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This guide outlines the contents and functions of the client record at a high level. Client
records grant aged care needs assessors (assessors), providers, and My Aged Care staff with
a single point of reference for client information.

The client record is also a valuable tool for easily setting up emergency contacts,
disseminating important information between client stakeholders, and facilitating the
assessment of clients.

After a client and/or their support network has provided consent to enable their personal
details to be appropriately recorded in My Aged Care and shared with assessors and Aged
Care service providers, you will be able to interact with the many tabs of the client record
elements as described in this guide.

If the client and/or their carer request a call back from Carer Gateway and/or the National
Dementia Helpline, assessors will need to obtain further consent in the relevant area in the
assessor portal.
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Accessing the client record

The Find a client function enables assessment organisations to search for all clients registered with
My Aged Care. Assessment Organisations can only search for clients who have been referred to,
and accepted by, their organisation.

1. Log in to the My Aged Care assessor portal.

2. From the home screen of the My Aged Care assessor portal, select the Find a client tile.

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

Assessor Portal Log

Welcome Melina
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| 2 I I I Find a client Assessments
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My Dashboard Delegate decisions Organisation administration Residential Funding Referrals

Wy g

Reports and documents Aged Care Assessor app Tasks and notifications

My Aged Care interactions

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

To go directly to a recently viewed client, use the links under Recently Viewed Persons
heading on the right.

You can also switch how the results display between CARD view and LIST view by selecting
the appropriate button at the right.

@)Find a client

Search by

I The Find a client function enables assessment organisations to search for all clients
registered with My Aged Care. Service providers can only search for clients who have been
referred to, and accepted by, their organisation.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Alternatively, you can do an advanced search. Advanced search works by applying filters to the list
of clients. These filters include options such as First Name, Home Contact Number, Postcode
etc. By adding multiple filters together, specific groups of clients can be found.

4. Select the ADVANCED SEARCH button. A pop-up window will open. Use the drop-down

arrow to choose the kind of filter you wish to add. Then, select the ADD FILTER button to
reveal the input field for that filter.

X
Search clients

Clients

B ADD FILTER SAVE FILTER CLEAR FILTER

FILTER CANCEL

5. Fill in the input field with the information required. You can repeat the process above to add
additional filters to the advanced search. A maximum of 7 filters can be applied at once. Once
you have finished adding filters, select the FILTER button to begin your advanced search.

Search clients

v I

Clients

B copFTER  [EEEEEESTRGEEY LEAR FILTER

1 of 7 filters used

I.!.:i-:!L'-}:v} user ID I =

-

6. Select the name of your chosen client to proceed to their client record.

SEARCH CLEAR

Sort Search Client by: n order of
Last name = Alphabetical (A-7) - m

Current sort order is Last name

Jane

CITIZEN

Mo address details found
Aged care user |D AAQO00O00002

If you can't find the client record, try other search parameters or Register new client

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Accessing a Sensitive Client Record

A sensitive client record may contain one or more:

e Sensitive attachment
e Sensitive client status
e Sensitive notes.

In the Client Record, the client details banner will have wording to this effect underneath the client’s
address, to identify that this record contains sensitive information.

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

= Assessor Portal Logout

# Home | Find a client | Carter CLIENT

Mr Carter CLIENT

Male, 87 years old, 1 July 1935, AC42652446 Primary contact Carter Client (self)- 0420 778 133
84 OODGEROO AVENUF FRANKI IN ACT 2913 Carer. Amy Carer (Other) - 0423 958 692

Prefers to speak German sensitive attachment View support nefwork

To access the sensitive information, refer to The Attachments Tab and The Notes Tab for more
details.

Accessing the client record of a client assigned to me.

1. Log in to the My Aged Care assessor portal.

2. From the home screen of the My Aged Care assessor portal, select the Assessments tile.
1800 836 789 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Meli

Assessor Portal Log|

Welcome Melina

&
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Reports and documenis Aged Care Assessor app Tasks and notfifications

My Aged Care interactions
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3. You will be prompted to select your assessment outlet. Use the drop-down list to choose an
assessment outlet, then click SELECT OUTLET to proceed.

Select outlet

Outlet *

Qutlet is required —

4. Using the filter headings to sort your assigned clients by Last Name, Aged Care ID, Locality
etc. Once you have found the appropriate client, use the expand button on the left to see
more details.

) Current assessments

T

Curensy viewing

Filter by

Aged caro user 10 - LoCality

) CITIZEN AADOOOD001 GABBADAH. WA, 8041 10200 Awaiing Delegate Decision A 16102020 (588 darys cverdue
*) CITIZEN John AADOODO00Z 1102020 in Progress (Compieied Support Pian) A 20102020 (389 cays overase) @ High
jVFNEMBLE Mary AADOOOOO0Y SYDNEY. NSW, 2000 13002021 in Frogress ( Compisted Suoport Piani A 18002021 (435 cays overose) @ High

5. A pop-up will then display with expanded details for that client.

Jeenie SMITH

FS

. Please confirm that jeenie SMITH, 29 April 1950, 74 Years, AC33505270 is the person you are conducting this
l assessment for. If the person details are incorrect, a privacy breach may occur.

Aged 74 ( 29 April 1950 ), Female Referred from UAT LCHS - East Gippsland RAS on 4
February 2025
Accepted on 4 February 2025

Preferences

No preference was recorded Completed Triage due by 7 February 2025

Assessment details Client story
Mo client story was recorded
FNAO-preference MNo

Assessment type Home Suppaort

Comments

Agsessment reason Self-Referral
Assessor Louie Hinson

Triage conducted by Elissa Mazur

Support plan @ Triage Completed @
Home Support Assessment . Triage Completed @

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



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

From this pop-up you can:
e View completed triage information by selecting the magnifying glass next to Triage
Completed.

Jeenie SMITH

. Please confirm that jeenie SMITH, 29 April 1950, 74 Years, AC33505270 is the person you are conducting this
l assessment for. [f the person details are incorrect, a privacy breach may occur.

Aged 74 ( 29 April 1850 ), Female Referred from UAT LCHS - East Gippsland RAS on 4
February 2025
Accepted on 4 February 2025

Preferences

No preference was recorded Completed Triage due by 7 February 2025

Client story
Mo client story was recorded

Assessment details

FMAO-preference No
Comments

Asgsessment type Home Support

Aszessment reason  Self-Referral

Assessor Louie Hinson

Triage conducted by Elissa Mazur

Support plan . Triage Completed

Home Support Assessment . Triage Completed ey

e You can view Cohabitant details if applicable. A cohabitant refers to another aged care
client who lives at the same address as the client undergoing assessment and has a
recorded active relationship with the client. Up to two cohabitants will be listed under this
heading. Use the VIEW MORE COHABITANT DETAILS button to reveal additional
cohabitants.

Jeenie SMITH

[

e Please confirm that jeenie SMITH, 29 April 1950, 74 Years, AC33505270 is the person you are conducting this
l assessment for. If the person details are incorrect, a privacy breach may occur.

Aged 74 { 29 Apnl 1950 ), Female Referred from UAT LCHS - East Gippsland on 4
February 2025
Accepted on 4 February 2025

Preferences

No preference was recorded Completed Triage due by 7 February 2025

Client story
Mo client story was recorded

Assessment details

FMAQO-preference Mo
Assessment type Home Support Cohabitant details
Assessment reason  Self-Referral Jane SHARPLAND

Assessor Louie Hinson

Triage conducted by Elissa Mazur

Support plan . Triage Completed
Home Support Assessment . Triage Completed

®®
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6. Select the VIEW FULL CLIENT RECORD button to navigate to the client record page.

Additionally, a summary PDF report of the client record containing client details, support network
details, notes, assessment history, care approvals, and the client’s interactions with My Aged Care,
can be generated without needing to navigate to the client record page.

7. Select the VIEW CLIENT REPORT button to generate this summary report.

Aged 74 ( 29 April 1950 ), Female Referred from UAT LCHS - East Gippsland RAS on 4 4
February 2025
Accepted on 4 February 2025

Preferences

No preference was recorded Completed Triage due by 7 February 2025

Client story
Mo client story was recorded

Assessment details
FMAO-preference Mo
Azzessment type Home Support

Comments

Asgsessment reason  Self-Referral
Assessor Louie Hinson

Triage conducted by Elissa Mazur

Support plan @ Triage Completed (:")
Home Support Assessment () Triage Compleled (:-&i)

VIEW FULL CLIENT RECORD I & VIEW CLIENT REPORT I

REFER URGEMNT SERVICES CONVERT TO COMPREHENSIVE ASSESSMENT START ASSESSMENT

The Client Summary tab

1. Select the Client summary tab to navigate to the client summary page of the client record.

The Client summary tab contains a real-time client journey tracker (Client tracker) and a dashboard
of key information (Client summary) about the client’s interactions with My Aged Care.

The client tracker and the client summary can be viewed by selecting the expand buttons.

Clien’r summary

8 VIEW CLIENT REPORT

{ Client summary Client details Support Network Approvals Plans Attachments Services

My Aged Care interactions Notes Tasks and Notifications

Client tracker X&)
Client summary X&)

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. The Client tracker section is a visual display of what stage a client is at in their My Aged
Care journey, including the client’s current position and any next steps that need to be taken
by the client.

The stages of the tracker are:

e Registered (client has been registered with My Aged Care)

e Assessment (client has had an assessment or is having an assessment to determine their care
needs)

e Waiting for services (client has had an assessment and has been recommended for services)

e Receiving services (a provider has accepted the clients service referral and commenced
services)

e Support Plan Review (client is undergoing review by an assessor)

Client tracker (&)

o O,

Registered Assessment ‘Waiting for services Receiving services

An assessment to determine care needs is in progress.
MWext step - Call the assessment organisation to complete ihe assessment. The phone number is in the summary table below.

3. The Client summary section provides information about the client’s interactions with My
Aged Care, including:

e Assessments

e Approvals

e Service recommendations

e Service delivery status

e Client concerns

e Client goals

¢ Reablement and linking support periods (where available)

Client summary ()
Assessments
Comprehensive Assessment (&) Comprehensive Assessment (&) Comprehensive Assessment (@)
In Progress on 19 July 2021 Finalised on 17 June 2021 Finalised on 16 June 2021
Alice Springs RAS + 029599 9399 Alice Springs RAS 7 029999 9993 Alice Springs RAS +J 0293999399
Recommendations and approvals Service delivery status

Help at home — Entry level Domestic Assistance Referral code 1-76467681319
upport (Commonwealth Home Goods, equipment and assisfive technology Referral code 1-76467446640

Support Programme) o

Help at home — More complex Home Care Package Level 4 No increase to service or not seeking service
care (Home Care Packages) Priority for home care service: Medium

Approval start date: 17 June 2021

View home care package letters

/Aged care (nursing) home Residential Permanent Referral code 1-76467631247

(Residential Care) e Approval start date: 17 June 2021 Started on 10 September 2021 - Amazing Generic Aged Care limited
Concens (?) Goals
Jane Citizen has lost grip strength since her recent hospitalisation. Regain the ability to carry shopping. Status: In Progress
Since her daughter moved interstate, Jane has felt increasingly lonely. Find a source of social support and stimulation Status: In Progress

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. The Client tracker and Client summary information can be printed by using the Print Page
button on the right-hand side of each heading.

Client summary

8 VIEW CLIENT REPORT

Client summary Client details Support Network Approvals Plans Attachments Services

My Aged Care interactions Notes Tasks and Notifications

Client tracker ® 9

Client summary ®

The Client Details tab

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

(©® Client summary

8 VIEW CLIENT REPORT

Client summary Client details Support Network Approvals Plans Attachments Services

My Aged Care interactions Notes Tasks and Nofifications

The Client details page contains basic demographic and contact information about the client. It is
where you can view high level details about any active support plans, services, current notes,
consent approvals, the clients primary contact details, if the client has a preference for a First
Nation Assessment Organisation to do their assessment (if available).

The page also contains an option to notify My Aged Care when the client is deceased. See
Notifying My Aged Care that the client is deceased for more information.

2. The Primary Contact can be nominated by the client or a person in their support network.
This information allows 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.

To update the Primary Contact, or any other client details, select the Edit (pencil) icon.

Frimary Contact \7)
This iz who My Aged Care will contact first

Jack HELPER
Agent, Cther

000 000 000 (Mobile)

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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I The Find a Client function enables assessment organisations to search for all clients registered
with My Aged Care. Service providers can only search for clients who have been referred to,
and accepted by, their organisation.

When adding or editing address details, it is important to validate the address by selecting the
VALIDATE THIS ADDRESS button prior to saving. This ensures that the client and their
support network can receive communication from the My Aged Care system.

x
Edit client's Home address details

All fislos marked with an astens () are required

Ausiralia

VALIDATE THIS ADDRESS

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 (HCP), and at any stage that a HCP letter is
generated for a client such as an assignment letter or withdrawal letter.

e A Support Plan Review request has been submitted.

e A support relationship is activated, declined, inactivated or expiring, and the submission or
actioning of documents relating to support relationships.

For more information about setting up and configuring notifications for clients and/or their support
network, refer to My Aged Care — Assessor Portal User Guide 2 — Registering support people and
adding relationships.

Within the client details tab, you can also view and update the client’s consent status to share
information with My Health Record via the Consent section.

()  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Client details rerce s comtrom s | B ven et o

Client summary [OTS'CERTSM supportnetwork  Approvals  Plans | Aftachments  Services My Aged Care inferactions | Notes  Tasks and Noffications

About Jane NOTIFY MY AGED CARE OF ADEATH
Personal information @ Identity documents (ID) @
Bom 29 Aprl 1950, identies as: Aboriginal Aged Care D AC12140521

o hemve Identity Stat
fentity Status
Preference for a First Nations Assessment Organisation fo do their assessment: Yes prpisndusnnt Not Attempd
Identiy match status:  Not Attempted
To contact Jane @) Welstcocsaus  Notatemyted
Glent association status: - Not Attempted
Contact details:
Primary Contact @ Payment details
s is who My Aged Care willcontact fist Receiving payments
Jane SHARPLAND (self) Nopaymens found
Notification preferences @ Health insurance
Private health insurance
Current preferences: No health insurance found

No notfcation preferences found

Service information

Communication requirements @ “The following information is from the Department of Human Services claims system. It may take up to @ month to be updated
" Consent
Address details
_ Gonsent to share My Pemitby @
Home address @ v
Service delivery address. @
Send any correspondence to @

To update a client’s consent, select the edit (pencil) button.

Consent

Consent to share information with My Health Record: Permit by ain Silver (Self) )

A pop-up will the display. If the client consent’s to sharing their information with My Health
Record select Yes and click SAVE.

Consent to share information with My Health Record

All fields marked with an asterisk (*) are required. =
Information
The client has previously consented to share their support plan via their My Health Record. This allows the support plan to be viewed by whoever
has access to view their medical records. This may include healthcare providers, the client’s nominated representative(s), and the client
themselves. The client can choose fo revoke this consent at any point, including as part of this re-assessment of their needs. If the client does
want this information to remain available via My Health Record, they must again provide informed consent. This is necessary to meet requirements
of both the Privacy Act 1938 with respect to the collection, use and dizclosure of personal and sensitive information and the use and disclosure of
protecied information under Division 86 of the Aged Care Act 1997 If there is a suggesfion that the client lacks capacity, this decision can be made
in consultation with the client's confirmed representative in My Aged Care.
Does the client consent to share their Suppert Plan with My Health Record (MHR)? *
O Mo ® Yes
Consent decision by *
Client -
Comments:
|

()  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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If you select No and the client is withdrawing their consent, then any previously shared support
plan details will be removed from the client's My Health Record. Select a consent denial reason
from the drop-down list and then click SAVE.

Consent to share information with My Health Record

x Please select a valid response from Consent denial reason -

Does the client consent to share their Support Plan with My Health Record (MHR)? *
® No O Yes

.
I By revoking this consent, My Aged Care will notify My Health Record to remove any previously shared support plan details

Consent denial reason *

Please select a reason for not providing the consent -

Please select a reason for not providing the consent

Do not wish to disclose
Other
Privacy concerns

Please note, if the consent decision has been made by a representative then you will be
required to enter the representatives first name before proceeding.

Notifying My Aged Care that the client is deceased

If a client’s status is Deceased, the clients record will be read-only, and you will not be able to edit
any client information. Once this status is updated in My Aged Care, the clients support network
will no longer have access to the clients’ record. A notification will be sent to the client’s assessor
and provider advising them to close or finalise any in-progress tasks. Additional notes and
attachments can be attached to the client record and assessments can be finalised after the status
is changed.

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 DEATH button in the Client Details page of the client
record.

Mr John Citizen

Male, 111 years old, 10 June 1910, AAOO000001 Primary contact: John Citizen (Self)

10 Generic Lane, NOWHERE, ACT, 2222
No representatives or relationships recorded

(® Client details

Client summary [ IRCTSUSEETS0 Support Network ~ Approvals  Plans  Attachments ~ Services  MyAged Care interactions ~ Notes  Tasks and Notifications

About John Citizen NOTIFY MY AGED CARE OF ADEATH

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



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

2. A pop-up box will prompt you to input the following information:

e Who, when and how you were informed that this person is deceased?

For example, "Mrs. Smith rang to inform us that Mr. Smith passed away on Saturday".
e Date of death (if known)
e Add Attachments (if available)

For example: Death certificate, hospital discharge documents.

After inputting details and attachments, select the SAVE button to submit your notification.

Notify My Aged Care that a person is deceased .

Al fiedds marked with an asterisk (*) are required

You are about to notify the department that Big Bird has passed away. Their record will become read only. You will still be able to finalise outstanding assessments and support plan
reviews, and add notes and attachments.

Please supply the following information:

when and how wers you informed that this person is decsssed? = ®

0/ 500

Add Attachments

You can upload files up to 5 MB to this record. The following file types are accepted:
jpeg, jpg, .bomp, png, .docx, xisx, .pdf, rif, .bet
(if available)

<L Choose afile..

3. If you have an in-progress assessment or had commenced services for the deceased client,
you will receive a notification (along with the associated provider) advising you to close or
finalise the in-progress tasks.

The Support Network tab.

1. Select the Support network tab to navigate to the support network page of the client record.

@ Support netwaork REFER THS CLENT FOR ASSESSHENT || 8 VIEWCLIENT RepoRT

Clientsummary  Client details WCTUSULENGU  Approvals | Plans | Attachments  Services My Aged Gare interactions  Notes  Tasks and Notifications  Residential Funding Classifications

L E R people Braiden supports | Pending documents | Declined and ended relationships

People

Kenton MC(ZLELLAN9 e = ol B

Alistair SHARP
Grid

Ali SHARP

Child (=]

Primary Contact

1s Braiden's Regular representative from 26109/2024 Is Braiden's Authorised representative from
with Financial matters. 2610912024 with Financial matters.
Is Braiden's Regular reprosentative from 21122020
with Care matters. Contact details Contact details
Contoctdetai Aged Gare ID: AGT5276568 Aged Care ID: AC13142450
A""ﬂ i mI :\c7ss71&25 Phone: 0431 886 513 Phons 0431936 513
‘ged Care Address: Moana, 269 5 HIGH STREET ASHBURTON, Address: Lot Number 189 LYTTON ROAD BALMORAL,

Phone: 0431 986513
Address: 77 5 SOUTHGATEWAY STREET

The Support Network tab contains information about current, past, and pending relationships
between the client and people who assist them in their aged care journey.

The relationships that could be considered part of a clients Support Network are as follows:

()  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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e Regular Representatives (individuals and organisations)
e Authorised Representatives (individuals and organisations)
e Agents (individuals and organisations)

e Carers
e Emergency Contacts
e GPs

e Support Persons

2. In addition to viewing relationships, the Support Network tab also enables assessors to create
new relationships, request a call back on behalf of clients and their carers to the Carer
Gateway and the National Dementia Helpline, and notify My Aged Care of the death of a
person with a listed relationship with the client.

Creating and managing relationships is covered in the guide: My Aged Care — Assessor Portal
User Guide 2 — Registering support people and adding relationships.

Notifying My Aged Care that a person in the support network is deceased

A banner will be displayed on all tabs of the client record. If the client’s status is incorrect, please
contact the My Aged Care service provider and assessor helpline on 1800 836 799.

1. Navigate to the Support network tab of the client record and select the NOTIFY MY AGED
CARE OF DEATH button on the right-hand side of the page.

@Supporl' ne‘l’work REFER THIS CLIENT FOR ASSESSMENT & VIEW CLIENT REPORT

Client summary Client details Support network Approvals Plans Aftachments Services My Aged Care interactions Notes Tasks and Nofifications

Rasidential Funding Classifications

‘CREATE RELATIONSHIP NOTIFY MY AGED CARE OF A DEATH I

2. A pop-up box will prompt you to input the following information:
e Specify the deceased person using the radio buttons at the top of the prompt.

e Who, when and how you were informed that this person is deceased?
For example, "Mrs. Smith rang to inform us that Mr. Smith passed away on Saturday".

e Date of death (if known)

e Add Attachments (if available)
For example: Death certificate, hospital discharge documents

After inputting 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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x
Notify My Aged Care that a person is deceased

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

You are about to nofify the department that Big Bird has passed away. Their record will become read only. You will still be able to finalise outstanding assessments and support plan
reviews, and add notes and attachments.

Please supply the following information

when and how were you informed that this person is deceased? * @

0/ 500

Add Attachments

You can upload files up fo 5 MB to this record. The following file types are accepted:
Jpreg, .jpg, .bmp, _png. .docx, xisx, .pdf, rif, et
(if available)

& Choose afile...

The Approvals tab
1. Select the Approvals tab to navigate to the approvals page of the client record.

The Approvals tab lists the client’s current approvals for aged care services under the Aged Care
Act (1997), including the approvals created prior to the start of My Aged Care (shown under
previous care approvals).

Additional approval details can be viewed by selecting the expand buttons next to each approval.

Approvg |S REFER THIS CLIENT FOR ASSESSMENT 8 VIEW CLIENT REPORT

Client summary ~ Clientdetails ~ Support network Plans  Attachments ~ Services My Aged Careinteractions ~ Notes  Tasks and Nofifications

Residential Funding Classifications

Approvals

This page shows you what care approvals are in place
Current care approvals DHS prior approvals last updated
Ume Care Package Level 4 Never

Previous care approvals
No previous care approvals are available

2. HCP approval information is displayed under the Home care section of the Approvals tab.

To change the clients HCP seeking status (that is, whether the client is seeking HCP services)
select the dynamic button on the bottom left that says Seeking Services or Not Seeking
Services.

One person from an assessment outlet may nominate to receive notifications of any HCP
correspondence received by a client from the Department. This is particularly important for clients
who may be considered vulnerable or in need of additional assistance to access care. Select the
pencil icon under the Notify of home care correspondence to start or stop notifications and
nominate a receiver.

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

All dates and times are in Australian Eastern Standard Time (AEST)

Not seeking services Notify of home care comrespondence (")

Last changed on 18 January 2023 11:32:42 AM by Clarence Suns () with reason: Last ~ . o
package withdrawn No-one selected ( #)

No package requested - client not seeking services

Request for Home Care Package Level 4 - Inactive

Approval starts 22 September 2022
Priority for home care services  Medium
Agreed minimum package Home Care Package Level 2

SEEK SERVIGES

3. The Assessment Tab also displays HCP approval details for both Pending HCPs and
Assigned HCPs

Pending HCPs (not assigned) include information on:

e Priority for home care services
¢ Interim package information

I Please note, that interim packages are not available and should not be used.

Assigned HCPs include information on:

e Date package assigned

e Take-up deadline

e Status of assigned package
e History of the HCP

Package pending (not assigned) )
Agreed minimum package Home Care Package Level 2 |</>|

Request for Home Care Package Level 4

Priority for home care services Medium
Expected time to approved package Calculation Pending for Home Care Package Level 4 'C?j'

Interim package Home Care Package Level 2 assigned on 19 February 2019

NOT SEEKING SERVICES

Assigned package awaiting take-up

Interim Home Care Package Level 2 - Take-up by 16 April 2019

Package assigned 19 February 2019
Take-up deadline 16 April 2019
Status Assigned effective 19 February 2019 with reason: Package Assigned

EXTEND RESPONSE PERICD DECLINE - NO LONGER SEEKING SERVICES DECLINE INTERIM PACKAGE VIEW HISTORY

4. If no pending or assigned packages are displayed, depending on the eligibility of the client,
HCPs can be sought by selecting the SEEK SERVICES button near the bottom of the page.

For more information about HCPs in My Aged Care, see My Aged Care — Assessor Portal User
Guide 13 — Management of Home Care Packages, available on the Departments website.

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

1. Select the Plans tab to navigate to the plans page of the client record.

The Plans tab contains any previous screening and assessment information for the client,
including:

e The Support Plan(s)

e The assessment outlet and assessor who undertook the client’s assessment (including
details of first intervention of a clinical nature)

e Detailed information about a client’s assessment history, including read-only versions
of previous assessments and screenings

e Upcoming and historic review information

e Reablement and linking support history.

2. Additional assessment details can be viewed by selecting the expand buttons next to each item
under the Assessment history header.

®Plans
REFER THIS CLIENT FOR ASSESSMENT 8 VIEW CLIENT REPOR

H Assessment histor ©
Current Episode Y 2

Episode ID: 1-68XUNWT
4 November 2016 - Present

SUPPORT PLAN

Recommendations X p
+ Transition Care Plan history @
Residential R
« Home Care Package Level 4
+ Residential Permanent No plan history available

)|comprenensive Assessment 4 November 2016

()screening 31 October 2016

Review history ®
Upcoming Review(s)

No upcoming reviews scheduled Review 11 December 2018

Review 11 December 2018

The Attachments tab

1. Select the Attachments tab to navigate to the attachments page of the client record.

@Aﬂachmenis

Clientsummary  Clientdetails  Support Network ~ Approvals  Plans |WWAEINEIEME Services | MyAged Care interactions ~ Notes  Tasks and Noti R ial Funding

Attachments

ADD AN ATTACHMENT

LESSUIIENE SN EI  Other Attachments | Correspondence

No attachments found to be displayed

The Attachments tab contains documents that have been attached to the client record, including
attachments that have been uploaded using the Aged Care Assessor App. This is also where
assessors can add an attachment to the client record.

Assessment Attachments are any documents that are relevant to the client’'s assessment, for
example, clinical notes or a discharge summary.

Other Attachments are documents that relate to the clients’ general circumstances, for instance,
documents related to the establishment of a support relationship (including legal documentation),
Occupational Therapist drawings used in home modifications.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Correspondence are documents/letters that are generated in My Aged Care, related to HCPs.
There are a number of letters sent to clients related to their HCP at different stages. Copies of
these letters will also be sent to their support person(s).

Sensitive Attachments are documents that contain client information of a sensitive nature. For
example, documents about a client’s financial situation, safety concerns and legal issues that may
impact provision of services.

2. To add an attachment, select the ADD ATTACHMENT button.

Attachments

ADD AN ATTACHMENT

Assessment Attachments Other Attachments Correspondence

No attachments found to be displayed.

3. A pop-up window will appear, prompting you to find and upload the desired attachment.

Search your computer for the document you wish to attach by selecting the Choose file button.

Add an attachment

° Piease nole: Some attachments will be viewable by other people with autharised access to this client record
l Please refer fo your portal guide for details.
All fiekds marked with an asterisk (*) are required

You can upload files up to 5 MB to this record. The following file types are accepled
ipeg, jpg, bmp, png, docx, xisx, pdf, rf, b4 "

o file chosen

4. Provide additional details by inputting the Name of the attachment, choosing the Type of
attachment from the drop-down lists, and providing a short description. Finally, select the
UPLOAD button to save your attachment to the client record.

Add an attachment

i Please note: Some attachments will be viewable by other people with authorised access to this client record. Please refer to your portal
guide for details.

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

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, ixt*

Choose file |jo file chosen

Name of the attachment: * Type of attachment * -

(200 characters)

Please provide a short description about the contents of the attachment, e.g. assessment date and time

(250 characters)

UPLOAD CANCEL

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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I Where a client record has a Sensitive Attachment and the client is referred for service
provision, service provider(s) will be notified that a Sensitive Attachment exists for the client.
Service providers cannot view sensitive attachments; they will be directed to contact the
assessor who conducted the last assessment, or the My Aged Care Service Provider and
assessor helpline to access information within the Sensitive Attachment.

Sensitive attachments are not visible through the My Aged Care online account and will be
visible only to assessors and My Aged Care contact centre staff.

5. Your attachment will appear in the Assessment Attachment tab, or the Correspondence
tab.

@AHOChmenTS REFER THIS CLIENT FOR ASSESSMENT 8 VIEW CLIENT REPORT
Client summary Client details Support network Approvals Plans Attachments Services My Aged Care interactions Notes Tasks and Nofifications

Residential Funding Classifications

Attachments

Assessment Attachments Other Attachments Correspondence

Support Plan - External 22 September 2022
AC42652446_2-77869224568_2-ZRTBOYG-Finalised-20222209194249.pdf [ 52.58KE]

Support Plan - External
AC42852446_2-77869224568_2-7RTBQIG-Finalised-20222209192519.pdi [ 52.28KB]

Action Plan - External 23 Geptember 2022
testipg [ 114.41KE

Sensitive attachments will appear in the Other Attachments tab.

@Aﬁochmen"'s REFER THIS CLIENT FOR ASSESSMENT & VIEW CLIENT REPORT

Client summary Client details Support network Approvals Flans Attachments Services My Aged Care interactions Motes Tasks and Mofifications

Residential Funding Classifications

Attachments

Assessment Attachments Other Attachments Correspondence

Sensitive client status 15 February 2023
Sensitive Client Status.pdf [ 2.32MB] | HIDE FROM VIEW

Example of sensitive client status

Sensitive Attachment 19 February 2023
Sensitive Attachment.PDF [ 385.87KB] | HIDE FROM VIEW
Example of sensitive attachment

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

1. Select the Services tab to navigate to the services page of the client record.

Services REFER THIS CLIENT FOR ASSESSMENT 8 VIEW CLIENT REPORT

Clientsummary  Clientdetails ~ Supportnetwerk  Approvals ~ Plans  Aftachments @ My Aged Care interactions ~ Notes  Tasks and Notifications

Residential Funding Classifications

Services in place 6]

Residential Permanent

Aussie Aged Care

«J Phone: 02487567 Start date 17 December 2021
Q Address 27 SEENEY Street, ZILLMERE QLD, 4034

@ Email: ralph.bouy @test. kp.jm

Accepted:

Approval starts: 7 December 2021

2. The Services tab contains sections which host the following service records:

e Previous services a client may have received (from other systems)
e Services that are not yet in place
e Services that are currently in place.

Sections which do not contain any records will not be displayed. Select the expand buttons on the
right-hand side of each section header to display the records.

Client summary  Client details Support Network ~ Approvals ~ Plans  Aftachments My Aged Care interactions ~ Notes  Tasks and Nofifications

Services from other systems @

Services not yet in place

Services in place

The My Aged Care interactions tab

The My Aged Care Interactions tab displays the client’s history of interactions with My Aged
Care. This includes face-to-face appointments with Aged Care Specialist Officers, phone calls with
My Aged Care Contact Centre staff, and capturing of consent for call back requests to be sent to
Carer Gateway and/or National Dementia Helpline.

For more information about the Carer Gateway and National Dementia Helpline referrals, go to My
Aged Care — Assessor Portal User Guide 2 — Registering support people and adding relationships.

|n'|'erc]c'hons REFER THIS CLIENT FOR ASSESSMENT & VIEW CLIENT REPORT
Client summary Client details Support network Approvals Flans Attachments Services My Aged Care interactions Motes
Tasks and Notifications Residential Funding Classifications

View Interaction
Show All - m
ADD INTERACTION

All dates and times are in Australian Eastern Standard Time (AEST)

Call - Inbound Family/Frienc/Garer of Exist.. Contact Centre 13 April 2017 1:35 pm

Request for aged care services (ID: 1-21360053589)
Call outcome: Closed - System

Call - Inbound Service Provider: Contact Centre 23 May 2016 12:42 pm
Request for Client information (ID: 1-6507717563)

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

Department staff can transfer client records linked to an inactive assessment outlet to an active
assessment outlet in the same assessment organisation or to another assessment
organisation. This means that you may see client records that were transferred from another
assessment outlet. You will see a note of the transfer in the clients My Aged Care record.

1. Select the Notes tab to navigate to the notes page of the client record.

The Notes tab contains notes that have been created about the client. Assessors can add new
notes about the client from this tab.

| Itis recommended that Triage Delegates review the notes tab prior to completing the triage
process as not all information captured from screening is pre-populated.

Assessor Portal
Delegate Organisation (MELATIE Find a service Reporis and Aged Care Tasks and

BylDa=hbo S Assess ments SR HEvIews decisions administration ;:{é?.'rg% provider documenis Assessor app notifications

# Home | Find a client | Luke SMILEY

Mr Luke SMILEY

Male, 81 years old, 15 July 1943, AC91364703 Primary contact: Luke Smiley (self) - 0401 147 893
1A WATERDALE ROAD IVANHOE, VIC, 3079

No suppeort relationships recorded

@ NO‘I’eS REFER THIS CLIENT FOR ASSESSMENT & VIEW CLIENT REPORT START SUPPORT PLAN REVIEW

Client summary Client details Support network Approvals Plans Attachments Services My Aged Care interactions | Tasks and Notifications

Residential Funding Classifications

H »
Filter by @
Sort by
Please select -
ADDANOTE
Date created S LIE Note type Description Created by organisation Created by outlet Note status

I All notes will be subject to Freedom of Information legislation.

2. My Aged Care contact centre staff, Aged Care Specialist Officers, assessors and service
providers can view and add different types of notes about clients through the My Aged Care
portals. Assessors can also view and add these notes in the Aged Care Assessor App. Refer
to the following tables for information about note types and permissions according to role.

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

Note type Description

Client story A summary of the client’s current circumstances.
Assessors, My Aged Care contact centre, service

providers and clients can view these notes.

Information of a sensitive nature about the client that
needs to be available for assessment or provision of
some services. A sensitive note will display a flag on
the portal for the service provider against the client.
They may contact the My Aged Care contact centre or
assessor for additional information, which will only be
provided to them if relevant to their service provision.

Sensitive
notes

This note will not be displayed to service providers

or clients in their portals.

Preference Clients stated service provision preferences.
Assessors and My Aged Care contact centre staff can

view these notes.

Observations @ Observations from service provider and/or assessor’'s
interactions with the client. Assessors, My Aged Care
contact centre staff and service providers can view
these notes.

Referral Note = Notes accompanying a client’s referral. This can be an
initial referral, subsequent referral or referral from one

assessment outlet to another.

Other Additional information about the client. Assessors, My
Aged Care contact centre staff, service providers and

clients can view these notes.
Examples of other notes include: Client Story -

Returned mail, Cultural/Religious, History of
Experiences, Gender Identity/Sexual Pref notes.

Examples

Mrs Jones has just been
discharged from hospital
and is seeking help at
home. She lives with
husband and has early
onset dementia.

Mr Smith is HIV positive.

Mrs Johns has an abusive
relationship with son.

Mrs Marten would prefer a
Catholic provider.

Mr Dobruk is affiliated with
the Croatian community.

There is a dog on the
property.

Mrs Shean seems more
energetic than she did
during my last visit.

This client record has now
been transferred from
Outlet A to Outlet B on
01/01/2024.

Mrs Jones has planned
respite on 01/08/2017.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Note Add & View permissions

Role Add Note Types View Note Types
Assessors All All
Service Providers Observations Other
Other Client Story
Observations

Sensitive (Flag only, no content)

Clients (and their support Other Other
network) Client Story
My Aged Care Client Story, Sensitive Notes, All
Contact Centre Staff Preference, all “Other” notes

except Observations.

Aged Care Specialist Officers  All All
(Face to face support in
Services Australia centres)

When My Aged Care contact centre staff or assessors add a sensitive note about a client,
all service providers who are sent a referral will see a flag informing them that there is a
sensitive note about the client and instruct them to call the My Aged Care contact centre or
the assessor for more information.

Adding client notes

The following section outlines how to add client notes using the assessor portal. For instructions on
how to add notes in the Aged Care Assessor App, please see the Aged Care Assessor App User
Guide.

1. Select the Notes tab to navigate to the notes page of the client record. Then, select the ADD
NOTE button to start creating a new note.

& Home | Assessments | Vivan MACKEY

Mr Vivan Jayvion MACKEY

Male, 85 years old, 21 February 1939, AC00865493 Primary contact Lyndsey Mackey (Regular Representative, Care, Child) - 02 9408 1871

Unit 15, 656 2 MOWBRAY ROAD LANE COVE NORTH, NSW, 2066
Requires Armenian transiator, prefers to speak Armenian View support network

@No’res PR [P B

Client summary  Clientdetalls  Supportnetwork  Approvals  Plans  Allachmenls  Services My Aged Care interactions Tasks and Nolifications  Residential Funding Classifications

Filter by @

Please select -

Date End Note Created by Note
created date ftype Description organisation Created by outlet stalus

Example client story Ministry of Health  Norther Sydney LHD @ Active

2410572024 vy

24/05/2024 g::ff:‘ Example client story Ministry of Health  Northern Sydney LHD ® Active

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. A pop-up box will appear. Select the Type of the note you wish to add using the drop-down
list, and input the Description (i.e., the content of the note itself).
I'/‘_’\I
You can hover over the help icon 2~ in the pop-up box for additional information about the

different types of notes. If you are unsure which category is most appropriate, please refer to the
information in the help icon.

Then, select SAVE to finish your note.

I You cannot delete a note once saved. Quality check that the information is correct before
saving.

Add a note

All fields marked with an asterisk (*) are required

0/ 500 -

-

Viewing and editing client notes

The following section outlines how to view and edit client notes using the assessor portal. For
instructions on how to view and edit notes in the Aged Care Assessor App, please see the Aged
Care Assessor App User Guide.

1. Select the Notes tab to navigate to the notes page of the client record.

Then, select the Edit (pencil) icon to the right of the note you wish to edit. Note that there is no Edit
icon available for Client Story notes.

# Home | Assessments | Vivan MACKEY

Mr Vivan Jayvion MACKEY

Male, 85 years oid, 21 February 1939, AC00865493 Primary contact Lyndsey Mackey (Regular Representative, Care, Child) - 02 9408 1871

Unit 15, 656 2 MOWBRAY ROAD LANE COVE NORTH, NSW, 2066
Requires Armenian transtator, prefers to speak Armenian View SUppor network

@Nofes P R | R

Client summary Client details Support network Approvals Plans Attachments Services My Aged Care interactions m Tasks and Notifications Residential Funding Classifications

Sottby
Please select -
Created by
organisation Created by outlet
2410512024 Other  Example of other note Ministry of Health  Northern Sydney LHD @ Active
o Client
24/05/2024 Story Example client story Ministry of Health  Northern Sydney LHD @ Active

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. A pop-up box will appear. To make a note Active or Inactive, use the drop-down list to select
the desired status. Then, select SAVE to finish your note.

Edit a note

All fields marked with an asterisk (*) are required
Type: Other
Status

Active -
Date created 5/03/2020 2:26:56 PM
End date (=)

This is not the correct client note Client meets age and funchonal elgibility critena
Created by, System, System i

Assessors can create or edit other notes, and these can be used for general purpose notes.

3. Client Story notes can also be viewed by assessors in the Assessments section of the
assessor portal. Select the link to the Assessments section of the assessor portal at the very
top the page. Then, select expand a client summary using the expand icon on the left of the
row.

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

P Residential - -
- - : Delegate Organisation 3 Find a service Reporis and Aged Care Tasks and Aged Care
My Dashboard  Find a client ~ Assessmenls  Reviews deds!\]ors adv&inistraﬁun g:f':::g o provider dogmmenls Assessor app nolifications N!zte?acﬁnns

# Home | Assessments

Y Curent assessments oty iesing U Hedtberg

Current assessments Recent assessmenis
un —
mm CARD e LIST|

1 to 2 out of 2 matching resul

Name Aged care user ID Locality Assessmenttype  © Accepleddate ¢ Status Date due

FIELD AC84931690 IVANHOE, VIC, 3079 Comprehensive 2110972024 Assessment Not Started (Completed Triage) A\ 241052024 (132 days overdus) Medium
Sally

. Please confirm that Sally FIELD, 20 February 1947, 77 Years, AC84931690 is the person you are conducting this assessment for. If the person
details are incorrect, a privacy breach may occur.

Aged 77 ( 20 February 1947 ). Female Referred from Aged Care Gateway on 21 September 2024
Accepted on 21 September 2024

Preferences :
Mo preference was recorded Completed Triage due by 24 September 2024

Client story

Assessment details
No dlient story was recorded

1t type Comp
. . Comments
Assessmentreason  the client has needs that exceed a basic support
programme

()  For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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! In order to ensure records are never lost, assessors and providers cannot edit the contents
of a client story note once it is created. Instead, assessors and providers can make the
original note Inactive and create a new one in its place.

If there are errors in the information which you are concerned about being on the records,
contact the My Aged Care service provider and assessor helpline on 1800 836 799.

The Tasks and Notifications tab
Select the Tasks and Notifications tab to navigate to the interactions page of the client record.

All tasks and notifications relevant to the client will be displayed in this tab. Assessors will be able
to see all tasks and notifications relevant to the client. Providers will only see tasks or notifications
that are associated to their assessment outlet, for clients that they are providing services to.

@TOSI(S Ond nOhﬁCOhOnS REFER THIS CLIENT FOR ASSESSMENT || & VIEW CLIENT REPORT

Client summary Client details Support network Approvals Plans Attachments Services My Aged Care interactions Notes Tasks and Notifications

Residential Funding Classifications

Received
@ Date « Category Title/Description g Activity Id

Task 18/05/2 15/05/2017 Client Follow-up Services 1- Service and Mercy Services (Singleton)

017 Services 22841431 Support Portal

@ Over 545

due

Task  02/05/2 27/04/2017  Client Follow-up Services 1- Service and Hunter New England LHD - Allied

017 Services 21953055  Support Portal  Health - Occupational Therapy -

358 Hunter
@® over

due

The Residential Funding Classifications tab (clinical needs assessors)

Select the Residential Funding Classifications tab to navigate to the classifications page of the
client record.

Residential Funding Classifications are part of the Australian National Aged Care Classification
(AN-ACC) system, designed to replace the Aged Care Funding Instrument (ACFI) for the purposes
of allocating government funding for residential aged care.

Clinical needs assessors can view the clients current AN-ACC classification, and classification
history using this tab.

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

Client details Support Network Approvals Plans Attachments Services My Aged Care interactions Notes Tasks and Notifications
Current Classification (Active) Classification History

Residential Respite 6 September 2022 - Present
AN-ACC Classification : Class 102

Residential Respite

C,D AN-ACC Classification : Class 102 (Active) : 6 September 2022 - Present

(a AN-ACC Classification : Class 103 (Inactive) : 15 June 2022 - 5 September 2022
@ AN-ACC Classification : Class 102 (Inactive) : 13 June 2022 - 14 June 2022

(.D AN-ACC Classification : Class 102 (Inactive) : 9 June 2022 - 12 June 2022

(:’) AN-ACC Classification : Class 100 (Inactive) : 8 June 2022 - & June 2022

For more information about the Residential Funding Classifications see the residential aged care
funding reform page on the Departments website.

More Information

For further assistance, you can call the My Aged Care service provider and assessor helpline on
1800 836 799.

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