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Aged Care AssessorApp User Guide

This Aged Care Assessor App (the App) user guide outlines essential
information for both aged care needs assessors (needs assessors) who
use the Integrated Assessment Tool (IAT) and/or residential aged care
funding assessors (RAC funding assessors) who use the Australian
National Aged Care Classification (AN-ACC) assessment tool.

The user guide will walk users through how the App can be utilised both
online and offline, allowing for users to use the App in different situations.

This user guide has been split into the following sections:

1 Part A is for needs assessors and/or RAC funding assessors who
complete assessments using either AN-ACC or IAT.

1 Part B is for needs assessors who complete assessments using
the IAT.

9 Part Cis for RAC funding assessors who complete assessments
using the AN-ACC assessment tool.

I On 1 November 2025, the Aged Care Act 2024 and the Support at Home program
come into effect with significant change to support plans in the IAT.

To ensure the right IAT is used, and triage can continue for priority referrals, any
assessments in the following statuses already started prior to 1 November 2025 and in
progress on 1 November 2025 must be restarted:

i1 Triage complete, main assessment not started
1 Triage complete, main assessment in progress (includes incomplete support plan)

1 Main assessment completed, awaiting delegate decision (comprehensive
assessments).

For information on the Restart Assessment Process, please refer to Management of
active assessments for 1 November 2025 transition i Standard Operating Procedure
and Restarting In Progress Assessments for Support at Home (instructional video).

| From 1 November 2025, there are changes to assessment delegations under the
" Aged Care Act 2024, for both Clinical and Non-clinical Assessment Delegates.

To understand Assessment Delegate changes, r ef er ¥:®elapdlitnagnd ¢
Approval s un dveAged dare AsAessmént Mahual.

For CHSP only: For guidance on the interim process explaining Manual Delegate

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Approval for CHSP only for comprehensive and home support assessments, and how
it impacts assessors during support plan completion and finalisation (including issuing
referral code(s) from 1 November 2025, refer to Manual Delegate Approval for CHSP
i Standard Operating Procedure and instructional videos for comprehensive and
home support assessments.
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Part A dNeeds assessors and RAC funding
assessors

1. Introduction

The Aged Care Assessor App (the App) enables both needs assessors and Residential Aged

Care (RAC) funding assessorst o assess an ol der Australiansé aged
App allows users to perform a subset of the functions available in the assessor portal, including

the ability to conduct an assessment using the Integrated Assessment Tool (IAT) or Australian

National Aged Care Classification (AN-ACC) assessment tool, under the Aged Care Act (2024).

Needs assessors and RAC funding assessors can undertake these processes using the App:

search for existing and register new clients

create offline clients

self-refer for assessment

view and search assigned referrals

downl oad a clientédés referral for assessment
downl oad a cl i ent 6 ¢needsiapsessorstonlyp| an revi ew

view and add information about a client

complete identity verification (wallet check)

undertake assessments using IAT (needs assessors only)

undertake assessments using AN-ACC (RAC funding assessors only)

undertake support plan reviews (needs assessors only)

commence devel opment and update a clientbés suppor
upload assessment and review information to the My Aged Care assessor portal

view and upload client attachments

manually remove or cancel assessments from the App

view and set up supporter relationships

= =4 4 -4 a4 a9 -2 -2 -_a -2 _a -2 -8 -4 -2 -2 -2

complete Residential Respite Classification Assessments (clinical needs assessors only).

2. Minimum requirements for devices to run the App

The App is supported on the following operating systems:

Operating System Minimum Recommended J
Android V14, 6GB RAM V16 and up, 8GB RAM -
Apple iOS V18, 6GB RAM V18, 8GB RAM

Windows 10, 8GB RAM 11, 16 GB RAM

Please note the screenshots in this guide feature the app version 34 on iPadOS 18.7.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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If you are using another device, the App will appear slightly differently.

I The App will time out if inactive for 15 minutes and you will need to log in again.

If you do not use the App for 14 days, you will be locked out of the app. You will require an
unlock code, which can be generated from the app section in the My Aged Care Assessor
Portal.

3. Setting Up the App

| Prior to using the App, you will need to:

1 Download the Appf rom your deviceds application ¢

1 Have an active role in the assessor portal (you must ensure your registered email
address is current and up to date).

1 Have an activation code, that can be obtained either via the App section of the assessor
portal or by calling the My Aged Care service provider and assessor helpline (1800 836
799). The activation code will be active for 24 hours from the time it is issued. If your
code expires, select Get Activation Code in the App section of the assessor portal or
call 1800 836 799 to have another code issued. For RAC funding assessors, they can
call the AN-ACC Operational Support Line on 02 6289 7190 between 8am - 6pm AEST
Monday to Friday to request an activation code.

3.1 Downloading and Installing the App

Before downloading the App, depending on the device you are using, you will need to have an
active:

1 Microsoft account (for Windows device)
1 Apple account (previously known as Apple ID) (for Apple iPad), or
1 Google account (for Samsung or Android).

| A sideloaded version of the Windows App is available to assessment organisations that have
a restricted IT environment.

For instructions on how to download the sideloaded version of the App, please refer to the
section Sideloaded App for Organisations.

1. Onceyou have an active account, navi gate to your deMWicrosefb s appl i ce
store, Apple App Store or Google Play Store).

Bl Getit from # Download on the GETITON
@& Appstore | P> Google Play

2. SearchfortheApp by eAgedOare Asgessor Appd i n t h e asdeseectthh b o x
App icon to open the App details.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. Select Install to download the App to your device. Once successfully downloaded, it will
display on your device.

| The App will be located where your device stores its applications. This will differ between the
supported devices.

If you have difficulties downloading the App onto your device, contact your organisation
administrator or relevant IT area.

my
Tips

Coogle mryGeniD

myAssessor

s =08

3.2 Activating the App

Once the App has been downloaded to your device, follow the steps below to activate the App.
1. Log onto the Assessor Portal, then navigate to the Aged Care Assessor app tile.
1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Afiica

Assessor Portal Logout

Welcome Africa

K da

Find a client Assessment refemals

Aged Care Assessor app Tasks and notifications My Aged Care interactions

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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In this section, you will be able to view your App activation status, any referrals downloaded to your
device, and generate a code to unlock, activate or reactivate your device.

Select Get Activation Code to send an activation code to your registered email address.

# Home | Aged Care Assessor App

@Aged Care Assessor App

® Aged Care Assessor app not activated

Activate the Aged Care Assessor App

Use the Activate Aged Care Assessor button to generate an activation code to use when first logging into the Aged Care Assessor App. The activation code will be displayed on the screen.

Where can | get the app?

The Aged Care Assessor app is available from the following stores

& Microsoft | @ AppStore | P Google Play

Aside-loaded version of the Windows Aged Care Assessor App is available to assessment organisations that have a restricted IT environment. For instructions on how to download the side-loaded varsion of the Aged Care Assessor App
please refer to the guidance material available on the Department of Health website

2. Select Activate to generate the code.

Aged Care Assessor App

x
Aged Care Assesso Get Activation Code

An activation code will be displayed on the screen. Use this code to activate the Aged Care Assessor App on your device
Do you want to continue?

Activate the Aged Care Asset
Use the Activate Aged Care Assessor A

App button to g

ACTIVATE AGED CARE ASSESSOR APP

3. Open the App from your device.

Magritet freetorm Tips Coogle myGeviD

()

myAssessor

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



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

®

4. Enter the email address associated with your staff account in the Assessor Portal and your
activation code, and then select Activate Application.

Aged Care Assessor Application

myAgedCare

Australian Government

Verification and activating your application

Please enter your registered assessor email address, and the 16 digit
activation code.

Fields marked with an * are mandatory.

Email address *

Enter your email address o o
Activation code * ﬂ '.-.

Find your activation code in the Assessor Portal Alternatively, scan QR code to verify

Or you can select Alternatively, scan QR code to verify and scan the QR code shown on
the Assessor Portal.

Aged Care Assessor # x
Get Activation Code

Your Aged Care Assessor app activation code is
7BDF-5076-891F
Aged Care Assess( [[Alematvely, select he Scan GR Code’ bullon i your Aged Care Assessor app (0 scan he QR Code Delow [0 actvale actess.

e the Aged Care Asse

| The email entered will be verified against the information held in My Aged Care.

If the information is incorrect, an error message will be displayed.

5. The Terms of Use will be displayed.

Read the Terms and Conditions and if you agree, select the Accept terms and continue
button, to proceed.

If you do not accept, you will not be able to use the App.

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

myAgedCare

AGED CARE ASSESSOR APP TERMS OF USE

This license is for the use of the “Aged Care Assessor” mobile app (App) and is between the person who downloads the App (You) and the
Commonwealth of Australia acting through the Department of Health and Aged Care ABN 83 605 426 759 (Department). Your use of the App is
subject to Your agreement to these terms

1. License terms : The App is licensed by the Department to You in accordance with these terms, and all notices and other instructions provided by
us from time to time. If You are entering into these terms as an employee of an organisation, You warrant and agree that You are authorised by
Your employer to agree to these terms and bind Your employer.

2. License parties : This license is between the Department and You only, and not with any other person or the App publisher (Apple, Google or
Microsoft as the case may be). Subject to the terms of this license, and excluding the data inputted by You into the App, the Department is solely
responsible for the App and its content. The Department reserves all rights not expressly granted to You.

3. Description of App: The service provided by the App allows You to: (i) collect for the Department certain assessment information from aged
care residents, care providers, and residents’ families and friends for aged care needs and funding assessment purposes as authorised by Your role
and input the responses into an assessment tool within the App;: and (i1) upload completed assessments via the App to the Department’s secure IT
systems. You acknowledge that: (iii) the App may not be compatible with certain devices and operating systems; and (iv) while the Department
endeavours to ensure that the App is free from viruses and other harmful code, this cannot be guaranteed.

4. Scope of license : The license granted to You by the Department is limited to a non-exclusive, non-transferable license to use the App on the
device that You download it to.

5. License restrictions: This license does not allow You to: (i) use the App on any device that You do not own or control; (ii) distribute or make the
App available over a network where it could be used by multiple devices at the same time; (iii) rent, lease, sell or sublicense the App or any
information contained within the App; (iv) copy (except as expressly permitted by this license and any App publisher terms), decompile, reverse
engineer or modify the App (except to the extent permitted by law); (v) access or use the App in breach of any laws or for any unlawful purpose;
(vi) distribute viruses, spyware or any other similar software that may damage the operation of any hardware or software; (vii) collect or store

ersonal data about other users of the App; (viii) submit any documentation or information which is irrelevant or in excess of the requests for

nnbine amemtnimad seitlio dha Ames ce Sl ceela SR T 0 [ PSS I 1 SORPUIEG JEPHNS NS S A S,

- Accept terms and continue

6. Once you have accepted the terms, the Privacy notice for the App will appear. Read the
notice and then select the Continue button, to proceed.

SO IR

Aged Care Assessor Application

myAgedCare

Australian Government

PRIVACY NOTICE FOR AGED CARE ASSESSOR APP

When this privacy notice applies
This privacy notice applies to your use of the Aged Care Assessor App.

This privacy notice explains how we (the Australian Government Department of Health and Aged Care) manage personal information to meet our cbligations
under the Privacy Act 1988 (Cth) and the Australian Privacy Principles.

Information we collect
We collect the following personal information about you:
your name
your email address
your activation code (obtained through the Assessor Portal)
your Assessor ID
your organisation and role details
your device details (make, model, operating system, App Store used for download)
system logs when you use the App.

Why we collect this information

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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7. Once the Appbs Terms of Use
screen. Create a password according to the rules displayed. You will be asked to enter the
password a second time to ensure it is correct.

Use this password to unlock the App each time it is opened.

Aged Care Assessor Application

myAgedCare

Government

Activating your application

@© Password must be at least 10 characters long and contain at least 3 of the following:
lower case character, upper case character, numerical character or special character.

* New password

New password

* Re-type password

Re-type password

has

b e thepasswocde pt e d ,

Password must be
At least 10 characters

Passwords match

At least 3 of the following
1 Lowercase character

1 Uppercase character
1 Numeric character

Special character

8. After setting your new password, the App will complete a first time setup such as your profile
and your assessment organisations information. Once the setup is complete, select the
Continue button.

Australian Government

Aged Care Assessor Application

myAgedCare

(]
(]
]
]
o
]
]
]

First time setup

User account verified, welcome Unrestricted 1

Setting up the app: Assessment configuration complete
Retrieved organisations

Retrieved triage users

Retrieved initial Facilty referrals

Retrieved initial IAT assessments

Referrals synchronised - 30 May 2024 11:45 am

Retrieved support plan reviews

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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9. You have now successfully completed the activation process. The next time you sign in to the
App, follow the steps outlined below in the Login to the App section.

10. After successfully logging in, the home page (dashboard) will display.

Assessment Dashboard o P ? @ Connected | | (@ Sheldon Cooper

Welcome Sheldon

Referrals last synced 8:23am 11/12/24

Assessment Outlets ~
. Bockup (4)
Big Bang Aged Care [22 oy cvarciun assessments

Urgent Services 1
Triage 2
In-progress 3 Find a client

Review 12

| The first time you log in to the App you may not see any referrals.
Select Refresh referrals to load assessment referrals assigned to you.

If you experience issues with refreshing referrals, follow the steps in Troubleshooting and
Diagnostics to diagnose issues experienced with the App.

3.3 Uninstalling the App

If you experience any issues with the App, you may be instructed to uninstall and then reinstall
the App. Follow the steps to uninstall the app depending on the operating system you use.

Android
1. Touch and hold the App icon.
2. Tap App Info.
3. Tap Uninstall and confirm the prompt.
i0S
1. Touch and hold the App.
2. Tap Remove App.
3. Tap Delete App, then tap Delete to confirm.
Windows 10+
1. Select Start and look for the app or program in the list shown.

2. Press and hold (or right-click) on the App, then select Uninstall.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3.4 First time access following a reinstall of the App

If you wish to reinstall the App after uninstalling, you will need to activate your App status again.
To do this please refer to Activating the App.

3.5 Reactivating the App

The App can only be used on one device by one user at any one point in time, and access cannot
be shared. If the device needs to be assigned to another user, select the Logout button from the
sign in screen in the app.

Alternatively, the user that now has the device can reactivate the app:
1. Log onto the Assessor Portal and go to the Aged Care Assessor app tile.

2. Select RE-ACTIVATE AGED CARE ASSESSOR APP. This will deactivate the App and
send a new activation code to the uthatthidwill regi ste
remove all client and user data from the device.

Re-activating the Aged Care Assessor App
1. In order to re-activate the Aged Care Assessor app. select ‘Reactivate Aged Care Assessor app’ below.
2. Possible reasons for re-activation are
o | uninstalled the app and am installing it again
o | lost my device and need to activate a new device
o | am swapping to a different device
3. This will deactivate your current Aged Care Assessor app. The new activation code will be displayed on the screen.

RE-ACTIVATE AGED CARE ASSESSOR APP

3. Select Re-activate Aged Care Assessor App at the pop up.

Get Activation Code

Your device will be deactivated and a new activation code will be displayed on the screen. Use this code to re-activate the Aged
Care Assessor App.

Do you want to continue?

RE-ACTIVATE AGED CARE ASSESSOR APP CANCEL

4. The Get Activation Code pop up appears. Follow the rest of the steps in the section
Activating the App.

The new user can also get the Activation code by calling the My Aged Care service provider
and assessor helpline (1800 836 799).

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

®
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4. Launching and closing the App

4.1 Login to the App
To launch the App after the first-time activation process you should:

1. Open the App from your device. The password page will display, and you will be prompted to
enter your password and then select Login.

Aged Care Assessor Application
myAgedCare

Login

Username

cleo.compton@testuat.au
Password

Enter your password
Forgot your password? Login ‘

2. The Dashboard displays, and you can view the list of outlets or facilities that you have been
assigned to assess. If you have any assessments assigned to you then you will also see
these under the related outlet or facility.

© o = | @ romere

Welcome Prospect Free

Referrals last synced 10:40 today

~l
Assessment Outlets <
Sync Referrals
SRAZER
AGED CARE -
No uploads
Triage Not Started 0 pending
Urgent Services Pending Triage 0 Q
Triage In Progress 1 Find A Client
Assessment Not Started 11
Assessment In Progress 86
No backups
=ndir
SPR In Progress 1 pencing
SPR Not Started 0

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4.2 Inactivity time-out

The App will timeout if there is no activity for 5 minutes and you will be required to login to the
app again. Provided you have been working in an online mode, all data you have been working
on will be auto-saved every 15 minutes. If you are working in offline mode and are logged out of
the app due to inactivity, data you have entered will not be backed up to My Aged Care but will be
available on the device still.

4.3 Generating an Unlock Code

You will be locked out of the App if you forget your password, enter your password incorrectly five
times, or do not use the App for 14 days.

You can regain access in the App section of the assessor portal. To do so, select Generate an
Unlock Code. Enter this code into your device and you will then be able to reset your password
and log in.

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

=  Assessor Portal Logout

# Home | Aged Care Assessor App

Aged Care Assessor App

@ Aged Care Assessor is activated
o

Locked Device

If your app has been locked due to 14 days inactivity or too many password attempts, you can generate an unlock code below.

GENERATE AN UNLOCK CODE

If the portal is unavailable, you can also call the My Aged Care service provider and assessor
helpline on 1800 836 799 to generate an unlock code.

4.4 Closing the App

To close the App, you can either navigate to the top right of the screen and close the App window
(Windows), or swipe up from the bottom of your screen (most iOS and Android versions).

4.5 Logging out of the App
This will remove your current activation and will require a new code to be entered.

1. Select your profile button from the dashboard menu screen.

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

Referrals last synced 13:15 today

Assessment Outlets )

AT SAS ACAT

ads

Triage Not Started 1 pending
Urgent Services Pending Triage 0 Q
Triage In Progress 1 Find A Client
Assessment Not Started 0 —
Assessment In Progress 1
Backup 4

Assessments

SPR In Progress 0

SPR Not Started 0

2. Select the Logout button.

< Dashboard (2]

Profile and settings

Assessor profile Settings
se biometric login
Name Sammy Stark & EHIC9Y
ID BL_SS737371 Use advanced logging
Discipline Not set
Check connectivity
Email sam.stark@uat.com

ACG AO Comprehensive Assessor - Outlets
ACG AO Delegate Support - Outlets .
Submit feedback Feedback

ACG AO Home Support Assessor - Outlets

Roles

ACG AO Team Lead - Outlets Test helper enabled

ACG AO Triage Delegate - Outlets

Device information

App version 31.0.0(12)

Operating System (0S) i0S-17.5 (i0S - 17.5)

3. Confirm that you wish to logout.

Logout

If you logout, the general and tool specific notes (if any) that you have recorded will be lost and unable to be recovered.

=y

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



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

®

5. App symbols

Symbol Definition

~ Sync - Starts a sync to gather user profile data and assigned
~ referrals. Use this if after a few minutes on first log in you still do not
see any referrals.
No uploads pending i means that there are no assessments that are
v pending to be uploaded via the internet.
Click this to upload referrals when they are in Completed status.
Q Find a Client i Opens the Find a Client page to start a search.
o Backup Assessment i click this button to backup all assessments.
. Quick Notes i Opens the Quick Notes page to quickly access a free
4 text field for general purpose comments. This is a feature which
allows notes to be recorded on the App.
o Help and Support - Shows links to Aged Care Assessor App User
Guide, My Aged Care Assessment Manual, AT User Guide,

Terms of Use and Privacy.

® Tisha Gauthier Profile and settings i view your profile, settings and connectivity.

Connected i means you have connectivity to the internet. You are in

i @ ConnectedJ .
L an online state.

Not connected - means you do not have connectivity to the internet.
You are in an offline state. App is limited to offline functions.

Not started i indicates the assessment has not commenced.
Triage not started T indicates triage has not commenced.

Triage in progress Triage in progress i indicates the assessment referral has entered

the stage of triage.

Reassessment i indicates the assessment referral is a

reassessment.

In progress or Assessment in progress - indicates the assessment

has been started and not completed.

[ @ Not connected J

(Assessment in progress)

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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T SPRin progress i indicates the Support Plan Review has been
started.

Self-referral i indicates the assessment referral is a self-referral that
Self-referral
you have referred to yourself.
Client matched i indicates you have matched an offline client to an
existing client once you have regained internet connection.

Client matched

Reassigned i indicates the assessment referral has been reassigned

Reassigned )
in the Assessor portal to another user.

Urgent Priority i depending on the client care needs, a priority for
assessment is set.

High priority

Medium priority

Low priority

End of Life End-Of-Life i flags any IAT assessment or Support Plan Reviews that
are on the End-of-life pathway.

Aboriginal and Torres Islander Assessment Organisation i flags any
c | i dAT#=assessment or Support Plan Review that has a
preference to be assessed or reviewed by such an Assessment
Organisation.

Hospital assessment - flags any IAT assessment of Support Plan

Hospital : . . .

osprta Reviews that are assessed or reviewed in a hospital.

Q Clear answers or page information i selecting Clear page
information will clear any information entered on the current page of
the assessment that the assessor is working on.

p] Help - displays more detailed information about that page or tool.
i o More information i in certain areas within the app, these icons will
ar appear to provide further information on particular questions.
9 " Assessor comments or Quick notes is a feature, which allows notes to
or w7 be recorded on the App.
These notes could be sensitive in nature or may be notes that are for
later reference during the assessment process.
<< Double Chevrons i these will allow you to open the side panel.
_) Requires action i indicates the section of the assessment is

incomplete.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Complete i indicates the section of the assessment is completed.

4' Download assessment i indicates the assessment had not been
ad downloaded to the device yet. When downloaded, this icon will
disappear.
1~ Upload assessment i this will upload the assessment to the My Aged
Ty Care Assessor Portal.
@) Online Client - when an assessment has been matched online.
& Offline Client T when an assessment is created offline and is not
matched.

Error uploading i there has been an error during the uploading of the

Error uploading ®
assessment referral.

Part B 0IAT Assessments

| @&s s e s s mePartBérefersiio aged care needs assessments completed by aged care
needs assessors who complete assessments using the Integrated Assessment Tool (IAT).

6. Registering a client, self-referring for assessment, starting triage
and starting a review
Needs assessors can register a new client within the App.
You must be connected to the internet to view and perform any of the functions referenced below.

If you are not connected to the internet, follow the steps to Create an offline client.

Following online client registration:

T Needs assessors can self-refer clients for assessment if the reason for assessment is In-
hospital, remote assessment, First Nations, Homeless or at risk of, or the client is considered
vulnerable.

1 Referrals for reason outside of those listed above must be facilitated prior to linking to the
registered client (refer to Linking offline clients and assessments).

| The following functionalities cannot be completed offline:

1 registering clients (online)

91 self-referring for assessment

T downloading a clientbés referral for as
9 uploading assessment information to the My Aged Care assessor portal

1

sharing device log data to the department.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Once the needs assessor has internet connectivity, client assessment and support plan
information can be uploaded to the assessor portal.

The needs assessor can then submit to the delegate for approval (where necessary) or continue
to match and refer, sending any necessary referral
obtained prior to any referrals being sent.

The App also enables needs assessors to register a person who may not have previously
registered with My Aged Care and conduct an assessment.
|  These functions are available in the assessor portal, please refer to:

My Aged Care i Assessor Portal User Guide 1 i Registering and referring clients.

6.1 Finding a client
Before you register a person, you need to confirm that they do not already have a client record.
| If you are not connected to the internet, the Find a client function will not be available,

and you can follow the steps in the Creating an offline client section to create a client via
the Create Offline Client functionality.

You will then need register the client or link to an existing client when connected back to
the internet.

1. Select Find a client from the dashboard of the App.

Assessment Dashboard o ;P ? | @ Connected | | (@) Sheldon Cooper

Welcome Sheldon

Referrals last synced 8:23am 11/12/24

Assessment Outlets a
Backup (4)
Big Bang Aged Care [12 s ervarein assesements

Urgent Services 1
Triage 2 Q

In-progress 3 Find a client

Review 12

2. Enter the client's first name, last name and/or Aged Care User ID and select Search.

€ Dashboard & [ ] ? @ Connected | ‘ @ sheldon Cooper

Find a client

o Before registering a new client, check the client exists

Client search
First name Last name Aged Care ID

Leonard Hoff Example AC12345678

> Advanced search

Results 2 results found - search again, select an existing client or register a new client Register a new client

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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You can select Advanced search to conduct a custom or refined search.

Find a client

“ Before registering a new client, check the client exists

Client search
First name Last name Aged Care ID

Leonard Hoff Example AC12345678

A Advanced search

Preferred name Date of birth Status
dd/mm/yyyy & Select a status v
Suburb State
Select a state v
Medicare card number Department of Veterans Affairs (DVA) number Centrelink Customer Reference number (CRN)
Aged Care Management Payment System (ACMPS) number System for the Payment of Aged Residential Care (SPARC) number

Search

3. Any matching search results will display.

Results 2 results found - search again, select an existing client or register a new client. Register a new client

Leonard Hofstadter  Active Leonard Hofstadter A In-active
Pasadena, NSW, 2157 Pasadena, NSW, 2157

Aged Care ID AC12345678 Aged Care ID AC12345672

Phone 02 5837 2812 Phone 04 1747 1839

Clinical intervention due 18/9/2023 (14 days) Clinical intervention due

4. |If there is already an existing client record, select the appropriate record and continue from
Self-referring for assessment to create a referral.

If there are No records found or the client record searched for is not returned in the search
results, you can select Register a new client.

4 (2] [ ] | ® Africa Green

Find a client

o Before registering a new client, check the client exists

First name Last name Aged Care ID

Cynthia Banks AC- eg. 12345678

7 of 50 50f 50
» Advanced search

Search

of 8
No records returned Register a new client

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

Follow the steps below to register a new client in the App. You must be connected to the internet.

1. Onthe Personal detailspage, enter t

information is required.

he cl| i ehRitobtall maedateyonal i nf
fields. These are shown by red asterisk next to the field. Red boxes provide advice on what

< (2] L

Register a client

@ Connected | ® Prospect Free

* Last name

Banks

* Gender

Does the client identify as an Aboriginal or Torres Strait Islander?

[Date of birth / estimated age * |
Please enter the date of birth. If not known, enter the client's estimated age.

DEICKIR: UM Estimated Age

* Date of birth

- Date of Birth age must be between 1 and 129 years old

@ The following fields are mandatory or invalid:

- First Name
- Date of Birth age must be between 1 and 129 years old
- Gender

2. Onthe Address detailspage, you <can

sear ch

for

t he

is not available from the drop-down list, you can select to enter the address manually.

Address

* Does the client have a home address?

ves “

* Address lookup
Q, Search for and select the address

Can't find the address? Enter it manually...

Building name

Example, 8 Furzer Strest

Unit type Unit number
Select a type ~

Floor type Floor number
Select a type ~

* Street number type * Street number
Select a type ~

* Street typa Street type suffix
Select a type ~

* Street name

* Suburb or City

* State or Territory * Postcode * Country

Salect a region i Select a region

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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| While you are entering client information in the Personal details, Address details and

Identity Match/Consent sections, the App will check in real time for potential duplicate
records.

Refer to Potential Duplicates for more details.

3. On the Identity Match page, enter in any Government ID information that the client has
provided. Once all mandatory client information has been entered, select Continue.

3:01PM Tue 17 Sep T@77% =)
< e @ | @ sommy stark
Register a client

Identity Match
To verify this person's identity with the Medicare System, please provide their Medicare Number. This
will enable Identity Match to occur.
Does this person have a Medicare Card Number? *

B -

Medicare card number Individual reference number
* Please enter a valid Medicare number

Government IDs
These government IDs will assist us with retrieving existing care approvals from DHS (if there are any).
Does this person have government IDs? *
Aged Care Management Payment System (ACMPS) number

4. You wi || be required to confirm the clientds <c

Consent

Has the client consented to register?

No
[ oo ]

er information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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| The Register button will not be enabled until all mandatory client information has been
entered on the Personal details, Address details and Identity Match pages.

If registration is successful, you will be taken to the Client details page.

< ° ¢ [ @ rrere

Tyra Banks's Details

About .
Personal Information

Born 1st January 1940

Event Summary and Approvals

Preference for First Nations Assessment Organisation to

Not ified
Refer for Assessment do their assessment: ot specifie

Communication requirements

No communication requirements provided

Identity documents (ID)

Medicare Card Number:

Department of Veterans' Affairs (DVA) Card Number:

Centrelink Customer Reference Number (CRN):

Aged Care Management Payment System (ACMPS) Number:
System for the Payment of Aged Residential Care (SPARC) Number:

Aged Care ID: AC14254684
Identity status
Not Attempted

Health Insurance

No health insurance provided

6.3 Potential Duplicates

While you are entering client information prior to registration, the App will check for any potential
duplicates.

Select Review duplicate clients to view the possible matching client records.

| Ifthere are any potential duplicate matches found, you will be required to view these records
prior to registering the new client to avoid creating a duplicate client record in My Aged Care.

€ Find a client s N ? & Connected | | () Sheldon Cooper

Register a client

A Potential duplicate clients have been identified. Review duplicate clients

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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The list of potential duplicate matches will be displayed on the left side of the screen in list view.
Select each record to see a visual comparison of client details against the client record being
registered.

€ Leonard Hofsteader = [ ] ? [@ Connected | @ sheldon Caoper
Review potential duplicate client
Client details New client Existing client
- Leonard Hoffsteader
Title Title Mr
Leo Hoffstead
First name Lecnard First name Leanard
Last name Hoffsteader Last name Hoffsteader
Date of birth 16 October 1962 Date of birth 16 October 1962
Home phone Home phone
Mobile 0418 821 812 Mobile 0418 821812
Emaill leonard.hoffsteader Email leonard. hoffsteader
@bigbang.com @hbigbang.com
Address 8 Furzer St, Woden Address 8 Furzer St, Woden
Town Centre ACT Town Centre ACT
2606 2606
Medicare Medicare
DVA number DVA number
CRN CRN
ACMPS ACMPS
l Yse new record
Cancel

If you choose to Use new record, continue to Self-referring for assessment or facilitate a referral
for assessment.

If none of the potential duplicate matches are the client you are registering, select Use new
record to complete the registration process.

| Itis important to view any potential duplicate records prior to registering a new client to
prevent the creation of duplicate client records in My Aged Care.

6.4 Self-referring for assessment

Whenyouself-r ef er a client for assessment in the
you. You must be connected to the internet.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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| Needs assessors can only self-refer clients if they are:

in hospital

conducting a remote assessment
first Nations; or

homeless or at risk of

vulnerable groups.

E R E E R

If the client is not being self-referred for one of these reasons, the needs assessor must
facilitate a referral by contacting the My Aged Care service provider and assessor helpline on
1800 836 799.

1. When you have found or registered the client you wish to self-refer for an assessment, select

Refer for assessmentf r om t he c¢clientés record in the App.
< e P | @ sommy stark

Abe Smith's Details

About

Event Summary and Approvals Refer Abe Smith for Assessment
> Refer for Assessment Select an outlet for referral
UAT SAS Outlet o

* Select an assessment type:

2. Select the outlet that the assessment will be associated to (if you are assigned to multiple
outlets), and the assessment type. Depending on the assessment type selected additional
information may be required such as the assessment setting, priority, assessment date and
reason for self-referral. Once all information has been entered select Create referral.

< Q [ ] & Connected | ® Sammy Stark

Abe Smith's Details

About

Event Summary and Approvals Refer Abe Smith for Assessment

A Comprehensive Assessment referral will be created for the client.
—» Refer for Assessment

Select an outlet for referral
UAT SAS Outlet o

* Select an assessment type:

Comprehensive Assessment &
* Assessment Setting: )
* Priority: o

* Reason for self referring:

® For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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| If the client is undergoing an assessment, an error message will display, and you will be
unable to refer the client for the assessment.

3. Ifthe referral is created successfully, you can select Go Back to go to the Dashboard to
downl oad the .clientédés record

< Dashboard o ' ’ ®CompAssessor

Barry Jones's Details

About

Event Summary and Approvals Refer Barry Jones for Assessment

A Comprehensive Assessment referral will be created for the client.
-» Refer for Assessment

© Referral created successfully
Go back to home screen to download client

6.5 Starting Pre-Triage questions with consent for a client using the IAT (Self-Referral)

1. Before commencing an assessment, you will be required to gain consent to complete the
Triage questions with the client.

2. Self-Referrals will require the Triage questions to be completed by a Triage Delegate. If you
are not a Triage Delegate, you will be required to have triage supervised by a Triage
Delegate.

I Assessment Organisation Triage Delegates will need to be assigned to the Triage Delegate
role in the assessor portal and hold certain qualifications and certifications. For more
information regarding assigning a Triage Delegate role please refer to My Aged Care
Assessor Portal User Guide 12 i Managing Delegate Roles.

3. Ifthere appears to be a record of the client completing the triage or screening questions
previously,y ou can use ptul eat & gerthé basistoithe &iage.

< Abe Srmith = [ ] 7 & Lt BN Shaddon Cooper

You are about 10 start a Triage for Abe Smith, AC94564648,
baen 18 Novembaer 1951, 72 Years. If the person's datalls are —1
INCOMect, & privacy Breach may occue, s/ -

Please be advised that without capturing the consent, you

cannot proceed any further with the assessment Start triage Baler u-':ﬂ'l ﬁﬂm:uﬂ*

Assessment consent

sl mmasionst wiih s © ans mandasary O About eongent »

* Gl obbained from
0 Capacity to give consent >
i The Cleen Tiroee clltril e SO e Sdon

0 Consent script >

The sarhorised repressntaties Conpent was not given

© Woukd you M 1o P pognkate the Trisgt questions tnam previously Coleoted Ivformation”
“ ek riage

* Salect & record

Screereng (Completed 12 APR 2023

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



http://www.myagedcare.gov.au/
file:///C:/Users/GRILIS/Downloads/health.gov.au/resources/publications/my-aged-care-assessor-portal-user-guide-12-managing-delegate-roles
file:///C:/Users/GRILIS/Downloads/health.gov.au/resources/publications/my-aged-care-assessor-portal-user-guide-12-managing-delegate-roles

4. If during the triage process, the client does not provide consent to proceed, you should
record this in the Why was consent not provided? section.

You are about to start a Triage for Jon Leibovitz, AC36643385,

e
born 28 November 1962, 62 Years. If the person’s details are lﬂ' A = =
incorrect, a privacy breach may occur. Refer urgent Flag End-of-

services Remoselipmicevics Life Pathway

Start Triage

Please be advised that without capturing the consent, you
cannot proceed any further with the assessment.

Assessment Consent

All fields marked with an asterisk ( * ) are required

Consent obtained from?
o About consent »
O The client O The client with support person
o Capacity to give consent »
@ Consent was not given O The supporter guardian
©® consentscript »

Why was consent not provided?

(O Support person not available

(O Client unable to consent

(O Other, please specify

O Assessment no longer required

O Revoked by supporter

5.  You will also need to confirm that you have confirmed with the client that if consent is not
provided, that the assessment will not be continued and that the assessment referral will be

rejected.
Assessment Consent
X i Al fields marked with an asterisk ( L ) are required
|~ e Confirmation
If the client does not consent then this
will result in the referral being rejected.
O Supporter not available Ensure the correct \{a\qe is chosen
befare continuing.
Back Continue
* Comments
Comments here
13 of 255

® For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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6.6 Refer urgent services before completing Triage

Before commencing the Triage questions, you will have the option to refer the client for urgent
services before you can recommend for Support at Home and other services if required.

1. Before starting a triage, select the Refer Urgent Services button.

< Mary Contrary e r | @ aficaGreen
Mary Contrary, AC97196844, born 1 July 1949, 75 Years. g Y
Select an option to see more information lﬂl =
P ’ Start Triage Refegurgent Remove from device Flag End:of:

services Life Pathway

Alternatively, once the triage has started, in the Triage page, Select Yes to Does the client
require urgent service provision (direct to service)?

- Triage Triage

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

* Does the client require urgent service provision (direct to service)?

Yes No

* Priority of assessment

‘ High Medium Low

Outcome/advice for assessment notes

Outcome/advice for assessment notes

2. Once you have selected the button, you will be asked to Confirm that you are wanting to
proceed to refer the client for urgent services without progressing an assessment. Please
note that you can start and complete the triage questions later.

¢ Mary Contrary (] P [ & comam () Atncaceoen
You are about to refer Urgent Sendces for Mary Confrary, +*
ACHT196844, born 1 July 1949, 75 Years, If the person’s details lﬂl e
are incodrect, a privacy breach may ocour. o Flag Endhcé
Life Pathrmay
Assessment Consent
AN Feelaly Maried mith an asoenish | = | are el

@ You may refer the Client for Ungent Services fo recommend services fo a Client without progressing an Assessment. You can start a
Triage later,

[-]

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. Once you have selected Confirm, t h e s u pReocommenpdtians festion will appear
where you can select + Add a recommendation.

< Mary Contrary e o v | @ aticasren
.0 N
a a -;- ;r. .’, e
Client Assessment Support Plan Upload Quick notes More options
Assessment Summary Recommendations
|AT Outcome and Classifications All fields marked with an asterisk ( * ) are required

Identified Needs + Add a recommendation

Client concerns and goals

-» Recommendations

Associated People

Review

4. Select the hyperlink Recommend next to Service Recommendation.

< o ' _‘7 Connected | (;) Comp Assessor

Recommendation

Select a recommendation type

Service Recommendation Recommend -

5. Select Service type to display a drop down menu, then from the list displayed, select the
service type required for urgent services.

Once a service type is selected, the services related to that service type is displayed. For
example, Nursing Care contains three services: Registered nurse clinical care, Enrolled nurse
clinical care, and Nursing assistant clinical care. Select one or more services required.

|  For more information on the services available in the Aged Care Act (2024) refer to New
Aged Care Act resources for aged care assessors | Australian Government Department of
Health, Disability and Ageing .

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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< o ' ‘ ® Africa Green

Adding a Service Recommendation

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

* Service type

Nursing care

Services

[C) Registered nurse clinical care [OJ Enrolled nurse clinical care

[T] Nursing assistant clinical care

Done

Home or community general respite
Meals
Nursing care

Personal care

Social support and community engagement

6. Complete all mandatory fields for the service recommendation, including: Service type,
Priority, Recommended start date, Recommended review date, and Recommended end

date.

7. Fields marked with a red asterisk are mandatory. After completing all relevant fields, select
Save.

< e ' | ® Comp Assessor

Adding a Service Recommendation

Fields marked with an * are mandatory

* Service type

Nursing
* Priority
Recommended service intensity ()
Recommended service frequency (]

* Recommend a start date

B Save Cancel

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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6.7 Starting Triage questions with client (Self-Referral)
To complete the Triage stage, select Assessment. Complete the triage questions based on

B | @ areacren

1.
the information provided to you by the client.

< Lam Mary o (]
- 22 ot (B Y
Client A nent Support Plan Upload Quick notes Clear page information More options
You are conducting a Self Referral Assessment

= Triage Triage
All fields marked with an asterisk ( * ) are required.
Date of Triage @
19 May 2025
* Registration screen information collected from
0 Client's carer, family member and/
or other

(] Client
[C] Client's General Practitioner

(] Client's representative/supporter
[7] Health professional

(7] Representative of service provider
Aged care connector and

Aboriginal Liaison Officer
O 9 O co-ordinator

(7] viainterpreter

(7] carefinder

[J Agent [ Other
If you do not hold a Triage Delegate role, enter the details of the Triage Delegate who

2.
supervised you to complete triage.
Then select Complete Triage.
£ AnaSmith F+Y (2] [ ] | (@) sisha Burns
2 2ot 2 B a -
Client Assessment Support Plan Upload | Quick notes Clear page information | More options
You are conducting a Self Referral Assessment
© Triage Triage
Al fields marked with an asterisk ( * ) are required.

* Priority of assessment

Medium Low

Outcome/advice for assessment notes
0 of 500

Outcome/advice for assessment notes

Details of the supervised Triage

* Triage supervised by

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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6.8 Converting assessments after completing Triage

After triage has been completed, needs assessors will have the ability to convert a home support
assessment recommendation to a comprehensive assessment if it is in their expert opinion that
the client requires it based on the information provided during triage.

1. After completing triage select Convert to Comprehensive.

< Thomas Tank e r | @ amcacreen
Thomas Tank, AC04051199, born 2
February 1945, 80 Years. v A t ’ L

Refer urgent Convert to Remove from device Flag End-of-

Start Assessment sefvices Comprehensive Life Pathway

Select an option to see more information.

2. The reason for change will be defaulted to High level care needs. Enter additional
information regarding the reason in the Reason or comments field and then select
Confirm.

< e =» | @ nearen

Convert to Comprehensive Assessment

© You are about to convert the assessment type from Home Support to Comprehensive for Thomas Tank

Assessments should only be converted if the client needs exceed the level of care than can be provided through Home
Support Assessments (e.g. Home support service). Once the assessment has been converted to comprehensive
assessment, you can recommend all aged care services. Please note it will not be possible to revert it back to a Home
Support assessment.

Are you sure you would like to proceed?

* Reason for change

High level care needs e 4

*Reason or comments

Cancel

3. The assessment will then be converted to a comprehensive assessment. To confirm, go back
to the dashboard and refresh the client card.

Thomas Tank

St

BASSENDEAN, WA, 6054

Aged Care ID AC04051199
Assessment type Comprehensive Assessment
Assessment status Assessment not started

No current milestone

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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7 Referrals, reviews and creating an offline client for assessment

Client referrals can be downloaded for all referrals that have been assigned to you in the
assessor portal. When downloaded to your device, the assessment, client profile, notes tab and
attachments tab will pre-populate with information collected during screening and previous
assessments (if applicable).

Similarly, client reviews can be downloaded for all reviews that have been assigned to you.

An internet connection is needed to download client referrals and reviews to a compatible device.
The App can store up to 50 clients at any one time.

You can also create and save an offline client to your device whilst offline and conduct an
assessment and commence a support plan. However, you will require an internet connection to
conduct a review.

Once re-connected to the internet, the offline client can be registered or linked to an existing
client, prior to uploading the assessment and support plan information to the assessor portal.

| When you download a clientés referral or r
assessment will be locked in the assessor portal and remain locked until you Upload the
assessment or review, or if you remove the referral/review from your device.

Referrals and reviews can be removed via the App or the assessor portal.

Any client referrals and reviews that are downloaded to your device will appear in the App section
of the assessor portal, under Downloaded Referrals.

=  Assessor Portal Logo:

# Home | Aged Care Assessment App

Aged Care Assessor App

Aged Care Assessor is activated

[©

Locked Device

If your app has been locked due to 14 days inactivity or too many password attempts, you can generate an unlock code below.

GENERATE AN UNLOCK CODE

Assessments Reviews

Downloaded Referrals
Below are all the referrals currently downloaded to your device. You can directly remove them from your device here but this will delete all data that was captured on the app
since it was last uploaded.

VWe recommend removing them only when

« The device is lost or cannot be accessed
s The Aged Care Assessor app was uninstalled
= Your are unable io uplead the assessment

1 1o 5 out of 5 malching resuliz

Client Remove from Device?

.\
.r'

Jonas Abdullah

—
) (=)
L/ \_J

~

Jonas Abrego

P

) @

\
A

Harry Cleora (Jaquelin

/_
@

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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| A person with the Team Leader role in the assessor portal can reassign client referrals that
have been downloaded.

If a downloaded referral is reassigned to another assessor, any data entered on the device
whilst offline will not be able to be uploaded and will be discarded by the App. To retain data
entered offline, upload the assessment to the assessor portal prior to re-assigning the
referral.

Needs assessors will also receive a notification in the assessor portal informing them when a
downloaded referral has been re-assigned to another assessor.

7.1 Navigating between referrals and reviews

The App6s dashboar d wsséssmert ouesl redeyralsyamnd their statuses:
Triage

Urgent Services

Not started

In progress

= =4 -4 -4 -

Review.

To navigate between each view, use the side menu.

1. After logging in to the app, the Dashboard page displays. Select the outlet to open and view
your referrals.

@]
®

= | @ o s

Welcome Sammy Stark

Referrals last synced 19:09 yesterday

( ~
Assessment Outlets ~
Sync Referrals
UAT SAS Qutlet - ~
\_Due mzaavﬁ_, Q
No uploads
Triage Not Started 2 pending
Urgent Services Pending Triage 1 Q
Triage In Progress 2 Find A Client
Assessment Not Started 0
Assessment In Progress 1
Backup 3
SPR ‘n Progress O Assessments
SPR Not Started 0

® For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Once selected, the view will display all referrals for that outlet.

< Dashboard

> Filters

Test Client

Aged Care ID
Assessment type
Assessment status

No current milestone

Ace Sharp

Aged Care ID
Assessment type

Assessment status

Completed Support Plan

7 assessments, sorted by Client Last Name

el

Self referral Medium pmoriw)

Home Support Assessment

Triage not started

T,
Self referral ) [ Medium priority

KURRI KURRI, NSW, 2327

AC48348551
Comprehensive Assessment
In progress

20/09/2024 (5 days overdue)

Aaron Jones

CRONULLA, NSW, 2230
Aged Care ID
Assessment type
Assessment status

Completed Triage due by

Aadi Smith

GLEN INNES, NSW, 2370
Aged Care ID
Assessment type
Assessment status

Completed Triage due by

o » | @ somy st
~
=)

; - e R
;/Medlumnrlww ' Sync Referrals
AC19537430 New
Assessment
Home Support Assessment S
Triage in progress
Backup
Assessments

21/09/2024 (4 days overdue)

Self referral ) ( Medium priosity )

AC92092113
Home Support Assessment
Triage not started

21/09/2024 (4 days overdue)

3. To filter referrals, select the Filter drop-down. You can filter referrals by:

1

= =4 4 =4

Keyword
Order
Status
Priority

Assessment type.

. [
€ Dashboard Big Bang Aged Care (9 IAT Assessments) o [ ] ? (v connected | | ) Sheldon Cooper
~ Filter
Keyword
Q, Nameor ID
Order Status Priority Assessment type
Lastname Ato Z w Select a status w Select priofity w Select a type w
X Clear filters
Penny Teller Leonard Hofstadter & Howard Wolowitz [}
((High priciny ) ( Seft-retenal ) [(n progress ([ High priority | High priarity | [ in progress | [ Setfreferral
Bonner, ACT, 2014 Pasadena, NSW, 2157 Maryborough, QLD, 4567
Aged Care ID AC12345678 Aged Care ID AC12345678 Aged Care 1D AC12345678
Assessment type Residential respite Assessment type Home support Assessment type Comprehensive Q

Clinical intervention due

18/9/2023 (14 days) Clinical intervention due

18/9/2023 (14 days)

Clinical intervention due  18/9/2023 (14 days) Find a client

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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72Downl oading a clientds referral or review

Follow the below steps to download a
must be connected to the internet.

c |l i e n tfdrassassménear supgport plan review. You

1. Open and log in to the app with your password.

2. The Dashboard page displays. Select your outlet. In your outlet, client referrals and review
cards will appear together in alphabetical order (by last name). Referrals for Comprehensive,
Home Support, Residential Respite assessments and Support Plan Reviews can be identified
by the referral Assessment type field.

< Dashboard [~ [ ] | (®) sammy stark

> Filters 7 assessments, sorted by Client Last Name

Test Client =

Aaron Jones ~

L=
! = (Wedium pricrity)
(e o)

Sync Referrals

CRONULLA, NSW, 2230 a

Aged Care ID
Assessment type
Assessment status

No current milestone

Ace Sharp

KURRI KURRI, NSW, 2327
Aged Care ID
Assessment type
Assessment status

Completed Support Plan

Home Support Assessment

Triage not started

PGSRV
)

AC48348551

IComprehensnve Assessment I

In progress

20/09/2024 (5 days overdue)

Aged Care ID
Assessment type
Assessment status

Completed Triage due by

Aadi Smith

GLEN INNES, NSW, 2370
Aged Care ID
Assessment type
Assessment status

Completed Triage due by

AC19537430
Home Support Assessment
Triage in progress

21/09/2024 (4 days overdue)

AC92092113

I Home Support Assessment I

Triage not started

21/09/2024 (4 days overdue)

New
Assessment

3. To ensure that you are viewing the most up to date list of referrals/reviews assigned to you,
select Sync Referrals on the righthand side of the page when you are connected to the
internet. If you cannotviewt he c¢l i ent 6s referr al / ragkydureTegamc ar d
Leader to ensure it has been assigned to you, or refer to the Troubleshooting and diagnostics

section.
< Dashboard e [ I (©) comp Assessor
> Filters 16 assessments, sorted by Client Last Name
i 5 I ichol L o

(sm :e«e»vm) (Y’nar)ml‘pmgr:ss) (Low pl:r)my) (S#\lre(r—rml) (Tr:ege not m»wn) (Low pnoﬂ(y)

erral (Uvqsm services pending vnage) (‘Medium pﬂomy:\ Sync Referrals

N

Aged Care ID AC36272003 Aged Care ID Aged Care ID Asseserant

Assessment type Comprehensive Assessment type Comprehensive Assessment type Comprehensive 2 n

No current milestone Completed Due in 5 days First Clinical Due in 14 days Backup
Assessments

Brook Resp & Club RespY & UATFred RTAGT... &

(Rssessmentnot staried)  (Wighpdoiny)

Aged Care ID Aged Care ID Aged Care ID

Assessment type Support Assessment type Support Assessment type Home Support

Review Type Ad-hoc Review Type Ad-hoc Completed 15 days overdue

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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| The visual indicator on the referral card identifies how a referral is tracking against the next
relevant Key Performance Indicator (KPI) milestone (for example - completed support plan or
finalised support plan).

4. Locate the client referral/review card you want to download, then select the Download icon.

Eyad Christian
| Hospital ‘ | Self referral | | Low priority ‘
Aged Care ID AC77228807
Assessment type Comprehensive
Assessment status In progress
06/02/2025
Completed Support Plan due by (244 days overdue)

5. Once selected, the downloaded assessment will show the progress of downloading this to the
device. When all are downloaded, select + Open assessment.

Download assessment for Aadi Smith

Step Progression
© Download Client Details Downloaded
© Download Client Notes Downloaded
© Download First Intervention Downloaded
© Download Client Approvals Downloaded
© Download Assessment Downloaded
© Download Support Plan Downloaded

+ Open assessment Close

If the download fails, it will show a status of Failed. It will give you the option to either try
again or download it later.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Download assessment for Aaron Jones
Step Progression
© Download Client Details
Download Client Notes Ready for download
Download First Intervention Ready for download
Download Client Approvals Ready for download
Download Assessment Ready for download
Download Support Plan Ready for download
i do taer

6. When downloading referral cards, you will be asked if you want to pre-populate the
assessment with the latest assessment or screening information.

On the next screen you will be asked if you would like to pre-populate the IAT questions from
previously collected information.

* Would you like to pre-populate the IAT questions from previously collected information?

Yes Blank assessment

Select Yes or Blank Assessment. If you select Yes, the assessment form will be populated
with the information contained in either the latest assessment or the screening if an
assessment has not been captured. You will be able to select which assessment information
to use. Once selected, click Confirm.

* Would you like to pre-populate the IAT questions from previously collected information?

Yes Blank assessment

* Select a record

Comprehensive (Completed 06
June 2024)

® For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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| A needs assessor only can select whether they would like to start the assessment pre-
populated or as a blank assessment once.

A needs assessor will still have the ability to clear page information from within the
assessment.
7. Once you have selected the client referral card a download window will appear. You can
view the progress of the download.

When the clientés referral/ r theedovenlvadlicenwils uccessf ul
disappear, and when you select the client card you will have the option to Start triage, Refer

urgent services to commence their assessment or review. You will also be able to Remove

from device, or Flag End-Of-Life Pathway.

You will now be able to:

view client information (Viewing and adding client information)

set up support relationships (Reqistering a support person)

complete identity verification (Completing identity verification); and either

conduct triage (Completing Triage questions); and

conduct the assessment (Undertaking assessments), or

1
1
1
1
1
1

conduct a review (Conducting support plan reviews).

7.3 Creating an offline client

You can complete an offline assessment for a client who is not assigned to you in the assessor
portal by creating and saving a client record locally to your device.

This could occur in a variety of circumstances; for instance,y ou ar e i n a clientoés hc
undertaking an assessment offline and you determine that their partner or someone else living at
the same address, who may not be registered with My Aged Care, also requires an assessment.

This function is not available with support plan reviews.

To create an offline client on the App whilst offline, follow the steps below.

| Where possible, you should always attempt to confirm whether a person is registered with

" My Aged Care prior to creating an offline client in the App. If a client already has an
assessment in progress, you will not be able to refer this client to your outlet and
consequently be unable to upload and complete the assessment.

If the client has not been referred to you and does not have an in-progress assessment, and
you can:

1 Refer this client to yourself in the assessor portal if the reason for the assessment is
either In-hospital, remote assessment, First Nations or Homeless or at risk of. This
process is described in the Assessor Portal User Guide 1 1 Reqistering and referring
clients for assessments.

91 Facilitate a referral for the client to your organisation for a reason outside those listed
above by calling the My Aged Care service provider and assessor helpline on 1800 836
799. This must be done before you can upload the assessment to the assessor portal.
You can still undertake the assessment offline if no internet connection is available.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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https://www.health.gov.au/resources/publications/my-aged-care-assessor-portal-user-guide-1-registering-and-referring-clients

1. Open and log in to the App with your password. The Dashboard displays with your outlet and
referrals. Note the Connectivity indicator on the top right of the screen is showing a red No
Internet connection icon with a chain, which means the app is disconnected from the
internet.

Select Find A client on the right hand side of the Dashboard.

< (2] » I[M]I | () sammy stark

Welcome Sammy Stark

Referrals last synced 19:09 yesterday

[ ~
Assessment Outlets (7
Referrals
UAT SAS Qutlet 5
AT SAS Outlet (cmmzan) -
'
No uploads
Triage Not Started 2 pending
Urgent Services Pending Triage 1 Q
Triage In Progress 2 Find A Client
Assessment Not Started o]
Assessment In Progress 1
Backup 3
SPR In Progress 0 fissessments
SPR Not Started 0

2. A message will display notifying you that you are not connected to the internet.

Select Create Offline Client.

©® Youare offline.

If you wish to continue you can create an offline client and commence an : :

= : 5 Create Offline Client
assessment offline. When you are re-connected to the internet you will need to
register or select an existing client and link the offline client to the registered
record.

3. A blank client record will be displayed. Enter all mandatory client details as indicated by a red
asterix on the right. Select Save to save the client locally to your device.

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