About Specalisation Vercaton webpage

Home Care Pricing (/)

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. From the View Service Items page, select Resident Care from the tab options. Select the
blue arrow next to the service and select See room types.

View Service ltems

Commonwealth Home Support Programme Flexible Aged Care Programme Home Care Packages
Filter by ®@

- Waitlist availability -

ADD A SERVICE ITEM

Operational - Ser

Status is Operational

m it

: Core, Tunded QO NL) Status Service availability Waitlist availability
NAPS Service ID 1234, Service item name: Residential Permanent - At Provider Location Operational Offline No Yes

62 4 CRISP Circuit BRUCE ACT 2617

ee room types

Then Select ADD ROOM TYPE.

Residential Permanent, Residential Care, funded (éj (.;‘j

NAPS Service 1D 1234, Service item name: Residential Permanent - At Provider
Location

62 4 CRISP Circuit BRUCE ACT 2617

N
I\.-_“'/I Hide room types

ADD ROOM TYPE

The Room Type page will be displayed.

Enter required information in the General room information and Pricing information sections.

E)Room type

All fields marked with an asterisk (*) are required.
COPY PREVIOUS ROOM TYPE INFORMATION

General room information

Room name *

{up fo 100 characters)

Room type * -

Number of roems of this type: *

Pricing information

Please enter the Maximum refundable deposit amount: *

£.g. $650000 5

Maximum daily payments: §
Example combination payment

Example RAD at 50% $
Example DAP at 50% §

Explanation of payment options
Residents choose how to pay for their accommodation: by refundable deposit (lump sum), daily amount, or a combination of both. A daily amount accrues daily and is paid periodically, for
example monthly. A combination payment includes both a partial refundable deposit and a daily amount. Residents have 28 days after permanent admission to decide their payment method.

ADD ADDITIONAL TEXT

m SAVE AND SUBMIT REQUESTED CHANGES FOR APPROVAL CANCEL

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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®

Ensure mandatory fields (red asterisk) are completed.

3. If you enter a maximum refundable deposit (RAD) over $750,000, the following information
banner will appear.

You cannot charge a RAD over $750,000 without first obtaining a valid approval. To apply for an approval visit the IHACPA website www ihacpa.gov.au

To publish and charge a room price above a RAD of $750,000 (or the equivalent daily payment),
you must have a valid approval from the Independent Health and Aged Care Pricing Authority
(IHACPA), or the former Aged Care Pricing Commissioner.

I if you do not have approval for this price for the room type, you cannot publish or charge this

price. Conditional approval does not constitute approval until you have received a satisfaction of
conditions letter from IHACPA.

4. You must enter the date of IHACPA approval, enter the IHACPA approval reference number
and attach the IHACPA approval letter for that room type.

The below fields will appear and need to be completed for rooms priced over $750,000.

e Approval or Conditional Approval

e Date of IHACPA approval (or Aged Care Pricing Commissioner approval) — IHACPA
approvals are valid for 4 years. Once you enter the required approval details for a room,
you will receive automatic notifications when your approval is nearing expiry. These will
be sent at 6, 4 and 2 months before your Date of IHACPA approval indicates expiry.
Rooms will be removed from My Aged Care if 4 years passes from your Date of IHACPA
approval.

e |HACPA approval reference number — This is only required if your approval was granted
on or after 1 July 2024. Approval letters issued prior to 1 July 2024 do not have an
approval number.

e You will also need to attach and name the IHACPA approval letter for the room.

IHACPA approval details

As the RAD exceads $750,000 , whal type of approval do you have for this room?”
® Approval O Conditional Approval

Please aftach the IHACPA approval letter for this room_ *
You can upioad Hes up fo SWE Please ensure the lefier ia n @ pdf formal. Thig laffer will nod be displayed on My Aged Care

Choosa file | Mo file chosen

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799



http://www.myagedcare.gov.au/
https://www.ihacpa.gov.au/

®

5. Enter the required information under Key feature statement.

Key feature statement

Room description;

012000

Common areas description: *

012000
Specific accommodation or design features
® Not applicable
Applicable

Additional care and services included in room price
(® Not applicable
Applicable
Additional care and services avallable at additional cost
@ Not applicable
Applicable

Exira service fee
Yes

® No

When entering room size (in square metres):

- if there is variation in room sizes, enter the size range of the room type from smallest to largest,
e.g. 20sgm - 25sgm.

- indicate if the room size entered includes ensuite, e.g. 20sgm - 25sgm incl. ensuite.

- do not include private outdoor areas such as balconies or courtyards.

Please ensure that the room size entered aligns with information provided to IHACPA in your
application for these rooms.

6. Enter to submit this room information for publication select SAVE AND SUBMIT
REQUESTED CHANGES FOR APPROVAL.

m SAVE AND SUBMIT REQUESTED CHANGES FOR APPROVAL | CANCEL

This room information will be displayed on the service finder once approved for publication by the
Department (allow 3 business days).

If your room is not approved for publication, you will receive an email explaining the action you
need to undertake before resubmitting. You can update your room request and submit again.

Lif you select SAVE, this room information will be saved and not submitted for publication.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2.2.8 Edit room details

Residential Care providers can edit existing room information. The steps to edit room information
are outlined below. Fields marked with an asterisk (*) are mandatory.

1. To edit the details for a room, click on the edit icon (pencil).

Filter by

ats

ailabilty
ADVANCED SEARCH CLEAR FILTERS
Status is Operational
FILTER CLEAR
. . 7
Residential Permanent, Residential Care, funded () (#) Status Service availability  Waitlist availability
NAPS Service ID 4030, Service item name: Walara Balaklava Millcourt Operational Offline Yes BT Yes

7 Railway Terrace BALAKLAVA SA 5461
oy
() Hide room types

ADD ROOM TYPE

Zanker, Roberts & Shepherd Wings): max. refundabie deposit 5350,000, extra service fee 50 n?\\w

. ~
9 Status: Operational ()

(&)=nd

2. Next, select the reason for resubmission from the drop-down menu and the continue to edit
the details of the room.

# Home | Outlet administration | View outlet | View service items | Edit room details

(@Edit room type

All fields marked with an asterisk (*) are required.

Resubmission information

Reason for resubmission * -

General room information

Room nams *

Roems 18 & 21

Murber of rooms of ths type: *

2

Pricing information

Please enter the Maximum refundable deposit amount. *
g 8630000 5200000

Maximum daily payments: $45.70

Example combination payment

Example RAD at 50% §100000.00

Example DAP at 50% $22 85

Explanation of payment opions: *

Residents can choose to pay for their accommodation by refundable deposit, a daily payment, or a combination of both. A refundable deposit is paid as a lump sum amount. A daily payment accrues daily and is paid periodically, for

example monthly. A combination payment includes both a partial lump sum and daily payments. For further information on payment options, please phone Admissions on 08 88621576

A
4041 1200

| Providers with an IHACPA approved maximum RAD over $750,000, can index the room price in
line with legislation. For details on calculating the indexation of approved RADSs visit
www.ihacpa.gov.au.

NOTE: If you have selected Indexation of approved max RAD as the Reason for resubmission,
you can only change the room price. If you wish to change other fields for the room, select a different
resubmission reason.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. Scroll down to the bottom of the page. Select SAVE AND SUBMIT REQUESTED CHANGES
FOR APPROVAL.

Key feature statement

Room description: *

The suites in this home are 18 square metred. These private single suites with private bathroom also feature balconies, kitchenette and built-in robes and are furnished with an a
electric high/low bed in each room with air-conditioning. Television, heater, lights, ceiling fans and telephone point are provided for in each room. Floors are coversd with a -
cushioned, non-slip vinyl. Ensuites include shower, vanity unit, toilet and grab rails, and non-slip floors. Anurse call device is located in both the bedroom and ensuite bathroom for

638 /2000

Comman ption: *
The home has one courtyard with an easily accessible and well-maintained pathway around the landscaped gardens. The home also provides fwo lounge areas (one on each level). A
large multifunction room is used for daily activities, including concerts, craft, exercise and family gatherings. The home also includes an outdoor garden, hairdressing salon, chapel and
library services

A
37912000

Specific accommodation or design features
@® Not applicable
(O Applicable

Additional care and services included in room price
@ Mot applicable
() Applicable

Additional care and services available at additional cost
@® Not applicable

O Applicable

Exfra service fee

) Yes

@ Mo

SAVE AND SUBMIT REQUESTED CHANGES FOR APPROVAL CANCEL

Once submitted, you will be redirected back to the View Service Iltems page and a green banner
will display at the bottom of the screen confirming the edits were successfully submitted.

Room details have been submitted for verification. Room cannot be updated until verification is finalised. If verified and Room Status

is Operational, the room will be published on My Aged Care.

2.2.9 Change room status

1. Click on the edit icon (pencil) next to the Status of the room you want to set as Offline or
Operational.

Care, funded Status Senvice availabilty Waitlist availability
NAPS Service ID Service item name: Walara Operational Offline No Yes
@ Hide room types
ADD ROOM TYPE
@ Single rocm = ensuite (Gleeson, Zanker, Roberts & Shepherd Wings): max. refundable deposit $350,000, exira service fee 50, uo@(%’) Status: Operationg

2. From the pop-up select Offline (not displayed) from the change room status and select the
reason for the change.

When you set the room to Offline a warning banner will appear advising that offline rooms are
not displayed on My Aged Care.

Select SAVE.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Change room status

All fields marked with an asterisk (*) are required.

A You are about to change the room status to offline. Offline rooms are not displayed on My Aged Care.

Change room status *

Offline (not displayed) -
Pleaze sslect the reason for changing the status of this room *
Repairs/renovation A

SAVE CANCEL

3. A message will appear advising that you have successfully changed the status of the room.
The status of the room will now display as Offline.

V You have successfully changed the status of the room (Neumann Wing) to Offline.

4. If you wish to make an Offline room Operational, click on the edit icon (pencil) next to Status:
Offline.

A Roem is offline and will not be displayed on My Aged Care.

@ Single room + ensuite (Gleeson, Zanker, Roberts & Shepherd Wings) max refundable deposit $350 000, extra service fee 50 00 @{‘:‘w Status: Oﬁlin

Select Operational (displayed) from the change status drop-down menu followed by the
reason for the change. Then select SAVE.

Change room status

All fields marked with an asterisk (*) are required.

Change room status *

Operational (displayed) -
Plesse s=lect the reason for changing the ststus of this room *
Repairs/renovation complete -

SAVE CANCEL

A green message will appear advising that you have successfully changed the status of the
room and the room will show as Operational.

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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The room will be displayed on My Aged Care within 24 hours.

V You have successfully changed the status of the room (Gleeson, Zanker, Roberts & Shepherd Wings) to Operational.

2.2.10 Delete a room

Residential Care providers can choose to permanently delete a room. Note that deletion of a
room cannot be reversed.

1. Click on the delete icon (bin) next to the room you wish to delete.

Ensure you select the correct room as the deletion of a room cannot be reversed.

Resi R " (2
Care, mnded@ < Status Service availability Waitlist availability
NAPS Service ID Service item name: Walara Operational Offline No Yes
l:.-—j Hide room types
ADD ROOM TYPE
(#) Single room + ensuite (Gleeson, Zanker. Roberts & Shepherd Wings): max. refundable deposit $350,000, extra service fee 50.00 (A (1) Status: Operational (#)
) ’ B e td (O : Op \z)

2. From the pop-up, select the reason for deleting the room and click DELETE.

All fields marked with an asterisk (%) are required. 1
You are about to delete the room (Gleeson, Zanker, Roberts & Shepherd Wings) from your service inventory. Once a
room is deleted, the action cannot be undone.
I Please select your reason for deleting this room: * - I
-

A green banner will display at the bottom of screen confirming the room has been
successfully deleted.

V You have successfully deleted the room (Single room with ensuite (Standard Room) max. refundable deposit or max daily payments not specified). ‘

2.2.11 Transferring service items

Organisation administrators may choose one or multiple service items to transfer between outlets
of an organisation in the Service and Support Portal. Using this function, administrators can:

e Select and list the service item(s) to transfer
e Select an outlet to transfer service item(s)
e Generate and export a report listing service referrals linked to the service item(s)

This functionality does not apply to residential care (permanent and respite).

I f you are required to transfer clients between organisations, for example, as part of a merger
or acquisition, contact the My Aged Care service provider and assessor helpline on 1800 836

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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799, who will be able to initiate the transfer of clients for you.

To transfer a service item between outlets, follow the steps below.

! Upon transferring a service to a new outlet, any diverse needs specialisations recorded against
the service will be removed.

1. From Outlet administration select the outlet that contains the service items you wish to
transfer to a different outlet.

Oultlets (7)
ADD NEW QUTLET

Current sort order is A-Z

Multi Service Home Assistance Outlet for the better Yass Packages
1-9WO7REO 1-9PRIITU 1-GHH1Q4M
Graham Prom James Graham Acacia Provider
(02) 6200 D0OD (02) 6277 8445 (02) 9000 0000
james g@bulldogs.com.au
http:/Awww_bulldogs.com.au

= =

2. Under View Service ltems, select on the TRANSFER SERVICE ITEM button.

ADD A SERVICE ITEM TRANSFER SERVICE ITEM TRANSFER CLIENTS

3. Select the outlet you wish to transfer the service items to using the list provided. You can
search for a specific outlet using the search function. Select NEXT to continue.

@) Transfer service inventory items

Transfer from: Margery outlet

Search for an outlet or select from those below

QOutlet name SEARCH
Outlet Status State Contact name Phone number
Active VIC Squire Seikaly (02) 3928 4924
Active ACT George Kelly (02) 9876 5432

@ Bemard Heinze outlet

NEXT CANCEL

4. Select the service item(s) that you want to transfer to another outlet. You can search for
specific service items using the search functionality (by Programme or Service type). The
following information is displayed to help identify each service item: the service type, NAPS

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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service ID, service item name, funding state and funding region. You can transfer up to a
maximum of 25 service items.

Select NEXT to proceed to the next screen. If you select CANCEL, you will exit the transfer
process and be re-directed to the View Outlet screen.

@) Transfer service inventory items

ITransfer from: Margery outletto Bernard Heinze outlet I s

Services added to transfer. 0 (max 25)

Search for services or select from those below

C:mmweanh Home Support Programme v|]  Service type v

Service type NAPS ID Service item name Funding state Funding region
OfMeals 2345 Margery CHSP Provider vIiC Gippsland
DfDomestic Assistance 2548 Margery CHSP provider vIC Gippsland
[DftHome maintenance 2548 Margery CHSP provider viC Gippsland
OfTransport 2548 Margery CHSP provider viC Gippsland
[ODfOther Food Services 2548 Margery CHSP provider vIiC Gippsland
[DJAllied Health and Therapy Services 2548 Margery CHSP provider vIiC Gippsland
Elt.leals 2548 Margery CHSP provider viC Gippsland

5. Review the information to ensure that it is correct. To remove a service item, select the red
bin icon. To cancel the transfer, select CANCEL.

@) Transfer service inventory items

Transfer from: Margery Cole outlet to Service Item Test G
Services added to transfer. 2 (max 25) '{
Programme Service type NAPS service ID Funding region Funding state Service item name Revised service item name
CHSP Domestic Assistance 2548 Gippsland viC Margery CHSP provider Service item name
CHSP Home modifications 2548 Gippsland vic Margery CHSP provider Service Rem name:

FER AND GENERATE IMPACT REPORT TRANSFER SERVICES “

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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6. To see the impact the service transfer will have on your organisation before you complete
the transfer, select the SAVE TRANSFER AND GENERATE IMPACT REPORT button.

This report will appear in the Reports and documents tab. You can review the report and
resume the transfer at a later stage.

@) Transfer service inventory items

Transfer from: Margery Cole outlet to Service Item Test s

Services added to transfer. 2 (max 25) /\

Programme Service type NAPS service ID Funding region Funding state Service item name Revised service item name
CHSP Domestic Assistance 2548 Gippsland viC Margery CHSP provider Service Reth name

CHSP Home modifications 2548 Gippsland vIC Margery CHSP provider Service Mam name:

I AVE ANSFER AND GENERATE IMPACT REPOR TRANSFER SERVICES

The following banner will display.

% Please wait for the fransfer impact rport to complete before transferring services. Depending on the number of servicas being transferred, this may take some time.
l You may navigate away from this page and confinue to transfer services once the impact report has finished.

| The Transfer Impact Report may, on occasion, take some time to generate. If this happens,

an alert message will prompt on screen. You can navigate away from the Transfer Service
Inventory Items screen and be notified when the Transfer Impact Report completes.
Alternatively, you may choose to transfer service inventory items without reviewing the report at

any time.

A The transfer impact report is taking longer than expected. If you need to review report before transferring, you can
navigate away and be informed when report completes. Alternatively, you can start transfer services at any time.

7. If you have reviewed the impact of the transfer and want to proceed, select TRANSFER
SERVICES.

@ Transfer service inventory items

Transfer from: Margery outlet to Bernard Heinze outlet

Services added to transfer: 2 (max 25)

Programme Service type NAPS service ID Funding region Funding state Service item name Revised service item name
CHSP Domestic Assistance 2548 Gippsland viC Margery CHSP provider Service Nom name
CHSP Home modifications 2548 Gippsland viC Margery CHSP provider Service item name

SAVE TRANSFER AND GENERATE IMPACT REPORT TRANSFER SERVICES ANCEL

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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8. To make any changes, select CANCEL. To finalise the transfer, select CONFIRM
TRANSFER.

Transfer service items

A Please review the transfer impact report before confirming the transfer of service items

2 service items are selected to be transferred from Margery Cole outlet to Service ltem Test

= You may select "Cancel' which will return you to the selection screen if the information displayed above is
incormrect.

= When you are satisfied with your selection and have reviewed the transfer impact report, please select 'confirm
transfer’ below.

* You will be notified when the transfer has been completed at which peint you will be able to view a report
detailing the outcomes for each service item.

CONFIRM TRANSFER CANCEL

The transfer may take some time to complete. Review the status of the transfer by reviewing the
service transfer log.

- The transfer of services from Margery Cole outlet to Bernard Heinze has started.
1 Please check transfer logs for progress.

When the transfer action has started, the impacted records in the transfer process will be locked
— the transfer process will run in the background.

Users will be able to view the records but cannot change the details until the transfer process has
successfully completed.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2.2.12 Reviewing the Service Transfer Log
To review the status or details of previous and current service transfers, review the Transfer Log.

1. Select Outlet administration from the homepage.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Curtis from ‘Aussie Aged Care

Service and Support Portal

Welcome Curtis
'ﬂ. T

Tasks and nofifications Reports and documents Outlet administration

&

Govemment Provider Management System

2. Select an outlet to access the transfer log.

Outlets (2)

ADD NEW OUTLET

Sort order
g -

Current sort order is A-Z

Margery outlet

1-E6-720

Squire Seikaly

(02) 3928 4924
revanth@health.gov.au
http://www.abs.gov.au/

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. Select the VIEW TRANSFER LOGS button.

Services

To request an update to your contracted service information, please submit specific changes here
ADD A SERVICE ITEM TRAMSFER SERVICE ITEM TRANSFER CLIEMTS I VIEW TRANSFER LOGS I

The transfer log will display information about past and current service and client transfers,
including:

e Transfer type (service or person)
e Transfer date
e Status (In progress, completed, completed with errors)

For more detailed information about the transfer, select the magnifying glass icon.

Transfer Logs
Type Transfer date Status
From Margery outlet to Bernard Heinze outlet Service Item 15 November 2017 8:53 AM In progress
From Margery outlet to Bernard Heinze outlet - Allied Health and Therapy Services Person 6 November 2017 12:28 PM Completed CQ;

If a transfer has not been completed successfully, you can retry by selecting the magnifying glass
icon, selecting the items you want to retry and selecting the RETRY SELECTED button.

@) Transfer Logs

From Margery Cole outlet to Bernard Heinze outlet - 14 November 2017 2:41 PM

Select Programme: Service item Service item name
CHSP Allied Health and Therapy 2548 Margery CHSP 1- SI102: A Service Item with the same name exists in the
Services provider Error Destination Outlet
CHSP Domestic Assistance 2548 Margery CHSP 1- SI102: A Service Item with the same name exists in the
provider Error Destination Outlet
CHSP Home maintenance 2548 Margery CHSP 1- S1102: A Service Item with the same name exists in the
provider Error Destination Outlet

RETRY SELECTED CANCEL

2.2.13 Transferring clients between service items

Organisation administrators may choose one or multiple clients to transfer between services (of
the same service type) within an outlet or to another outlet within their organisation.

I This functionality does not apply to residential care (permanent and respite).

To transfer a client(s) to another service, follow the steps below.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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1. From Outlet administration select the outlet that contains the clients you wish to transfer to
another service (the outlet you want to transfer clients from).

Outlets (7)

g -

Current sort order is A-Z

Multi Service Home Assistance

Outlet for the better Yass Packages

1-9WO7REQ 1-9PRITU 1-9HH1Q4M
Graham Prom James Graham Acacia Provider

(02) 6200 0000 (02) 6277 8445 (02) 9000 0000
james.g@bulldogs.c

o« Acive o Adlive

2. Select on the TRANSFER CLIENTS button to start the process of transferring client(s) to
another service.

Services

To request an update to your contracted service information, please submit specific changes here.

ADD A SERVICE ITEM TRANSFER SERVICE ITEM TRANSFER CLIENTS WIEW TRAMSFER LOGS

3. Select the service that the client(s) is currently linked to. You can use the search
functionality to find specific service types. Select NEXT to continue.

@) Transfer clients

Transfer from: Margery outlet
Search for a service type or select from those below

Programme

Commonwealth Home Support Programu:] Service type :j NAPS Service ID SEARCH
Service type NAPS Service ID Service item name Funding State Funding region

eals 2345 Margery CHSP Provider viC Gippsland
omestic Assistance 2548 Margery CHSP provider vIC Gippsland
lome maintenance 2548 Margery CHSP provider VvIC Gippsland
lome modifications 2548 Margery CHSP provider vIC Gippsland

er Food Services 2548 Margery CHSP provider vIiC Gippsland
lied Health and Therapy Services 2548 Margery CHSP provider viC Gippsland

eals 2548 Margery CHSP provider vIC Gippsland

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. You can choose to transfer clients to another service within the same outlet or transfer
clients to another service under another outlet. Choose from one of these options and select
NEXT.

@) Transfer clients

Transfer from: Margery outlet (a
Source service type: Meals 234 Margery CHSP Provider

O Transfer within same outlet O Transfer to another outlet

To transfer clients to another outlet, you must be an organisation administrator.

If you select Transfer to another outlet you will not be able to proceed unless you select an
outlet.

5. Select the service that you want to transfer clients to, from the list provided and select NEXT
to continue.

@) Transfer clients

Transfer from: Margery outlet (} >
Source service type: Meals 234 Margery CHSP Provider

O Transfer within same outlet  ® Transfer to another outlet
Search for a target service by outlet or select from those below

Outlet v SEARCH

Service item name Contact name

O Margery Cole outlet 2548 Margery CHSP provider viC Squire Seikaly (02) 3928 4924

@ E—

6. Select the client(s) that you wish to transfer to the new service. You can transfer up to a
maximum of 50 clients at one time. Select Transfer clients to continue.

You can also search for client to transfer by their last name, first name, or their Aged Care
User ID.

@) Transfer clients

Transfer from: Margery outlet 7
Source service fype: Allied Health and Therapy Services 2548 MargeryCHSP provider

Transfer to: Margery Co  outlet s
Destination service type: Allied Health and Therapy Services 6548  Margery Care Service

Clients added to transfer: 0 (Max 50)

Juest name | | | Imm Care User ID |
Last Name First Name Aged Care User ID Referral Accepted Date Service Commencement Date
O Apple Kelly ACOTT31046 10 July 2017
(m] Asharp Dustin ACSTT88176 6 November 2017
(m] McClusky Maddi ACD5791660 7 July 2017
a Scott Bega AC21861180 11 July 2017
(m] Wamer Shane AC04271045 8 November 2017 8 November 2017

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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7. Review the information about the transfer. If correct, select CONFIRM TRANSFER to
complete the process.

Transfer Client(s)

Please review the following summary of changes before confirming the transfer of clients. You must also transfer
the clients within DHS systems in order to continue receiving subsidies uninterrupted.

1 clients are selected to be transferred from 2548 . Margery CHSP provider at Margery outlet to 2548
Margery CHSP provider at Service Item Test.

* You may select ‘Cancel’ which will return you to the selection screen if the information displayed above is
incorrect.

» When you are satisfied with your selection and above summary, please select ‘confirm transfer’ below.

* You will be notified when the transfer has been completed at which point you will be able to access an Error Log
detailing the outcomes for each client

CONFIRM TRANSFER CANCEL

2.2.14 Reviewing the Client Transfer Log
To review the status or details of previous and current client transfers, review the Transfer Log.

1. Select Outlet administration from the homepage.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Curtis from ‘Aussie Aged Care

Service and Support Portal

Welcome Curtis

My Aged Care interactions

Tasks and nofifications Reports and documents Outlet administration

K

Govemment Provider Management System

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Select an outlet to access the transfer log.

Outlets (2)

ADD NEW OUTLET

Sort order

g -

Current sort order is A-Z

Margery outlet

1-E6-720
Squire Seikaly
(02) 3928 4924

revanth@health.gov.au

3. Select the VIEW TRANSFER LOGS button.

Services

To request an update to your contracted service information, please submit specific changes here

ADD A SERVICE ITEM TRAMNSFER SERVICE ITEM TRANSFER CLIENTS I VIEW TRAMNSFER LOGS I

The transfer log will display information about past and current service and client transfers,
including:

e Transfer type (service or person)

e Transfer date

e Status (In progress, completed, completed with errors)
For more detailed information about the transfer, select the magnifying glass icon.

Transfer Logs
Type Transfer date Status
From Margery outlet to Bernard Heinze outlet Service Item 15 November 2017 8:53 AM In progress
From Margery outlet to Bernard Heinze outlet - Allied Health and Therapy Services Person 6 November 2017 12:28 PM Completed @)

If a transfer has not been completed successfully, you can retry by selecting the magnifying glass
icon, selecting the items you want to retry and selecting the RETRY SELECTED button.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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@) Transfer Logs
From Margery Cole outlet to Service Item Test - Allied Health and Therapy Services - 6 November 2017 12:28 PM
Last First Aged Care

Select Name Name User ID Status Message

Asharp Dustin AC57788176 3- C400: Aged Care User AC57788176 has been successfully transferred from Margery outlet NAPS ID 2548
Success Margery CHSP provider to Service Item Test NAPS ID 2548 MargeryCHSP provider

CANCEL

I if you continue to experience issues with transferring clients, please call the My Aged Care
service provider and assessor helpline on 1800 836 799 for assistance.

2.2.15 Activating/deactivating a service item

The steps to activate/deactivate a service item are outlined below.

1. Select Outlet administration from the homepage.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Curtis from Aussie Aged Care

Service and Support Portal

Welcome Curtis

ﬂ [ My Aged Care interactions
;

Tasks and nofifications Reports and documents Outlet administration

&

Govemment Provider Management System

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Select the outlet that contains the service items that you want to activate/deactivate and

then select VIEW SERVICE ITEMS.

@ View outlet

About Test Outlet

Address
1 Provider Avenue
PROVIDER NSW 2123

Organisation philosophy
Cultural specialisations (?}1 1\/}\]
Bosnian, Macedonian, Maltese

iqi oligati 7% 13N
Religious specnahsanonskg) «)

Anglican, Hinduism, Islam

Current Specialisation Verifications

There are no current verified diverse
need specialisations to display.

More information about applying for verification can be found on the Department
of Health and Aged Care’s About Specialisafion Verification webpage.

MANAGE VERIFICATIO

Home Care Pricing ()

VIEW SERVICE ITEMS

—~
. (€9

Contact Details

Name: Guy Conlan

Phone: 0283717265

Fax 0234436923

Email nimish kaul@health.gov.au

Website: https:/Mttps:/iwvnw.outlet.org au

IPC Lead Contacts @

3. Select the Residential Care tab.

@) View Service Items

Commonwealth Home Support Programme Flexible Aged Care Programme Home Care Packages Residential Care

4. For the services that have been added to the outlet, select Operational to activate the
service item. Alternatively, select Offline to deactivate the service item under the Status

heading.

Only Operational services will display in the service finders.

Allied Health and Therapy Services, Commonwealth Home Support Programme, funded () (#)

ACT
NAPS Service ID 8888, Service item name: Aged Care Incorporated

)
() See
() seesublypes

Meals, Commonwealth Home Support Programme, funded () (#)
AcT

NAPS Service ID 8888, Service item name: Aged Care Incorporated

Py
() See
(¢) Seesubtypes

Status Service availability Waitlist availability

Status Service availability Waitlist availability

Operational [ 13 | ves I ves [IETH

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799



http://www.myagedcare.gov.au/

®

| The Offline status has replaced the Inactive status and should be used to indicate where a

funded service is not currently offered by the provider. For example, the service is at capacity.
Services that are Inactive are services that are no longer funded by the Department. Inactive
services will not be visible in the My Aged Care Service and Support Portal. Please contact the
My Aged Care service provider and assessor helpline on 1800 836 799 if you have questions
about your Inactive services.

2.3 Maintaining service delivery outlets

2.3.1 Activating an outlet
After service items are added, outlet(s) need to be made active so that the following occurs:

e The service items display in the service finder.

o Contact centre staff and assessors can send electronic referrals to the appropriate outlet.
The steps to activate an outlet are outlined below.

1. Navigate to the View Outlet details from the Outlet administration page for the outlet that
you want to activate and select ACTIVATE OUTLET.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Charles from | New Outlet

= Service and Support Portal

# Home | Outlet administration | View outlet - New Outlet

New Outlet

@ (nactive) Outlet Id 1-YF2B6RN ACTIVATE OUTLET

@ View outlet

About New Outlet

) @
Address < Contact Details i
33 Provider Avenue Name: UAT Guys
PROVIDER NSW 2123 Phone 02 6289 9653

Fax:

Email emailuat@test.gov.au

Organisation philosophy
Cultural specialisations ®| @‘)

Religious specialisations (;\) 1:;‘)

Current Specialisation Verifications

There are no current verified diverse
need specialisations to display.

For more information on how to apply fo have your claims of providing
specialised care verified by an independent assessor, please visit the About
Specialisation Verification page on the Department of Health and Aged Care
website

MANAGE VERIFICATIONS

Website:

VIEW SERVICE ITEMS

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Select ACTIVATE OUTLET to confirm that you wish for this information to be displayed in
the service finder. A warning message will display:

View outlet -
Acfivate outlet
About Aged Care Inc - Outlet 1

u « You are about to activate Aged Care Inc - Outlet 1

andits services

Address

Organisaticn philosophy

Your outlet is now active and operational service item information will display in the service finder,
and will display as Active in the Service and Support Portal.

Assessors can only match and refer to active services.
Card View

Aged Care Inc - Outlet 1

1-ABKOJCQ

Gina Kelly
02123456787

gina kelly @test gov.au

Outlet View

Aaed Care Inc - Outlet 1

(Active) Outlet Id 1-ABKOJCQ

View ouflet

About Aged Care Inc - Outlet 1

Address
23 FURZER Street
PHILLIP ACT 2606

Organisation philosophy
Cultural specialisations '@

. o qe . w7
Religious specialisations ( ? ) @

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2.3.2 Deactivating an outlet

To remove an outlet from the service finder on the My Aged Care website, and stop referrals
being sent to the outlet, it must be deactivated.

The steps to deactivate an outlet are outlined below.

1. Select Outlet administration from the homepage.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Weicome Curtis from ‘Aussie Aged Care

Service and Support Portal

Welcome Curtis

My Aged Care interactions

Tasks and nofifications Reports and documents

Govemment Provider Management System

2. Navigate to the View Outlet details from the Outlet administration page for the outlet that
you want to deactivate.

Aged Care Inc - Outlet 2

(Active) Cuted bl 1-PRWIKXN DEACTIVATE CUTLET

@) View outlet

About Aged Care Inc - Outlet 2

%)
P
[

Address Contact Details

23 FURZER Streat 3 i

PrILLIP ACT 2508 Mame Leanne McDonald

none: BTG 5432

L L

Ermail leanne modonald@esl gov.au
Organisation philosophy e

Cultural specialisations [ 7] (#)
LR

ADD ACF| CONTACT

Religious specialisations (7| (#)

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. Select DEACTIVATE OUTLET to confirm that you wish to deactivate the outlet.

Deactivate outlet

You are about to deactivate Aged Care Inc - Outlet 2
Please ensure you arrange for any linked staff members to be reassigned.
Any service items provided by the outlet will not appear in search results.

DEACTIVATE OUTLET CANCEL

The outlet is now inactive, does not display on the relevant service finder or receive referrals, and
displays as Inactive in the Service and Support Portal.

I An outlet cannot be made inactive if there are accepted and commenced services.

2.3.3 Removing an outlet

I i you want to create an outlet with the same name as the one you removed, you will need to
call the My Aged Care service provider and assessor helpline on 1800 836 799.

To remove an outlet from the Portal, it must be in the status of Inactive.
The steps for removing an outlet are outlined below.

1. Select Outlet administration from the homepage.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Curtis from ‘Aussie Aged Care

Service and Support Portal

Welcome Curtis

My Aged Care interactions

Tasks and nofifications Reports and documents

Govemment Provider Management System

2. Navigate to the View Outlet details from the Outlet administration page for the inactive

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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outlet you wish to remove and select REMOVE OUTLET.

D) View oufiet

Abaast Aged Cang Inc - Cutiel 1

3. Select REMOVE OUTLET to confirm you wish to remove the outlet.

View outlet %
About Aged Care Inc - Qutlet 1

 You are about 1o remove Aged Care Inc - Outlet 1
A This wil rsmiove this outletfrom your list

The outlet will no longer display in the Service and Support Portal.
2.3.4 Editing outlet details

The steps to edit an outlet are outlined below.

! Only Non-contractual information can be edited in the Service and Support Portal.

1. Select Outlet administration from the homepage.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Curtis from ‘Aussie Aged Care

Service and Support Portal

Welcome Curtis

My Aged Care interactions

Tasks and nofifications Reports and documents

Govemment Provider Management System

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Select the name of the outlet on the Outlet card you want to edit.

Outlet Administration

About Yass Valley Council

Contact details
45 CASTOR Street
YASS, NSW 2582

Home Care Package
Maximum exit amount @) $0.00 {f)

VIEW CHANGES
QOutlets (4)
ADD NEW QUTLET
Sot order

Current sort order is Z-A

Yass Valley Aged Care - Lamington Lodge Yass Valley Aged Care - Heritage House

1-FW-3842 1-FW-2140

Beatrice Ganji Bestrice Ganji

0233717264 0283717264

Brandy Plymel@test. agh.zb Bra Plymel@test.agbh.zb

www.warmingtonlodge.com.au

3. Onthe View outlet page, select the area that you would like to edit, Address, Contact
details or Organisation philosophy.

You can also change the Organisation philosophy when viewing your outlet information.

For more information on Organisation Philosophy refer to Editing the organisation philosophy and
Specialised services.

&) View outlet

About Yass Valley Aged Care - Lamington Lodge

@ @
Address = Contact Details

45 Caster Sfrest Beatrice Ganji

ASS NSW 2582 Phone 0283717264

Fax 0229777454

Email Brandy Plymel@test.agh zb
Organisation philosophy Website

N o
Cultural specializaticns (’_’/

Religious specialisations @.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. Edit information and select SAVE CHANGES. To edit address details, select Edit next to
the outlet address.

© Edit outlet

Outlet details Contact details

All fields marked with an asterisk (*) must be completed before submission The following information will be shown on the Service Finder

uset rame First name *
‘Yass Valley Aged Care - Lamington Lodge Bealrice

Outlet address * (#)

45 Caster Strect, YASS Genii
NSW 2582, Australia

Frane number*
0283717264

Faxnumar
0228777494

Emal
Brandy. agb.zb

URL

2.4 Tasks and notifications

2.4.1 Viewing tasks and notifications
You can view tasks and notifications in the Service and Support Portal. The steps to view tasks
and notifications are outlined below.

I To view tasks for a particular outlet, you must be logged into the relevant outlet. You can do

this by selecting the outlet you wish to log in to next to the Logout link at the top right of the
portal.

1. From the Service and Support Portal homepage select Tasks and notifications.

1800 836 799 MonFr Sam - 2pm Sat Y0am - 2pm Welcome Chartes from Ausse Aged Care

Service and Support Portal

Welcome Charles

Tasks and solficatons Government Prowder Management Systom

Reports and documents

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. To view tasks for your organisation, select Tasks. Select an outlet to view tasks related to
that outlet.

@) 1asks and notifications

Naotifications Maximum HCP wait times

Filter by

No records returned

In the Tasks tab, you will be able to view all tasks that are relevant to your role. You can sort
tasks by:

e Due date

o (Category

e Title/Description

e Aged Care User ID
e Client name

e Activity ID

| Tasks that have been marked as important for your outlet by your outlet administrator will be

displayed with a visual indicator. The managing preferences section in this guide explains how to
set tasks as important.

3. To view notifications for your organisation, select Notifications. Select an outlet to view
tasks related to that outlet.

You will only be able to see tasks and notifications that are associated to your outlet and for
clients you are providing services to. Assessors will be able to see all tasks and notifications
for clients.

Tosks and nofifications

REQUEST A REVIEW [ VIEW PDF OF CLIENT RECORD

Clientsummary = Clientdetails = Referrals for my organisation ~ Plans  Attachments = Approvals = Services = My Aged Care interactions ~ Notes [EEESSEULEIGIIEGE

Filter by )

Due Received
Type Date Date 2 Category Title/Description Activity Id Portal Ouilet

Notification 20/02/2019 Client Care Extension Request Service Provider Kingston Aged Care

1-
Services A request for a care extension has been submitted. Details  So0- o0 0488 Fortal Assessment Service

are as follows -

Aged Care User Id: AC93976173

Service : Transition Care

Requested By * BL_ZH274306

Requested by Qutlet name : Aged Care Inc - Outlet 2
Request reason

Requested Status : Acceptance Pending

Assigned to: MCDONALD, Leanne

Notification 20/02/2019 Referrals New Referral

You have a new referral from My Aged Care
Referral created at - 20/02/2019 1510
Aged Care User Id: AC93976173

Qutlet Name : Aged Care Inc - Qutlet 2
Service Type : Transition Care

Priority: Low

1- Service Provider  Aged Care Inc., Aged Care Inc -
55848635704  Portal Outlet 2

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. You can search for specific tasks using the filter options or using custom filters in Advanced
Search. Select the arrows to the right to expand or collapse the filter options.

Notifications Maximum HCP wait times
Filter by ©)

Last name: First name Aged Care User ID.

CLEAR FILTERS

To apply custom filters, select ADVANCED SEARCH and choose filters from the drop-down
menu and select ADD FILTER for each filter you want to apply.

Search tasks

Tasks

ADD FILTER SAVE FILTER CLEAR FILTER
Activity ID

Aged Care User ID
Category

Date received

Due date

First name

Last name

Marked as important
Overdue tasks

Role

Title

FILTER CANCEL

5. The hyperlink under the task description will take you directly to the individual record and the
section of the portal where you can action the task. Alternatively, you can navigate to the
clients record by selecting the client’'s Aged Care ID from the tasks list.

13/07/2017  Referrals New Referral AC69957041 SCOTT Keri O c@

You have a new referral from My Aged Care
Referral created at - 13/07/2017 15:34

Aged Care User Id: AC69957041

Outlet Name : Aged Care Allied Health & Residential
Service Type : Domestic Assistance

Priority: Medium

Activity Id: 1-20827807534
ncoming Referrals

For example, selecting the link in an Overdue referral task will take you directly to the Incoming
referrals tab where you can review the referral and determine whether to accept or reject the
referral or place the client onto a waitlist, where appropriate.

Once the action required from the task has been completed, the task will automatically be
removed from your task list.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2.4.2 Managing task and notification preferences

You must be an Administrator to manage task and notification preferences for your organisation
or outlet. If you need to add this role to your user account, please see your organisation
administrator.

As an Administrator, you will be able to:
a) Edit email address and email frequency for new task and notifications
b) Turn off visibility of notifications in the Portal

c) View description of each task and natification, including which user types will be able to
see them

d) Editindividual task and natification preferences
e) Mark a task or notification as important to your outlet.

These settings will affect all staff assigned to your outlet, so please ensure all staff are made
aware of any changes you make.

1. From the Service and Support Portal homepage select Tasks and notifications.

1800 836 799 MooFn Zam - 2pm Saf Y0am - 2pm Weikcome Charfes from Ausse Aged Care

Service and Support Portal

Welcome Charles

Goverrment Provider Management Systom

2. Select the Manage Preferences tab.

@ Tasks and nofifications

Tasks Notifications Manage Preferences Maximum wait times

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. If you are the Administrator for your organisation, you will be able to select which outlet you
want to configure task and notification preferences for.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Lucina from Sar

Service and Support Portal

Staft Reports and Qutlet SIRS Nok
administration documents administration SRS Nofice

Service - Review Tasks and Retrieve a Residential ed Care
reforrals  Findachent  oquede nofiications erral code oae e

referral o

e

# Home | Tasks and notifications

@ 1asks and notifications

Tasks Notifications Manage Preferences I Maximum wait times

Aged Care Facility

Email notification preferences for this Outlet are:

@ OFF (7)

If you are the Administrator for your outlet, you will only be able to see your outlets preferences.

4. The preferences page for the outlet will open. At the top of the page, you can configure the
overall preferences for email preference, email address, email frequency and notification
visibility in the portal.

You can choose to hide all notifications or hide individual notification types for the outlet.
Selecting No to hide all means that no notifications for the outlet will be visible to staff associated
with the outlet. Selecting No for an individual notification type means that only notifications of that
type will be hidden for staff associated with the outlet.

Change preferences for Aged Care Allied Health & Residential

Receive emails for new tasks and notifications

i

No

Send email to

Send emails: @ ™

o
Show notifications in the portal? i\_?_)
No

ReseT PReFERENcES | (2)

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Tasks and notifications are sorted by category. Select the arrow icon to expand/collapse each
category.

Show notifications in the portal? '.: ’
o

RESET PREFERENCES |(2)

Client Services (]

Organisation Administration @)

Quality Indicators

For each task or notification, you will be able to view:

e Type (e.g. task or notification)
o Title and brief description of the why the task or notification has triggered
e User type who can view or action the task or notification

For each task or notification, you will be able to individually configure:

o Whether to send an email when a task or notification generate
e Frequency of email notification, if enabled
e Whether to display a task or notification as important in the portal

Referrals ©)

= Task: Overdue Referral
A referral has not been accepied or rejected within required timeframes. Please review and action this referral as soon as possible

This task is seen by:SP Team Lead

Send an email when this type of task is
received?

Yes No

Send the email.

Immediate

Show this type of task as important?
Yes

¢ Notification: Client Identity and Info
A client has been deactivated in the My Aged Care system, and their Service referral has been automatically recalled

This notification is seen by:SP Team Lead

Send an email when this type of notification is
received?

B

Send the email

Immediate

If you choose to mark a task or notification as important, staff within your outlet who can view that
particular task/notification will see a visual indicator in their portal. For example, a notification of
home care correspondence.

28/06/2017 Referrals New Referral AC48007322 JORGENSEN O (&)

Andy ~—~
Important I You have a new referral from My Aged Care.
Referral created at : 20/07/2017 18:29
Aged Care User |d: AC41264185
Qutlet Name : Aged Care Allied Health & Residential
Service Type : Allied Health and Therapy Services
Priority: Medium

Activity Id: 1-20852188999
ncoming Referrals

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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5. Select SAVE when all changes have been made. You can reset the preferences by
selecting RESET PREFERENCES at the top of the page.

RESET PREFERENCES @

2.5 Creating and maintaining staff accounts

After you have created outlets for your organisation, you can create and maintain staff accounts.
For more information about staff roles refer to Staff Roles in the Service and Support Portal.

2.5.1 Viewing staff accounts

By selecting Staff administration on the homepage, you can view all current staff that have
access to the Service and Support Portal. You can sort staff alphabetically, or by the outlet(s)
they are assigned to.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Curtis from Aussie Aged Care

Service and Support Portal Logout

Welcome Curtis

Tasks and nofifications

Govemment Provider Management System SIRS Notice

2.5.2 Adding new staff accounts, allocating roles and outlets

After you have created outlets for your organisation you can create staff accounts. You will need
to assign roles to your staff and assign your staff to one or more outlets.

Staff can be assigned one or more roles (Administrator, Team Leader, Staff Member) at the same
time within the Portal. The role(s) assigned to staff will apply across all outlets they are assigned
to.

The steps to add a new staff account are outlined below.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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| Staff assigned the Organisation Administrator role can manage all outlets for their organisation.

Staff assigned the Outlet Administrator role for one or more outlets will only be able to manage
services and staff for the outlet(s) they have been assigned.

1. Select Staff Administration from the homepage.

Welcome Curtis from Aussie Aged Care

1800 836 799  Mon-Fri 8am - 8pm Sat 10am - 2pm

Service and Support Portal Logout

Welcome Curtis

My Aged Care interactions

Tasks and notifications Reports and documents

SIRS Notice

Govemment Provider Management System

2. Select ADD NEW STAFF from the staff administration page.

Staff Administration

About Yass Valley Council

Contact details
45 CASTOR Street
YASS, NSW 2532

Home Care Package
Maximum exit amount If_‘:?:] $0.00 If_%:]

WVIEW CHANGES

Staff (7)

ADD NEW STAFF

See Staff for Outlet GO

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. You must enter staff details (First name, last name, unique email and a contact number),
assign role(s) to staff, and assign staff to one or more outlets. Next, select SAVE.

Staff details

All fields marked with an asterisk (*) must be completed before submission

Tifle - Job fitle

First name * Emai *

Ceniact numbers
Last name * Only one contact number is required. *

Home

Preferred name

Work

Manage roles * (z)

ASEIGN ROLES

SAVE CANCEL

4. You can assign staff to either the Organisation Level or Outlet Level. Organisation Level
allows staff to access to the Organisation details, including all outlets for that organisation.
Alternatively, you can choose to assign staff to access one, multiple, or all outlets under the
Organisation.

Then, select SAVE and SAVE ROLES.

A person assigned the administrator role at the organisation level.

Manage roles

All fields marked with an asterisk (*) are required.
Please select the level for the role(s)

® Organisation level O Qutlet level

Flease select the role(s) *

Administrator [ Team Leader
Staff Member ACFI Contact

[0 Quality Indicators [ sirs

A person assigned the roles of administrator and team leader at the outlet level.

Manage roles

All fields marked with an asterisk (*) are reguired.
Please select the level for the role(s)

O Organisation level @ Qutlet level
Flease select the role(s) *

Administrator Team Leader
Staif Member ACFI Contact
[ Quality Indicaters [ sirs

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Choosing an outlet for the role.

x
Manage roles

All fields marked with an asterisk (*) are required. -

Primary outlet * -

Please select outlets for the role(s) =
O select all outlets

O Horton House and Warmington Lodge

O vass Valley Aged Care - Warmington Lodge

g ‘Yass Valley Aged Care - Horton House_l

BACK SAVE ROLES CANCEL

5. Service Provider Administrators can add staff to additional roles in their outlet.

>

Manage roles

Al Saids manopd wWith a0 aFiersk () are regured
Fiaasd selacT T bnral 300 TPl rOig s

# Orpanesabon kv Dutal e

Fiaass selec] T robe{s) "

ArTEn AL Bl Toaan Laddear

SIRS

I The first time each staff member logs into the Service and Support Portal, they will need to
follow the steps outlined in Logging in to the Aged Care Systems.

2.5.3 Editing a staff account

The steps to edit a staff account are outlined below.

1. Select Staff administration from the homepage.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Curtis from Aussie Aged Care

Service and Support Portal Logout

Welcome Curtis

ﬂ My Aged Care interactions

Tasks and notifications Reports and documents Outlet administration

Govemment Provider Management System SIRS Notice

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Select the name on the Staff card that you want to edit.

Staff Administration

About Yass Valley Council

Contact details
45 CASTOR Street
YASS NSW 2582

Home Care Package
Maximum exit amount IC‘:I‘:] $500.00 {E’_\,I

VIEW CHANGES

Staff (8)
ADD NEW STAFF

See Staff for Outlet GO
View Status

Active GO
Son order

AZ GO

Current sort order is A-Z

Emmet Ditsch

1-2B91D4

Marketing and Communications Consultant
(02) 2977 7494 (Mobile)

(02) 8371 7264 (Work)

(02) 2977 7494 (Home)

Organisation philosophy
Cultural specialisations ':‘f,ﬁ' \':%:l
Croatian

- P - sy
Religious specializations |\_?,| (#)

Beatrice Ganji

1-N3-1205
(02) 3048 6429 (Mobile)
(02) 8371 7264 (Work)

(02) 2077 7494 (Homg)

Brandy.Plymel@test agb.zb

3. Select EDIT STAFF DETAILS.

© View staff member

Mr Emmet Ditsch (Dearn)
O (Active)
Staff member ID 1-2B21D4
Marketing and Communications Consultant
DEACTIVATE
Contact details
Email Lakisha.Yuko@test.eca.vs
Contact numbers + (02) 2077 7494 (Home)
= (02) 8371 7264 (Work)
= (02) 2977 7494 (Mobile)
Roles

= Staff Member

Outlets

+ Yass Valley Council

EDIT STAFF DETAILS

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. Edit staff details and select SAVE.

Staff details

All fields marked with an asterisk (*) must be completed before submission

Title Jab title

Mr Marketing and Communications Consultant
Firstname * Email *

Emmet Lakisha. Yuko@test.ecavs

Contact numbers
Only one contact number is required. *

Last name *

Ditsch
Home

- 0229777494

Preferred name

Dearn ok
0283717264
Makile
0229777494

Assign roles * (@

O Organisation Level QO Outlet level

Organisation Assign Roles (“?)

Yass Valley Council Staff Member
Assign outlets Primary outlet Select outlets Assign Roles ('E)
Yass Valley Aged Care - Garden House ® [m]

Yass Valley Aged Care - Heritage House (o] o
Yass Valley Aged Care - Hillview House (o] o
o o

Yass Valley Aged Care - Lamington Lodge

2.5.4 Deactivating staff accounts

Deactivating an account will permanently lock the account for the staff member and remove their
access to the Service and Support Portal.

The steps to deactivate a staff account are outlined below.

1. Select Staff administration from the homepage.

Service and Support Portal Logout

Welcome Curtis

My Aged Care interactions

Tasks and nolifications Reports and documents

Govemment Provider Management System SIRS Notice

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. From the Staff Administration page, select the name of the staff member on the Staff
card that you want to deactivate.

Staff Administration

About Yass Valley Council

Contact details Organisation philosephy
45 CASTOR Street - FaN
YASS, NSW 2582 Cultural specialisations (?) (#)

Croatian
- P ay £
Religious specialisations "'_il.‘ ._\{‘_.
Home Care Package
Maximum exit amount lr‘_?l §500.00 |G;‘\|

VIEW CHANGES

Staff (8)

ADD NEW STAFF

See Staff for Outlet [~
View Status

Active [~
Sort order

g |

Current sort order is A-Z

Beatrice Ganiji

1-2B9ID4 1-N3-1205

Marketing and Communications Consultant (02) 3948 6429 (Mobile)
(02) 2977 7494 (Mabile) (02) 8371 7264 (Work)

(02) 8371 7264 {(Work) (02) 2977 7494 {(Home)
(02) 2977 7494 (Home) Brandy.Plymel@test agh.zb

3. From the View staff member page, select DEACTIVATE.

© View staff member

Mr Emmet Ditsch (Dearn)

@ (Active)
Stafi member ID 1-2E91D4
Marketing and Communications Consultant

DEACTIVATE

Contact details
Email Lakisha. Yuko@test.eca.vs

Contact numbers « (02) 2977 7494 (Home)
« (02) 8371 7264 (Work)
= (02) 2977 7494 (Mobile)

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. Select DEACTIVATE ACCOUNT to confirm.

Deactivate staff member

You are about to deactivate Emmet Ditsch. This will permanently lock the account and reveke all access to Aged Care
Systems.

DEACTIVATE ACCOUNT CAMCEL

The staff member account will now appear as Inactive in the Service and Support Portal.

2.5.5 Removing staff accounts

Inactive staff members (that have previously been deactivated) can be removed from
organisations and outlets and will no longer display in the Service and Support Portal.

| For information on removing a staff member’s authorisations in the Relationship Authorisation
Manager (RAM), refer to Managing Authorisations.

If you need to restore access for a staff member who’s been removed, call the My Aged Care
contact centre. You cannot re-create a portal user account using the same email address and
myID.

The steps to remove a staff account are outlined below.

1. Select Staff administration from the homepage.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Curlis from Aussie Aged Care

Service and Support Portal Logout

Welcome Curtis

My Aged Care interactions

Tasks and nofifications Reports and documents

Govemment Provider Management System SIRS Nofice

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. From the Staff Administration page, select Inactive from the View Status drop down
menu to view inactive staff.

Staff Administration

About Yass Valley Council

Contact details Organisation philosophy
45 CASTOR Street -

YASS, NSW 2582 Cultural specialisations If_‘_?:il lf%t]

Croatian

Religious specialisations (‘_?:' (@I

Home Care Package
Maximum exit amount I:‘:?:Z' $500.00 Ifé’:]

WVIEW CHANGES

Staff (5)
ADD NEW STAFF

See Staff for Outlet B} co

View Status

Inactive B co

Sort order

AZ [v] B

3. Select the name of the staff member on the Staff card that you want to deactivate. The
View staff member page will be displayed.

Staff (5)
ADD NEW STAFF

See Staff for Qutlet B} co

\iew Status

Inactive Bl co

Sort order

AZ [v] =]

Current sort order is A-Z

Bob Jones Michael Orwin
1-8JTARUD 1-9ETJ0BS

(02) 6666 8888 (Home) (03) 6293 2605 (Home)
bob jones@madeup.com michael orwin@gmail.com
Qutlets Qutlets

o Inactive o Inactive

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. From the View staff member page, select REMOVE.

© View staff member

Mrs Bob Jones (Bobby)

{Inactive)
Staff member D 1-9JTARUD

REACTIVATE REMONVE

Contact details
Email bob_jonesi@madeup.com
Contact numbers « (02) 6666 58858 (Home)

5. Select REMOVE to remove the staff member from your staff list.

Remove staff member

You are about fo remove Bob Jones.
Doing so will remave this staff member from your list. Call the Contact Centre if you need to reactivate this account.

REMONE CANCEL

2.6 Infection Prevention Control (IPC) Lead Role

! Aged Care Organisations delivering residential aged care need to nominate an Infection
Prevention Control (IPC) Lead under their outlet.

An IPC Lead is a registered or enrolled nurse who observes, assesses, and reports on IPC of the
service, and assists with developing procedures and providing advice within the services.

An Aged Care Organisation Administrator or an Outlet Administrator can assign, update, and
view the IPC Lead Contact. Administrators must obtain and make a record of consent obtained
from the IPC Lead to submit their details to the Department via the Service and Support Portal.
Details to report include the IPC Leads nhame, phone number, position/role, nurse registration
status and information about their IPC specific training.

IPC Lead information submitted to the Department via the Service and Support Portal will be
used to monitor expenditure of the Second COVID-19 supplement and related policy
development. The information will also be disclosed to the Aged Care Quality and Safety
Commission and may be used by this agency for compliance purposes.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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®

To access the IPC Lead Role:

1. Select Outlet administration from the homepage.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Curtis from ‘Aussie Aged Care

Service and Support Portal

Welcome Curtis

ﬂ My Aged Care interactions
= .

Tasks and nofifications Reports and documents Outlet administration

K4

Govemment Provider Management System

2. Inthe Outlet Administration page click to select the outlet you want to edit.

@ outlet Administration

Aged Care Inc - Cutlet 1

Contact details
457 CASOR Street
YASS, NSW 2582

Home Care Package
Masirnum axit i!'l'f_l..l'!l:;:l 5100,000,000,000.23 |:;':|

Outlets (14}

AZ -

Current zart oeder is A-Z

1-YGEWUDaW
02 E2E2 G262

hetinoeihnid@jazz com

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. To create a new IPC Lead Contact, in the View outlet page, select ADD IPC LEAD
CONTACT. You can add IPC lead contact details at any stage. If a Primary Contact does
not exist for the outlet, administrators will need to create one before creating an IPC Lead
Contact. You can add IPC lead contact details at any stage after that.

| There can be up to 3 IPC Lead Contacts for each outlet.

View outlet
About Home Care Canberra
1_/_‘\) 1\;'|
Address B Contact Details -
1 Homecare Alley N H
CANBERRA CITY ACT 2601 — e
Phone 0420 123 456
Fax:
Email homecare@canberra.com
Organisation philosophy Website:
Cultural specialisations (\'_" ‘.'}Z;‘:'
Australian Aboriginal, Chinese, ltalian
s ADD ACFI CONTACT
Religious specialisations (2 @)
Agnosticism, Atheism, Christian, Coptic Orthodox Church, ADD IPC LEAD CONTACT
Greek Orthodox
ADD/VIEW OUTLET COVID-19 VACCINATIONS
COVID-19 SUPPORT PORTAL

Current Specialisation Verifications

4. You must enter the IPC Lead Contact details including their first name, last name, phone
number, position/role, nurse registration status, and completion status for the online training
modules. You must also select the completion status of their IPC Lead specialist training.

Once the status of specialist training is selected, further fields will appear to enable you to
provide more details on this training. This includes the course name, education provider and
completion date. Where the IPC lead is yet to enroll, a reason will be required. This
information should be updated as circumstances change, including to reflect when training is
completed.

@ IPC Lead Contact

Contact details

All fields marked with an asterisk (*) are required

First name: * Last name: *

Phone number: * () Position/role: *

e g. 02 1234 5678 E.g. Nursing

Nursing registration status* .\‘v)/. Confirmation of completed mandatory modules
7’ Registered Nurse Infection Control Training - COVID-19 Modules*

) Enrolled Nurse O Yes O No

IPC lead specialist training™ Aged Care Modules®

O Completed D Yes O No

) Enrolled / commenced

O Yetto enrol

SAVE CHANGES CANCEL

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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5. You can edit and delete IPC Lead Contact details at any stage. In the View outlet page
current IPC lead contacts will be listed. To edit a contact, select the pen icon and update
incorrect. To delete a contact, select the rubbish bin icon. A pop-up screen will appear to
confirm that you would like to delete the contact.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Curtis from Test Outiet
= Service and Support Portal

# Home | Outlet administration | View outlet - Test Outlet

Test Outlet

O (Active) Outlet Id 2-ZRLIIEV

@ View outlet

About Test Outlet

@ , @
Address Contact Details
33 SPRINGFIELD Road g
BOX HILL NORTH VIC 3129 Bame FRUATEAT
Phone: 02 6258 5774
Fax
Email nawaz khan@health gov.au
Organisation philosophy Websito

Cultural specialisations @I |:£>>

s Nkt A () e SO
Religious specialisations f\;/l &) ADD ACF| CONTAC

IPC Lead Contacts (©)

Current Specialisation Verifications @®
Norelle Nurse S
Verification  Valid Phone 012345 6789
Specialisation date from Valid to Position/role Nursing Director
Nursi tration st i
Careleavers 28Sep2022  010ct 01 Oct ursing registration status: Registered Nurse
2022 2025 Infection Control Modules:  Yes
Aged Care Modules: Yes
Parents separated from their children 20 Sep 2019 01 Apr 01 Apr ) )
by forced adoption or removal 2020 2023 IPC lead specialist fraining: Completed
People who live i I ot 19 Sep2022 24S 245 Course IPC Course
oopeumolve el onemote WS S S Education provider IPC Course Provider
Date completed. 1 January 2000
Veterans 09 Feb2023 09 Feb 09 Feb
2023 2026
More information about applying for verification can be found on the Department ADD IPC LEAD CONTACT
of Health and Aged Care’s About lisation Verification

VIEW SERVICE ITEMS

2.7 Entering Covid vaccination details

Providers with outlets on My Aged Care have the ability to enter the number of their staff and
residents who are vaccinated against COVID-19. Weekly reporting of this data is mandatory for
Residential aged care providers, including Multipurpose Services Program (MPS), National
Aboriginal and Torres Strait Islander Flexible Aged Care Program (NATSIFACP), Short-term
Restorative Care (STRC) and Transition Care Program (TCP). It is also mandatory for these
providers to report on workers with approved exemptions to a COVID-19 vaccination.

HCP Providers and providers of STRC in a home and community setting are_required to report on
the COVID-19 vaccination status of their workers. Weekly reporting of worker vaccination data is
mandatory for CHSP and NATSIFACP home care providers.

For more information refer to Mandatory COVID-19 vaccination reporting.

The steps to add vaccination details are below:

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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®

1. Select the Outlet administration tile on the Portal home page.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Curtis from “Aussie Aged Care

Service and Support Portal

Welcome Curtis

ﬂ My Aged Care interactions
;

Tasks and nofifications Reports and documents Outlet administration

K4

Govemment Provider Management System

2. Scroll down and select the outlet for which you need to add vaccination details.

Service and Support Portal

CHSP
grandisthered Lol
chents

4 Homo | Outiet administration

Outlets (1)

Cutiet

AZ -

Current sort order is A-Z
Castlemaine Services

1-FW-3825
Horace F
021234

3. Select ADD/VIEW COVID-19 VACCINATIONS

1800 836 700 W i Row - Sywn Sl Yo . 2y

Service and Supporl roslal

w | Ve et Morom rouse snd emngion Lodge

Horlon House and Wamington Lodge

Pt Oniet 49 § £0.001

© View outiet

About Horton House and Warmington Lodge

ASXoss
g 45 7 CASTON Sawet
YASS NI

Organsaton phiosoptry
e o

Swigious specialuations 7 s

| J

Home Care Pnong 7/

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. Add in details that are requested for either/or staff and resident vaccinations. For detailed
steps please see the user guide on How to view, add and update COVID-19 vaccination
data.

1800 835 T W o . . B Sl Wit . T

Sordrs and SHpent Parrsl

Horon House and Warmington Lodge

s Cngled b1 £ 88801

(&) Aged Care COVID-19 vaccinations

Tokiry's dan 8 ety 2811

Residential service
Sensce SEaf

[ ————— Dot el et 37 ey R

| Service Staff includes all people (including volunteers) working at a service who are
responsible for care, support and services for clients, maintenance and administration — e.g.
includes nursing and personal care staff, allied health professionals, administration staff, kitchen,
cleaning, laundry and garden staff. Only include residents who receive accommodation services.
Do not include those for whom you provide service at home or in the community. Please only
include each resident once in your reporting.

5. Select SAVE CHANGES on the data entry page.

SAVE CHANGES CANCEL

6. Confirm the data you have entered is correct and then select SUBMIT on the final screen.

Submit

A
=

A green box will appear at the bottom of the screen to inform you the details have been saved.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2.8 Generating reports and accessing forms

Providers can generate and view reports and access forms via the Service and Support Portal.
You will also be able to use the Reports feature to print documents.

2.8.1 Generating reports

Administrators, Team Leaders and Staff Members can generate reports. The steps to generate a
report are outlined below.

1. Select Reports and documents from the homepage. The Reports and forms page will be
displayed.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Shaun from Holiday UAT Service Provider Outiet

Service and Support Portal Logout

Welcome Shaun

@ |
Residential care Reports and documents
SIRS Notice Govemment Provider Management System

2. The Reports and forms page features a Reports tab and a Forms tab. The reports tab
displays a list of Recently Requested Reports and Reports.

The Recently Requested Reports will display client record PDFs that have been generated
by the user.

®Reports and documents

Forms

My Reports

Name Requested Date Status

No Records found

Reports List
MName Description Formats

BIP ACG SP Workload Management Report PDF

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. To generate a report, select the name of the report in the Reports List.

(®Reports and documents
Forms
My Reports
Name Reguested Date Status

No Records found

Reports List

Description

BIP ACG SP Workload Management Report

4. Select the Outlet ID, enter a start and end date, and an output type (CSV or PDF), then
select REQUEST REPORT. If you do not want to generate the report, select CANCEL.

(® Generate report

Reports Forms

All fields marked with an asterisk {*) must be completed before submission

BIP ACG SP Workload Management Report

N
Outlet: *) Status: [
Start Date: @ End Date
{e.g. dammiyyy) {eg. aaimmdyyy)
Service Type: j ﬂ
Priority [
Output Type: * [+

REQUEST REPORT | CAMNCEL

(®  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2.8.2 Viewing reports
The steps to view reports are outlined below.

1. Select Reports and documents from the homepage. The Reports and forms page will be
displayed.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Weicome Shaun from Holiday UAT Service Provider Outlet

Service and Support Portal Logout

Welcome Shaun

aa —

Tasks and nofifications Refrieve a refemral code

g

Residential care My Aged Care inferactions Reports and documents

i

SIRS Notice Govemment Provider Management System

2. Inthe Recently Requested Reports list, select View beside the report you would like to
view.

(® Reports and documents

Forms

My Reports

* Requested Date

BIP ACG SP Workload Management Report 4 July 2017 Ready - View

Reports List
Name Description Formats
BIF ACG SP Workload Management Report FDF

3. Select the action you want to complete: Open, Save or Cancel the report.

Dy waret b open oo save BIP ACG 5P Worklosd Management Re....POF (103 KE) from uatBl-myasgedcare-seniceproviderportal imsgov.an!

Open Swve | T Cancel

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2.8.3 Accessing forms
The steps to access forms are outlined below.
1. Select Reports and Documents from the homepage.

Weicome Shaun from Holiday UAT Service Provider Outiet

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm

Logout

Service and Support Portal

Welcome Shaun

aa =
Service referrals

@ .
Residentfial care My Aged Care inferactions Reporis and documents

: A

Govemment Provider Management System

SIRS Notice

2. Select the Forms tab. A list of all forms available will be displayed.

Forms

10249 _Analysis [t 0.831KE]
ACG Siebel CTI Frequently Dialled Mumber Setup Guide [docx 173.53KE]

ACG Siebel CTI Operations Handover v1.1 [doc 843 .93KE]
Application for Emergency Care - February 2017 [pdf 311.34KE]

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799

®
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