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Hospital Portal User Guide - Navigating the client
record

This guide provides an overview of the hospital portal and how authorised hospital staff can
use the portal to view patient information in My Aged Care client records. This streamlines
the discharge planning process for older people from hospital and safely back into their
homes.

The hospital portal enables users to:
e search for a client registered in My Aged Care

o view the client record information in summary about a client’s current aged care
services, aged care approvals, most recent assessment service and latest
assessment date

e add notes to a client record
e add attachments to a client record such as a hospital discharge summary

e update a client’s status to deceased.
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! Privacy requirements

Hospital Organisations are required to comply with the legislative requirements under the
Privacy Act 1988 (Cth) (Privacy Act), including the Australian Privacy Principles when using
the My Aged Care hospital portal.

The Privacy Act regulates the handling of personal information about individuals, including
the collection, use, storage and disclosure of personal information, and access to and
correction of that information.

Hospital staff are also required to comply with the Aged Care Act 1997 (Cth) when using
the My Aged Care hospital portal.

Accessing the client record

A client record in My Aged Care reduces the number of times a person has to repeat their story to
many hospital staff, assessors, and service providers to be assessed for access to aged care
services.

Clients will be asked to give their consent to allow their client record to be accessed by
authorised staff and shared with all My Aged Care users, such as hospital staff, assessors and
service providers.

To access the client record, follow the steps below:
1. Log in to the My Aged Care Hospital Portal using this link:

https://myagedcare-hospitalportal.health.gov.au

2. Access the client record from the ‘Find my client’ landing page.

Basic Search

You can do a basic search by entering the Last Name, First Name or Aged Care User ID into the
fields, and then selecting the ‘SEARCH’ button.

# Home | Find my client

Enter your search criteria in the fields provided

Please provide either First Name, Last Name or Aged Care User Id. Where a search is based on a Medicare number or Date of Birth, one of more of these
fields (First Name, Last Name or Aged Care User Id), still need to be provided

Last name First name Date of birth )

(e.g. daimm/yyyy)

Medicare card number Aged Care user ID

ADVANCED SEARCH CLEAR FILTERS

SEARCH

For further information go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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# Homa | Find ey chant

Erfés wour Search crilins in the faelds provaded

Plaazs piovnds ahed Fast Mama, Last Namss of Aged Casa Usar k. Whahs & search s bassd on a Medcaie nimksst of Dale of Birth, o ol mons of
toeeias ks (Firsil Mama, Ladt Namd of Aged Cane Uk id), 25l resid b bi provided

Advanced Search

e You can also do an advanced search. Advanced search can find an exact match of a
client record by also entering a ‘Medicare number’ or ‘Date of Birth’ in the search with one
or more of the other fields included.

o To display more search fields, select ‘Advanced Search’.

e To go directly to a recently viewed client, use the links under ‘Recently Viewed Persons’
heading displayed on the right of the ‘Find my client’ page. Selecting a client’'s name from
the list will take you directly to the client record (Client Summary or Client Details).

e You can also switch how the results display between ‘CARD’ view and ‘LIST’ view by
selecting the CARD or LIST button at the right.

# Home | Find my client

Enter your search criteria in the fields provided. HEEE sSusT

Please provide either First Name, Last Name or Aged Care User Id. Where a search is based on a Medicare number or Date of Birth, one of more of

these fields (First Name, Last Name or Aged Care User Id), still need to be provided.
Recently Viewed Persons

Last name First name Date of birtn ®
- One MINT AC64839467
fe.g ddmmiyyy)
June JUNEMAY AC27582360
Medicare card number Aged Care user ID joseph SMITH AC38005807
Nancy UAT AC59079467
ADVANCED SEARC CLEAR FILTERS ComTim K-LAST AC06336705
Fourteen MINT ACB3588370
SMS Final Rogression JUNEUAT AC58813015

Jerry SENSENEY AC59110065
One MINT AC96509161
one MINT AC14064901

Advanced Search Functions
Advanced Search options available for ‘Find my Client’ include the following fields:

e Aged Care Payment Management System (ACMPS) number
e Aged Care User ID
e Centrelink Customer Reference number (CRN)

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

e Date of Birth

o Department of Veterans’ Affairs (DVA) card number
e First name

e Home contact number

e Lastname

e Locality

e Medicare Number

e Postcode

e Preferred name

e State

e Suburb

e System for the Payment of Aged Residential Care (SPARC) number

What information is in the client record?

The client record contains client information displayed across five tabs described in more detail
below:

e Client Summary
¢ Client details

e Support Network
e Attachments

e Notes

The Client summary tab

Client summary Client details Support network Attachments Notes

The ‘Client summary’ tab displays a dashboard of key information about the client’s interactions
with My Aged Care including:

o Assessments

e Service recommendations and approvals
e Service delivery status

¢ Client Concerns

e Client Goals

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

Client summary Client details Suppont network Attachments Notes

Current referral

Referral from ACAT Outiet 13 on 15 October 2020
Acocepted by AGAT Cutlet 13 on 15 October 2020

Assess:

nt type Comprehensive Assessment

Assessment reason Self-Referral

Client summary

Assessments

Heme Support Assessment Comprenensive Assessment Heme Support Assessment

Undergoing Support on 30 May 2019 Finalised on 29 January 2019 Finalised on 29 January 2019

RAS Outlet 13 F 045823587 ACAT Outlet 13 F 02 6111 1111 RAS Outlet 13 J 045823887
Recommendalions and approvals Service delivery stalus

Allied Health and Therapy Services Started on 23 January 2018 - VIV OUTLET 03 .2 01800123231

Help at home — More complex
care (Home Care Packages)

e " 5
: 2 23 ¥ U e F
Hprova : 23 January 201 aried on 23 8 - Aged Care & Hc 5
Aged care (nursing) home Resicential Respite High Care Starled on 29 January 2019 - Colton Court Nursing Home Jf 1
(Residential Care) ° Approval stan date: 29 January 2019

Flexible care W*“*O Transition Care - Other Transition Services Referral .iuuw.:lf.'d on 1 May 2019 - Testing Provider Outiet8thMay2018

Approval start date: 20 January 2019 < 08 0768 9653

Concerns ( ? Goals
Increasing fraity To be more indepencent Status: In Progress

Support paricds
¢

Reablement

Start date: 24 November 2020
Reason: Urgent intervention

The Client details tab

Client summary Client details Support network Attachments Notes

Select the ‘Client details tab to navigate to the client details page of the client record.

The ‘Client details’ tab contains basic demographic and contact information about the client. It is
where you can view high level details about any active support plans, services, and the client’s
primary contact details.

In this section the client’'s nominated ‘primary contact’ person is displayed. The primary contact
person can be a representative, support person or the client themselves. This information allows
hospital staff, assessors, My Aged Care contact centre staff and service providers to identify the
key contact details for a client. This field does not impact on any system generated mail
correspondence that the client may receive in relation to their care.

My Aged Care clients and their support network are automatically opted in to receive copies of
Home Care Package (HCP) letters.

My Aged Care clients and their support network can also receive email and/or SMS notifications
when a client reaches the following key stages of their My Aged Care journey:

e Client registration is complete

e The client's assessment is finalised

e The client is approved for care after a comprehensive assessment
e Aclientis assigned a Home Care Package

e A Support Plan Review request has been submitted

@  For further information go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Rae TRACKER (Mary)

Female, 85 years old, 1 July 1533, AC213388 Primary contact: Fae Tracker (seff) - 00 0012 3456
17 PAUL COE CRESGENT NGUNHAWAL, ACT, 2813 Carer. Rae Tracker Two [Chi) - (2 0000 0000
Wi Suppool nsteock

. Client details

Clent summary m Support network  Aftachments  Notes

About Mary
Personal information Identity documents (ID)
Bt 7 July TEE3, Austraian Peopies, Berm in Ausirai, marded (ragiiteed'de facho), win pannes 0 AC2IE3EATT
Status: Active

Hot Attempted

Complete

To contact Mary
Contact dotads

» D0 001Z 3456 (hoene ) - Frefemed contact rrmbesr
« raeBUsICknarERe A Sov.au (emal)

Wl Atemped

Payment details

Recaiving payments
Primary contact « Camer Allowance « Part Payment
This s who My Aged Care will contact first

Ra# TRACHER (salf) 4

Health insurance

Prrvato hoalth meurancs

Neotification preferences

Current preferences.
—

+ o Tracher, Scit Loma) 3 Service information
+ Agsit-Ahvocate EXPREP alAgent - Advocats Caly - N3W, Agent {Asvocats) (1 )

G 3 h WA s - The following rirration is rom the Depament of Human Servces claims system. L may lake up
+ Fred Fintstone at AKu Outlet One, Agent (Advocate) (s J 13 @ MERT 10 b updated

Communication requirements

« Prefer 15 speak Engish
+ Does not need hedg 10 communicate

Address details

Hsd addieas

17 PALUL COE CRESCENT NGUNNAWAL, ACT, 2013
Sarvice delvary address

17 PALL COE CRESCENT NGUNNAWAL, ACT, 2813

Sand any comaspandance bo
19 PAUL COE CRESCENT NGUNKAWAL, ACT, 2813

Notifying My Aged Care that a client is deceased

If a client’s status is Deceased, you will be able to add attachments for up to 30 days from the
date the status was updated as ‘deceased’. After this, the client’s record will be read-only, and
you will not be able to edit any client information.

A banner will be displayed on all tabs of the client record. If the client’s status is incorrect, please
contact the Service Provider and Assessor Helpline on 1800 836 799.

A = The Department has been notified that this client is deceased. Please contact us on 1800-836-799 if this is incorrect. =

1: Select the ‘Notify My Aged Care of a Death’ button in the ‘Client Details’ page of the record.
Rae TRACKER (Mary)

Female, 89 years old, 1 July 1933, AC21338611 Primary contact: Rae Tracker (seif) - 00 0012 3456
17 PAUL COE CRESCENT NGUNNAWAL, ACT, 2813 Carer: Rae TrackerTwo (Child) - 02 D000 000D

View support network
.cnent details

Client summary Client details Support network Attachments Notes

About Mary I A CIE e I

2: When ‘Notify My Aged Care of a Death'’ is selected, a pop-up box will prompt you to enter the
following information:

e Date of Death (if known)
e Add Attachments if available (Death certificate, hospital discharge documents etc)

3: After entering details and attachments, select the ‘save’ button to submit your notification.

For further information go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Notify department that a person is deceased

Al fields marked with an asterisk (*) are required

You are about to notify the department that James Corder has passed away. Please ensure the death has been verified and the relevant confirmation

documentation has been uploaded.

Please supply the following information

oo ®
Add Attachments

You can upload files up to 5 MB to this record. The following file types are accepted
Jpeg, .jpg, .bmp, png, .docx, xIsx, pdf, rif, txt
(if available)

& Choose a file

For further information go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4: Updating a client status to deceased cannot be reverted. An additional confirmation box will
appear. Once confirmed, click ‘OK’.

X
Confirm nofification o My Aged Care

You are about to notify My Aged Care that this person is deceased
These changes cannot be reverted.

Click OK to confirm to My Aged Care that James Corder is deceased and the information provided is correct. Click Cancel to update or provide additional information

The following banners will then be displayed at the bottom of the page.

V Thank you for notifying My Aged Care. We will update our records shortly.

A The Department has been notified that this client is deceased. Please contact us on 1800 836 7989 if this is incorrect. X

I Primary Contact Person

The ‘Primary contact person’ can be nominated by the client or the client’s representative.
This information allows hospital staff, assessors, My Aged Care contact centre staff, and
service providers to identify the key contact person for a client.

This field does not have any impact on the system generated mail correspondence the client
may receive in relation to their care.

The Support Network tab

The ‘Support Network’ tab contains three sub-tabs:
e Client’s Support Network
o People the client supports

e Declined and ended relationships

. Support nehwork

Chent details Allachments Motes
Rae's support netsark People Rae supports: Diedined and ended relationships

The ‘Client’s Support Network’ sub-tab shows people, organisations, GP’s, and other
relationships who provide support to the client.

e The ‘People’ section includes contacts for care and financial matters and must be
approved by the client before being approved as a contact.

e The ‘Organisations’ section shows organisations that are approved by the Department
to support older Australians and have been selected by the client to be an organisation in
their support network.

For further information go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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o The ‘Other Relationships’ section can include family, carers, neighbours and any other
contacts the client would like listed.

Images of the ‘Client’s Support Network’ are below:

People

B rons
Lucian;

Luciana Rt

B rosns B rorss
Luciana DASHBOARD PatREP ia REPONLYFORTESTING EPONLYTESTAGAIN
e 2015 win are matrs. = T

contact cont

uuuuuuuuuuuuuuuuuuu

Organisations:

Organisations

Fred FLINTSTONE
CR638 Support ACO NM et o i e

Wil be Rae's Regutar representstive from 25/08/2022 with Financial mattars. Ie Ras'e Agent (agvocate) from 27/05/2022.
Contact details contact astane

@  For further information go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Other Relationships:

Other relationships

Luciana DASHBOARD

The ‘People Client Supports’ sub-tab shows any people or other relationships which the client
directly supports. This could be their partner, neighbour, or other contacts in their network.

The ‘Declined and Ended Relationships’ sub-tab will list any relationships which no longer
exist. This could be due to either person no longer requiring care, moving location, being
incapable of providing assistance, or becoming deceased. It also includes any organisation
connections which no longer exist.

T siocon Nevwors [JTERNEISEEE

st netok | Peasle Ras suppots [TV,

People

Midnight BLUE Fmwin lgmubirkfemichcm FMWLN LOMUBLRKFEMLCHCM Lu TEST
cma omar over

Reprasentsd Res from 260712022 to 0210372022 Care. Reprasentsa Rse from 131052015 to 1310572013 Care. Reprasentsd Ras from 134082013 to 03032020 Financial
Contact aets

Consent

For all first-time update actions on a client record a message in a pop-up window will display
asking ‘have you obtained consent from the client to collect/edit their information?

You must obtain consent before selecting ‘Il have consent’.

Have you obtained consent to collect/edit this informatione

The Commonwealth Privacy Act 1988 requires that you obtain informed consent from an individual before you collect certain information.

Because the information will be stored in My Aged Care you must ensure the client understands that this information will be stored and may be used and disclosed to
other people in accordance with the Privacy Policy available at myagedcare.gov.au/privacy.

Do not upload to, or alter information in My Aged Care until you have received this consent.
The only circumstance when consent does not need to be obtained is when recording deceased client status.

1 HAVE COMSENT CANCEL

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

Client summary Client details Support network Aitachments MNotes

The ‘Attachments’ tab contains documents that have been attached to the client record by an
authorised hospital staff member (using the hospital portal). To add an attachment to a client
record follow the steps below:

1: Select ‘Add an attachment’

. Attachments

A This client has a sensitive attachment on their record. Please call My Aged Care on 1800 836 798 if you require additional information.

Client summary Client details Support network Notes

Attachments

Only allachments thal have been added by hospital staff will be displayed.

ADD AN ATTACHMENT

2: A pop-up window will display asking ‘have you obtained consent from the client to collect/edit
their information?

Have you obtained consent to collect/edit this infformation?

The Commonwealth Privacy Act 1988 requires that you obtain informed consent from an individual before you collect certain information.

Because the information will be stored in My Aged Care you must ensure the client understands that this information will be stored and may be used and disclosed to
other people in accordance with the Privacy Policy i at ged gov. ivacy.

Do not upload to, or alter information in My Aged Care until you have received this consent.
The only circumstance when consent does not need to be obtained is when recording deceased client status.

3: Add the attachment by selecting ‘Choose file’ then enter the required information in the display
fields including ‘Name of the attachment’ and ‘Type of attachment’ and a short description about
the contents of the attachment. Select ‘Upload’ to add document to the client record.

A

x
& Add an attachment

x Please select what type of document is being attached

Select one

Attachments
g - Please note: Some attachments will be viewabile by of
Please refer 10 your portal guide for details.
Adl fields marked with an asterisk (*) ane required.

Yiou can uplcad files up to 5 MB 1o this record. The following
ipeg bmp, .png. .docx, xisx, pdf, 1f, bt *

Choose File |No file chosen

Testi

Allled Health Assessment
Appointment of Support form

Assessment Tool

Care Plan

Discharge Summary

Legal documentation

Letter by Medical Pract
Medication Summary
Occupational Therapy Plan
Other

Relevant Medical Summary
Sensitive Attachment

For further information go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4: The document will now display in the ‘Attachments’ tab.

@ ~ttachments

A This client has a sensitive attachment on their record, Please call My Aged Care on 1800 836 754 if you require additional information.

Client summary Client detalls Support network m Notes

Attachments

Only attachmens that have been added by hospital staff will be displayed.

Sensitive Attachment

Tast

Appointment of Support form

Appi test

Appointment of Rep. form

Application txl

I Sensitive Information

When uploading information against a client record that is deemed sensitive you must select
‘Sensitive Attachment’ as the ‘Type of attachment’ from the drop-down list. The client record
will display a message 'The client has a sensitive attachment on their record’.

Anyone accessing the client record will be alerted that a ‘Sensitive Attachment’ exists for the
client. They will be directed to contact the assessor who conducted the last assessment, or
the My Aged Care provider and assessor helpline to access information within the sensitive
attachment.

Notes

Client summary Client details Support network Altachments m

The ‘Notes’ tab contains notes that have been created about the client by the hospital staff.

1: Hospital staff can add new notes about the client from this tab by selecting ‘Add a Note’.

Client summary Client details Support network Attachments

Notes
Only notes that have been added by hospital staff will be displayed.

ADDANOTE

No notes found for client

@  For further information go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2: A popup window will appear. Enter the relevant display fields and select ‘Save’.

x
Add a note
All fields marked with an asterisk (*) are required
;1;‘&-;.'”2!}21 (‘i‘l)
nots fo assssor
1Ty 50;
CANCEL

3: The note will be added as a row with note type as ‘Hospital Note’ and status set to active. You
can edit a note and change the status or ‘end date’.

The ‘Description’ field cannot be changed.

@NoTes
Clent summary | Cientetais | Atachments
Notes
Only notesthat have been added by haspita st vil be displaye.

ADD ANOTE

Created by Orgarisation Created by Outiet

3021 21082021 Hosptal Note note o asessor UATHOSPITAL Organsaton THE UAT Test Hospta Garbera. nam changed @ oie @

I Sensitive Notes

Anyone accessing the client record will be alerted that a ‘Sensitive Note’ exists for the client.
They will be directed to contact the assessor who conducted the last assessment, or the My
Aged Care provider and assessor helpline to access information within the sensitive note.

. Notes

I This client has a sensitive note on their record. Please call My Aged Care on 1800 836 799 if you require additional information.

Client summary Client detalls Support network Attachments m

Notes
Only notes that have been added by hospital staff will be displayed.

ADD ANOTE

Created date End date Note type Description Created by Organisation Created by Outlet Note status

24/10/2022 31/10/2022 Hospital Note Test1 Calvary Health Care ACT Limited John James Private Hospital @ Active &

ty Privacy Disclaimer Terms of use Copyright

1800836 799 Mon - Fri 8am - 8pm  Sat | o Note was successily added 5 Commonwealth of Australia ABN:36 342 015 B58

I Deletion of Notes

You cannot delete a note that has been saved. You can only change status to ‘Inactive’.

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



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

	Accessing the client record
	Basic Search
	Advanced Search

	What information is in the client record?
	The Client summary tab
	The Client details tab
	Notifying My Aged Care that a client is deceased
	The Support Network tab
	Consent
	Attachments
	Notes

