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1. Background and overview

1.1 Purpose of the Guide

The My Aged Care Service and Support Portal User Guide - Part 2 (Service and Support Portal
User Guide) outlines how Commonwealth-funded registered providers (providers) use the

My Aged Care Service and Support Portal for their organisation. This portal is previously known
as the My Aged Care Service Provider Portal.

The Service and Support Portal User Guide is split into two parts as follows:

1 Part One provides an overview of the portal and describes the functions that an individual
with the Administrator role in the Service and Support Portal will perform.

9 Part Two (this document) provides an overview of the portal and describes the functions
that an individual with the Team Leader or Staff Member role in the Service and Support
Portal ( 6 y wilipgirform.

This guide does not cover:

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

! This symbol is used to highlight important information.

1.2 Service and Support Portal
The Service and Support Portal is used to:
I Manage information about the services you provide

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

1 Update client records with information about services being delivered
1 Request that an assessor undertakes a Support plan review for a client

1 Report Serious Incident Response Scheme (SIRS) Priority 1 and Priority 2 incidents in
residential, in-home, and Support at Home aged care services.

I Generate reports.

1 Manage residential clients dlassifications, reassessments, reconsiderations, and
palliative care administration.

2. Accessing the Service and Support Portal

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

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

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. Roles in the Service and Support Portal

The person nominated as the My Aged Care Organisation Administrator needs to be the first
person from your organisation to log into the Service and Support Portal. How to nominate your
first Organisation Administrator is detailed in the Logging in to the Aged Care Systems guide.

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

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

The following tables outline the functions for each role within the Service and Support Portal. It
includes both client-focussed and organisation-focussed tasks.

CLIENT FOCUSSED KEY FUNCTIONS OF THE SERVICE AND SUPPORT PORTAL

Organisation Outlet Team Staff
Administrator  Administrator Leader Member

Key Functions

Search for a client record (for referred

clients) v v v
View client records (for referred clients) \% \Y,
View referrals \% \%
Accept, reject, and revoke referrals V

View tasks and notifications V Vv V \%
Manage organ!sat!on preferences for Vv

tasks and notifications

Mangge_ outlet preferences for tasks and Vv Vv

notifications

View My Aged Care interactions \% \ \% \
Add client service information Vv Vv
Transfer clients between services Y

View list of residential care recipients
and their residential funding V \%
classifications

View list of requests for residential

. V Vv
funding assessments and reassessment
Request Residential Funding Vv
Reassessments

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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ORGANISATION FOCUSSED KEY FUNCTIONS OF THE SERVICE AND SUPPORT PORTAL

Organisation Outlet Team Staff

Key Functions Administrator ~ Administrator ~ Leader Member

View Palliative Care recipients \ \%
Upload Palliative Documentation \Y, V

Submit notifications under the
Serious Incident Response Scheme

Request change to contractual
information

Add outlets V

Manage outlets: edit, activate,
deactivate, remove

Manage services: add, edit, activate,
transfer (organisation administrator only) V V
or deactivate

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

Manage staff (outlet level): add, edit,
s Vv \%
deactivate, remove

3.1 Administrator homepage

| Go to Service and support portal user quide i Part 1: Administrator functions for more
information for Administrators.

People assigned an administrator role at an organisation level can view and manage information
for the entire organisation in the portal. People assigned an administrator role for one or more
outlet(s) in the organisation will only be able to view and manage information for the outlet(s) they
have been assigned.

If you log in to the Service and Support Portal as an administrator, Tasks and notifications,

My Aged Care interactions, Reports and documents, Government Provider Management System,
Outlet administration, and Staff administration tiles will appear on your homepage. If you have
been assigned the SIRS role by your Organisation Administrator, a SIRS Notice tile will also
display.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Curtis from Aussie Aged Care

Service and Support Portal Logout

Welcome Curtis

ﬂ My Aged Care interactions

Tasks and notifications Reports and documents

L

Govemment Provider Management System SIRS Nofice

3.2 Team Leader homepage

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

If you log into the Service and Support Portal as a Team Leader, Service referrals, Find a client,

Tasks and notifications, My Aged Care interactions, Reports and documents, Retrieve a referral

code, Residential Care, and Government Provider Management System tiles will appear on your
homepage.

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

For information on how to add the SIRS application for staff members please refer to the following
guide: Service and Support Portal User Guide - Serious Incident Response Scheme (SIRS)
Portal

1800 836 799 Mon-Fri Bam - Bpm Sat 10am - 2pm

Service and Support Portal

Welcome Taliag

m Find a cient

0101_

Service referrals Reftrieve a referral code My Aged Care interactions

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

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

Your organisation may also give you responsibility for submitting notifications under the Serious
Incident Response Scheme (SIRS). As a Staff Member you can also view the clients in your
residential facility, their current and historical classifications in the Residential Care tile.

If you log in to the Service and Support Portal as a Staff Member, Service referrals, Find a client,
Review requests, Tasks and notifications, My Aged Care interactions, Residential Care,
Government Provider Management System and Reports and documents tiles will appear on your
homepage. If you have been assigned the SIRS role by your Organisation Administrator, a SIRS
Notice tile will also display.

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

Service and Support Portal

Welcome Shaun

Find a chent Review requests Tasks and notifications

B |

‘Government Provider Management System Residential care My Aged Care interactions

Reports and documents SIRS Notice

3.4 Homepage for person assigned multiple roles

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

4. Managing Referrals

! Referrals for service mentioned in this chapter are for Support at Home referrals, which
may include multiple service types and services. Providers either receive referrals
el ectronically or via a referral code, dependin
referrals have a priority status (low, medium, high).

For more information about Residential Funding and Residential Respite referrals, refer to
Residential Client Classifications and Reassessments.

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Providers may receive referrals for services via four different pathways:

1 Clients with existing approvals for care types under the Aged Care Act 2024 can approach
service providers directly (these clients must be registered with My Aged Care).

9  Providers can receive electronic referrals for service via the Service and Support Portal.

1 Clients can approach providers directly with a referral code issued by assessors or the My
Aged Care contact centre.

9 Providers can accept electronic referrals for servicet o a p rwaitlist ilaemvaitliss is
available.

Each provider outlet needs at least one person assigned the Team Leader role in the portal. This
person will be responsible for managing referrals for service. Below is an outline of the roles

assigned.
Roles Team Leader Staff Member
View Referral Y Vv
Accept Referral Y X
Accept to Waitlist Y X
Reject Referral \% X
Revoke Referral after Acceptance Y X
Request urgent referral Vv X
Manage referral notifications \% X

4.1 Clients with existing approvals for services under the Aged CareAct 2024
All clients with valid approvals must be registered within the My Aged Care system.

If it is established that the client must be registered and already has an approval, providers

should facilitate a review or reassessment of the

contact centre or via the online web referral form available on the My Aged Care website at
https://www.myagedcare.gov.au/make-a-referral.

4.2 Electronic referrals for service

Providers can receive electronic referrals for service for clients registered with My Aged Care via
the Service and Support Portal.

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

1. Select Service referrals from the homepage.

Welcome Shaun from Holiday UAT Service Provider Ou

1800 836 799 Mon-Fri8am - 8pm Sat 10am - 2pm

Service and Support Portal Logout

Welcome Shaun

: ‘ Find a client Review requests

My Aged Care interactions

Service referrals Government Provider Management System Residential care

Reports and documents SIRS Notice

Alternatively, from any other page in the Service and Support Portal, you can choose the
Service referrals option from the tool bar displayed at the top of the portal.

Welcome Charles from Aged Care Inc- Cutlet 1

Service Refricve a - Reports and Tasks and ed Care Quial
refemals referral code Find a clienl documenis nofificaions NE’II‘;?M‘]OIIS lﬂmtrtul:s Logout

You will need to select the relevant outlet name to ensure that you are looking for referrals in
the correct outlet. This can be done by selecting the outlet name from the top right corner of

the portal, above Logout .

2. The Incoming referrals page will now display a list of incoming referrals (those that have
not been actioned). You can alternate between card and list view by using the toggle at the
top of the page.

Review Service Retreve a a dies
Service and Support Portal requests referrals referral coge "4 @ client

# Home | Service providers

3 Incoming refermals

Waitlist  Accepled services pending  Services in place Referral history

1 1o 2 out of 2 matching resul

Aged care user Referred

) Due date date Recommended start date Priority

(,#) Penguin Pingu AC66384108 2500712017 19/06/2017 Meals: At Home @ Low

Youcanr ef i ne the search results by entering
User ID. Display the filter option by selecting the expanding arrows at the right of the filter
bar.

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

You have report(s) that are ready to be downloaded. To download, go to Reports page.

Incoming referrals Waitlist Accepted services pending Services in place Referral history

Filter by

Last name: First name: Aged Care User ID:

ADVANCED SEARCH CLEAR FILTERS

Select the ADVANCED SEARCH button to set filter options.

Search incoming referrals

Incoming referrals

ADD FILTER SAVE FILTER CLEAR FILTER
Aged Care User ID

Due date

First name

Last name

Locality

Outlet

Postcode

Priority

Recommended start date

Referred date

Service type
State
Suburb

FILTER CANCEL

The following search filters can be chosen from the Optional Filter Field drop down menu
and applied to your search by selecting ADD FILTER.

=

Aged Care User ID
Due date

First name

Last name

Locality

Outlet

Postcode

Priority
Recommended start date
Referred date
Service type

State

Suburb.

= = = = =) =) =) = = =) = =)

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

Incoming referrals

Choose an item B ADD FILTER

301 7 fiters used

Locality Recommended start date

from (- ' i

FILTER CANCEL

You can save any filters that have been applied by selecting SAVE FILTER, so that they
may be quickly used again through the ADVANCED SEARCH option. Alternatively, these
referrals can also be sorted by the following fields, in either ascending/descending or
alphabetically:

I Client Last Name
Client First Name
Aged Care User ID
Suburb

State

Postcode

Locality

Date Referred

Due Date
Recommended Start Date
Priority

Service Type.

Filter by

Last name First name:

= = =) =) = &£ =) = = = =)

ADVANCED SEARCH CLEAR FILTERS

FILTER CLEAR

Sort Referrals by: in order of

Date Referred « Earliest to Latest -

Current sort order is Date Referred

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4.2.2 Accepting or rejecting a referral for service

To accept a referral for service, select Service referrals from the home page, the toolbar at the
top of the portal, or the sidebar from the Menu option at the top left of the portal and follow the
procedure below.

For Support at Home services, once funding has been assigned, providers can view the provision
of a referral code to the client. Providers should note the take up deadline by which they must
have commenced services with a client, or else funding will be withdrawn.

I Referrals for waitlists are not sent as a specific waitlist referral. If a waitlist is available for
the referred service, staff or team leaders can accept referral to the waitlist, depending on
permissions.

1. From the Incoming referrals tab in Service referrals select the expanding arrows at the top
right of the referral in card view, or to the left of the referral in list view, that you wish to view
to display information about the referral.

Incoming referrals

©

Bart
SAMPSON

© SPRINGFIELD, VIC, 3544
Aged care user ID: AC01907385
Date referred: 21 May 2025
Due date: 24 May 2025

Outlet: Bendigo Health Services - Community Care
Mildura - Support at Home

Referred for: Support at Home, 1265

v Low

Or in list view, select the expanding arrows to the left.

3 Incoming referrals

Waillist ~ Accepted services pending  Servicesin place | Referral history
e

Filter by ®@

1to 1 out of 1 matching result

ISAMPSON Bart AC01907385 24 May 2025 21 May 2025 Support at Home, 1265 @ Low

2. The expanded information will provide, in addition to what was already visible, any referral
comments made by the assessor or contact centre, and whether the client has multiple
referrals for additional service types to your outlet.

You may decide to accept, reject, or waitlist referrals based on the information available on
the referral card. However, if you want to view more client information prior to accepting a
referral, select VIEW REFERRAL SUMMARY AND CLIENT RECORD to view details of the
referral, t he ahdiasessmert outt@neseandsmore detailed information
about the client.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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The below screenshot shows the detailed referral view of a Support At Home service,
including the place assigned information (i.e. MSO / FSO) for both SaH and AT / HM. Where
there are two active classifications in the same Service Group, then details for both
classifications will be presented.

Bruce WAYNE

Age 92 ( February 19, 1970 ), Male @ BRUNSWICK, VIC, 2900

About this referral About this service

Qutlet: Wayne Enterprises - Gotham Referred for: Support at Home
Date referred: 22 January 2025 Service item name: :Slépport z?tkHome
Date due: 29 January 2025 runswict
Referral comments: No referral comments NAPS service ID: 24113

@- Home Support Ongoing - SaH Classification 5 @ Funding assigned

Place assigned FSO

@- Assistive Technology Short-term - AT High @ Funding assigned
Place assigned FSO

VIEW REFERRAL SUMMARY AND CLIENT RECORD

ACCEPT REFERRAL ACCEPT TO WAITLIST REJECT REFRRAL

The screenshot below shows the alternate list view of the card view presented above.

# Homa | Sarice ket

@Incoming referrals

BRI - e soncamsis v

B oo m
Fitter by s

100 200t o 352 ey remus

Fveommended st dese ~ Prioeiy
1 YNE Bruce AC1ZIASETRY 21 Feb 2025 23 D 2024 Support at home

Age ¥2 ( Fabrusry 1%, 1970 ), Maka 9 ERUNSWICK, ViC, 2000

Aboust this rederral About Ui sarvics

Suppert @l Homs

. Support at Home - Brumwick
2413

+* Buppart at Home Ongoing - Classification § @ Funcing assigned
+ Domestic smsistance: Geneeal house denisg
Senppng mymincoy
+ Home malenance and rpais: Gordonig
+ Moal: kel deliury
+ Transgort: Cect vanspon
+ Muraing care: Ervolisd s cinicsl cam

+ Persanal care: Contiennca management (non-chrical}

Placo assigred FSO

<" Pasistive Technology Shor-term - High Funding Pending

+ Equipment asd produces: Commeuricaion and intomaion, Se-cam smducts

Azsistive Technology Short-term - Medium @ Funaing assigned

Plsce assigred FS0

(=]

# TO0D ason ACIZMGETEN 21 Fen 2025 ) Dec 2024 Suppert ol home B ow
") CRAKE Tm AGIZMGTRY 21 Feb 2028 23 Dec 2024 Support al home B Low
«"  BROWN Etaphania AC1Z345STRD 21 Fab 2025 23 D 2024 Suppont @l homa B ow
) GORDAN Bt AC1ZIASETRO 21 Fab 2025 23 Do 2004 Saggret al Fome [ Tr

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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I For Support at Home services, the detailed referral view will display the recommended
frequency and intensity.This information is a recommendation only and is intended to support
discussions with the client and assist providers when considering service options. This
information is also available in the Services and Referrals for my Organisation tabs in the
client record.

3. Ifyou select VIEW REFERRAL SUMMARY AND CLIENT RECORD , the
Referrals for my organisation screen will display. Any referrals issued to your organisation
for the client will be displayed.

Master Bart SAMPSON

Male, 81 years old, 1 March 1944, AC01907385 Primary contact: Bart Sampson (self) - 0423 634 398
SPRINGFIELD, VIC, 3544
No support relationships recorded

Referral summary for Bart Sampson

Clientsummary ~ Clientdetails WGESESEFITNENETIAM  Plans  Aftachments  Approvals  Services  MyAged Care interactions ~ Notes  Tasks and Nofifications  Residential Care

Referrals for my organisation

ACCEPT REFERRAL

Support at Home

About this referral About this service

Issued Date 21 May 2025 Home Support Ongoing - SaH
DueDale 24 May 2025 Classitcalion's;
Assistive Technology Ongoing - Specified
needs - Continence Products

Home Medifications Short-term - HM
Medium

You can view the following information in the Client summary tab (client contact details and
full address details can only be viewed once a referral has been accepted):
9 Personal information
Primary contact person
Identity information and status of identity check
Communication requirements
Address details (Suburb, State/Territory and postcode only)
Payment details
Health insurance details

= =4 -4 -4 -4 - -

Service information
I Current notes.

You can view the following information on the other tabs of the client record:

1 Support plan

Attachments

Approvals under the Act

Services in place

Tasks and notifications for that client

= = = = =

Current and previous assessment and support plan review information

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

REQUEST A REVIEW [® VIEW PDF OF CLIENT RECORD

The client has not yet completed a wallet check.
Conduct a wallet check now

Client summary Client details Referrals for my organisation Plans Attachments Approvals Services My Aged Care interactions Notes Tasks and Notifications

To accept the referral, refer to Step 4.
To reject the referral, refer to Step 5.
To accept the referral to waitlist, refer to Step 6.

The Service and Support Portal User Guide i The Client Record contains further information
about navigating the client record and what information can be viewed.

4. To accept the referral, select ACCEPT REFERRAL from the Referral summary page or
from the expanded card or list view in Incoming referrals tab.

I Itis critical that you review the referral and client information and that you have decided to
provide services to the client prior to accepting the referral.

Only accept the referral once the provider has confirmed the capacity to deliver the required
services. Client agreement to proceed should also be confirmed prior to acceptance.

& Incoming referrals

Waitlist Accepted services pending Services in place Referral history
e
Filter by 6)

110 1 out of 1 matching result
Last name First name Aged care user ID Due date Referred date ~ Referred for Recommended start date Priority

lz’} SAMPSON Bart AC01907385 24 May 2025 21 May 2025 Support at Home, 1265 ® Low

Nursing care consumables, Registered nurse clinical care

Social support and community engagement: Individual social suppor.
Accompanied activities, Cultural support, Digital education and support,
Assistance to maintain personal affairs, Expenses to maintain personal
affairs

Allied health and therapy: Social work, Allied health assistance,
Occupational therapy

Assistive Technology Ongoing - Specified needs - Continence

Products @ Funding assigned

Assistive technology (%)

Home Modifications Short-term - HM Medium
Home modifications (-¥)

@ Funding assigned

Home adji Hom: ion and clinical support,
Home modification products

ACCEPT REFERRAL | IR EJEC

v

Select the correct service item name or NAPS Service ID (if your organisational has more
than one service or NAPS ID available for the service type) you wish to link the referral to.
Confirm that you want to accept the referral by selecting ACCEPT.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Accept this referral for Bart Sampson

Accept this referral for Bart Sampson (Referral ID#2-21J6PC21)
fen

Select service item (?)

-5 Referred for NAPS ID Service Name
@® Support at Home 1265 Allied health and therapy
nge () Support at Home 18684 BHCG Case Management Services
ort-

A confirmation banner will appear at the bottom of your screen confirming your acceptance

of the referral and advising that the referral,
complete address and contact information, will be available through the Accepted services
pending tab.

Y Incoming referrals

Incoming referrals Waitlist Accepted services pending Services in place Referral history
am ——
1 CARD 0 LIST

Filter by )

1 to 1 out of 1 matching result

First Aged care Referred Recommended
Last name e = = S < start date
.@ BRADDINGTON Collin AC91778241 22 Mar 14 Feb Allied Health and Therapy . Low (2 days
2019 2019 Services, 1-12DMT35 overdue)

Accessibility Privacy Disclaimer Terms of use Copyright
Copyright ©@ Commonwealth of Australia ABN:36 342 015 855
myagedcare

Referral for Sam Powell has now been added to your Accepted,
Services Pending list. You are now able fo view their full client record.

! Once a referral has been accepted, service delivery information must be provided within

the priority status timeframes; details regarding this can be found in the My Aged Care -
Service and Support Portal Resourcespageon t he Department s Website.

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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5. To reject the referral, select REJECT REFERRAL located next to ACCEPT REFERRAL on
the referral card or Referral summary page.

@ Incoming referrals

Waitlist Accepted services pending Services in place Referral history
e
Filter by (6)

11to 1 out of 1 matching result
Last name First name Aged care user ID Due date Referred date ~ Referred for Recommended start date Priority

() samPSON Bart AC01907385 24 May 2025 21 May 2025 Support at Home, 1265 ® Low

Nursing care consumables, Registered nurse clinical care

Social support and community engagement: Individual social support,
Accompanied activities, Cultural support, Digital education and support,
Assistance to maintain personal affairs, Expenses to maintain personal
affairs

Allied health and therapy: Social work, Allied health assistance,
Occupational therapy

Assistive Technology Ongoing - Specified needs - Continence
Products

Assistive technology (%)

@ Funding assigned

Home Modifications Short-term - HM Medium
Home modifications (¥

@ Funding assigned

Home adj Home ion and clinical support,
Home modification products

VIEW REFERRAL SUMMARY AND CLIENT RECORD

ACCEPT REFERRAL  |IECIeR f A B S

4

You will be asked to select a reason for rejecting the referral from a drop-down list. You may
also choose to enter additional information in the Rejection reason free text field.

Comments regarding the Rejection reason are displayed to other My Aged Care users but
notinthec| i ent 6s My Aged Cmvidingadejectiomreason @ssistsu n t
assessors and the My Aged Care contact centre to support clients in accessing services.

Reject refemral for Bart Sampson

x You must select a reason for rejection
s 0

All fields marked with an asterisk (*) are required.
You are about to reject the referral for Bart Sampson (Referral ID#2-21J6PC21).

fici
Reason for rejecting *

Select one v

- .,

Client in respite/hospital

Client ineligible E
EL
Client uncontactable 3
t
" Outside service region F

Referral made in error
Insufficient capacity

No one accredited
Conflict of interest

Other

Further info to be added
Service no longer required

Client deceased

Unable to process referral

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



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

I Rejecting a referral with the reason of Client deceased wi | | change the
Deceased and make the client record read-only.

Any unaccepted service referrals will be recalled, services in place will be ceased, assessments
wi || be cancelled and the clientds access

My Aged Care will not send correspondence to the client or their registered supporters and/or
appointed decision makers after the status is changed to Deceased .

Where a client is active in the Support at Home Priority System or has been assigned Support at

Home funding, this will remove the client from the Support at Home Priority System and
withdraw any assigned Support at Home funding.

Upon rejection, a confirmation banner will appear at the bottom of the screen.

c |

v Referral for Collin Braddington has been rejected and removed from your list of incoming referrals.

! If you do not have capacity to provide the service/s, your administrator should update your
service availability and information in the portal. This is described in Service and Support
Portal User Guide Part 1 T Administrator Functions.

6. If you are unable to provide the service at the time and you have a waitlist available, you can
accept the referral to your waitlist

WIEW FULL CLIENT RECORD ACCEPT REFERRAL ACCEPT TO WAITLIST REJECT REFERRAL

The referral will Waitish &aa Noteithat thjs optian is only tavaieahledfs
the service is configured by your Organisation Administrator to offer waitlist.

This process is described in Service and Support Portal User Guide Part 1 i Administrator
Functions.

4.2.3 Revoking a referral after acceptance

There may be circumstances after you have accepted a referral for service that affect your ability
to provide services to that client. For example, the client withdraws their consent for service
provision, or their circumstances change.

You can only revoke accepted referrals where service delivery information has not been entered
and/ or services havendét commenced.

The department will monitor the use of this functionality, and notifications will be sent to service
providers where 20% or more of referrals issued to the outlet over a period of 12 months have
been revoked after acceptance.

When a referral is revoked after acceptance, other referrals (such as from a broadcast or
preference referral) will be automatically issued.

Follow these steps to revoke a referral after acceptance:

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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1. Navigate to the Accepted services pending tab in the Service referrals section of the
Service and Support Portal and locate the accepted referral that you wish to revoke.

You can filter the results by expanding the Filter functionality, sort the results by editing the
sort order and selecting GO, or change the display of information between Card or List
views.

@Accepfed services pending

Incoming referrals Waitlist || I UEVESTEF NG | Services in place Referral history

Filter by

Sort Referrals by in order of

Accepted Date - Earliest to Latest - m

Current sort order is Accepted Date

Rodney

RICHARDS

Q@ PHILLIP, ACT, 2606 @ CHELTENHAM, VIC, 3192 9 HAMPTON, VIC, 3188 Q@ CHELTENHAM, VIC, 3192

Aged care user ID: AC11088069 Aged care user ID: AC54864004 Aged care user ID: AC54435870 Aged care user ID: AC54864004

Date accepted: 15 May 2018 Date accepted: 17 May 2018 Date accepted: 17 May 2018 Date accepted: 21 May 2018

Date referred: 14 May 2018 Date referred: 15 May 2018 Date referred: 15 May 2018 Date referred: 21 May 2018

Outlet: Aged Care Inc - Outlet 1 Qutlet: Aged Care Inc - Outlet 1 Qutlet: Aged Care Inc - Outlet 1 Qutlet: Aged Care Inc - Outlet 1

service type: Allied Health and Therapy service type: Allied Health and Therapy service type: Social Support Group, 2233 service type: Domestic Assistance, 9987
services, 7765 services, 7765

Select the accepted referral you wish to revoke and expand the information. You are then
able to select REVOKE REFERRAL .

Clark KAGLE

Aged 73 ( 11 November 1944 ), Male § CHELTENHAM, VIC, 3192

Client contact details About this service

Preferred contact number 02 6460 3320 Service type Allied Health and
Therapy Services

About this referral Service sub t}pe Mo sub t}rpes

Date Issued 15 May 2018 Service item name Allied Health and

Date accepted 17 May 2018 Th-erg:u:m_.,r Servic_es -

Outlet Aged Care Inc - Outlet 1 , At Client Location

Naps service Id 7765

Referral comments No referral comments provided i
Recommended service frequency 3 days per week

Multiple referrals are available for this client

VIEW REFERRAL SUMMARY AND CLIENT RECORD VIEW PDF OF CLIENT RECORD

REQUEST A REVIEW REVOKE REFERRAL ADD SERVICE INFORMATION

2. Select the reason for revocation from the drop-down menu and enter detailed information in
the Comments section to explain why you are revoking the referral after acceptance.

Select REVOKE REFERRAL.

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

‘You should only accept a referral for service where you intend to provide services to a client. If the
circumstances have changed and you're no longer able to provide services to a client, then you can revoke
n the accepted referral once you've provided a reason.

Please note that the department monitors revoked referrals as they have a direct impact on the timely delivery
of aged care services to clients.

All ields marked with an asterisk (") are required

FPlease select a reason for revocation after acceptance (*)
Reason for revocabion after acceplance ™
Select one

Select one

Client deceasad

Client withdrew

Unabie 1o deliver service
|Other

01500

[ -~

3. You will receive confirmation that the referral has been revoked, and it will no longer appear
in your Accepted services pending tab.

v You have successfully revoked this referral after acceptance for Clark Kagle.

5. Clients and Services

Follow these steps to find a client who has been referred to or accepted to service by your
organisation.

5.1 Find a client

1. Select Find a client from the home page.

1800 836 799  Mon £ Sarm - Spm St 100 - 23em

Service and Sapport Portal

Welcome Shaun

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

Alternatively, from any page in the Service and Support Portal, you can choose the
Find a client option from the tool bar at the top right-hand corner of the page to find the
referral for that client.

2. Onthe Find a client page, you can search for a client by entering the first name and/or last

name of the client.

@) Find a client

Search by

First name
Last name Ef

CLEAR ADVANCED

Aged Care User ID

Any matching results will be displayed.

& Find a client

Search by

Last name E* Aged Care User ID

R e

ADVANCED SEARCH CLEAR ADVANCED

First name is E*

Last name < Firstname Aged care user ID Address

HERAS Earle AC97222012 6 PALLIN Street

HOUSLER Emerson AC89170112 94 CAPTAIN COOK Crescent
MOECKEL Elena AC823337212 12 SENTRY Crescent
SHARRARD Emily ACB2634112 Unit 1 28 FLINDERS Street
TUED Ethon ACS55084156 No address details found

Locality
GUNGAHLIN, ACT, 2912
GRIFFITH, ACT, 2603
PALMERSTON, ACT, 2913
EDEN, NSW, 2551

No address details found

Recently Viewed Persons

Ethon TUED AC55084156

Hubert BLOO

TH AG12687112

Chivene Winter AC7821465

Susie Jenell AC4:

Juliet Dewolfe
John Smith AC51687283
Milton Trabold AC58922512
Archibald Waide AC43661012

Roscoe Housler AC; 12

Luther Sivertsen AC105939581

1 to 5 out of 5 matching results

Status Home contact number
® Active (02) 7321 1106

@ Active (02) 3032 8284

® Active (02) 9851 3519

@ Active (02) 1284 9052

@ Active

3. You can also select ADVANCED SEARCH . Advanced Search options available for Find a

client include:

=]

Aged Care User ID

Client Status
Date of Birth

Locality
Medicare Card Number

= = = = = = =] = = =

Department of Veterans?o
First name

Home contact number

Last name

Centrelink Customer Reference number (CRN)

Af

Aged Care Payment Management System (ACMPS) number

fairs (DVA)

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

Preferred name

State

Suburb

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

=A =4 4 -4 -8

5.2 Viewing client information
You can only view information about clients that have been referred to your organisation.
Once you have found a client, you can view information contained in the client record.

You can view all information about a client, apart from their full address and contact details, prior
to accepting a referral.

Follow these steps to view client information:

1. Select the clientds name from the | ist of
# Home | Client
GFind a client
Search by -
Last name: R* Aged Care User ID:

Rodney RICHARDS AC11

Rachael JONES A
George KELL
Clark KAGLE AC54864004

ADVANCED SEARCH CLEAR ADVANCED

First name is R*

110 1 out of 1 matching results

Last name < First name = Home contact number

Jones Rachael

= Aged care user ID = Locality

AC06928923 23 FURZER Street PHILLIP. ACT, 2606 @ Active

Alternatively, select Service referrals , select the expansion arrow on the client card in card
view of expanded record in list view, and then select VIEW REFERRAL SUMMARY AND
CLIENT RECORD.

CARD VIEW:

1800 836 799  Mon-Fri8am - 8pm Sat 10am - 2pm Welcome Annie from Aged Care Inc - Outlet 1

Reports and My Aged Care Tasks and

Findacient gocments interactions notiications

Logout

Service and Support Portal = ===

referral code:

# Home | Senvice providers

Incoming referals

LD NIECIE Sl Waitlist | Accepled services pending | Services inplace | Referral history

Filter by 6]
Date Referred ~ Latest to Earliest - m

Current sort order s Date Referred
110 1 out of 1 matching resufts

Incoming referrals

Rachael
JONES

9 PHILLIF, ACT, 2606
Aged care user |D: AC0BS28923

Date referred: 21 May 2018

Dus date: 23 May 2018

Outlet: Aged Care Inc - Outlet 1

Senice type: Residential Permanent, 4321

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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LIST VIEW:
3 Incoming referrals

Incoming refesrals Waitlist Accepted services pending Sarvices in place Raferral history

=
Filter by -]

1 to 1 out of 1 matching result

[(7)] JONES Rachael ACDES26923 23May  Z1May  Residential @ 1day
2018 2018 Pammanent, 4321 averdue
Aged TT ( 26 October 1340 ), Femnale # PHILLIP, ACT. 2606
About this referral About this service
Outlat Aged Care Inc - Outlat 1 Sarvica type Residential Parmanant
Date refemad 21 May 2018 Sarvice sub type No sub typas
Date dus 23 May 2018 Service item name  Residential Parmanent - At Provider
Location

Referal comments Mo refermal comments provided )
Naps service Id 431

I VIEW REFERRAL SUMMARY AND GLIENT RECORD I

ACCEPT REFERRAL REJECT REFERRAL

2. TheReferrals f or my organi sationd page wil/l be displ ay!

Mike HILL

Female, 89 years old, 11 February 1930, AC45014933 Primary contact Mike Hill (seif)
MIRELLA Unit 4, 90 GOZZARD STREET GUNGAHLIN, ACT, 2912 No representalives of relationships recorded

Referral summary for Mike Hill

Client summary Client details Referrals for my organisation Plans Attachments Approvals Services My Aged Care interachons Notes Tasks and Notifications

Referrals for my organisation

Meals: At Home

Referral Accepted on 12 February 2019
About this referral

Issued Date 12 February 2019

DueDale 20 March 2019

¥ Prioity Low

3. A summary snapshot of the client record is also available in PDF format by selecting the
VIEW PDF OF CLIENT RECORD from any tab in the client record, and includes client
details, support network details, notes, assessment history, care approvalsandthe c|l i ent 6s
interactions with My Aged Care.

Mike HILL

Fomiale, 58 ok, 11 February 1930, AC45014533 Primary contact Mike |l (sell}
MIRELLA 4, 90 GOZZARD STREET GUNGAHLIN, ACT, 2012 Mo represenlaives of relalionships recendod

Referral summary for Mike Hill

Clientsummary | Client details | WEUCCENENENEVEEUEUM  [Mans | Atlachmerts | Approvals | Services | My Aged Careinteracions | MNotes  Tasks and Notifications

Referrals for my organisation

Meals: At Home

The client record contains client information displayed across eight tabs, which are described in
more detail below.

The client record contains tabs with the following information:

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

Client summary

Client details

Support Network
Approvals

Plans

Attachments

Services

My Aged Care interactions
Notes

= =4 =4 -4 -4 & -8 -8 -5 -

Task and Notifications

5.2.1 Client Summary

The Client summary tab contains a dashboard of key information (Client summary) about the

PN

clientés interactions with My Aged Care.

The Clientsummary provi des i nformation about Adgeth@arec | i
including: Assessments, Approvals, Service recommendations, Service delivery status, Client
goals, and Reablement and linking support periods (where available).

This screenshot shows multiple classifications for both Support at Home and Assistive
Technology.

1800 836 799 M

Service and Support Portal

# Home | Finda Client | Bruce WAYNE

Primary contact: Bruce Wayne (self)

ort network

Oclient summary REFER THIS CLIENT FORASSESSMENT || 8 VIEW CLIENT REPORT

Client summary Client details Referrals for my 1 Plans nts PP Services My Aged Care interactions Notes Tasks and Notifications

Client summary

Assessments
Comprehensive Assessment (&, Comprehensive Assessment (&, Comprehensive Assessment (&,
Assessment in progress on 12 July 2024 Finalised on 12 July 2024 Finalised on 4 October 2023
ASSESSOUTLET_royiinvh  .# 02 53157459 ASSESSOUTLET royiihwh .2 02 5315 7459 ACT ACTT  _» 02 5315 7459

Recommendations and approvals Service delivery status
Referral code 2-12345678909877
Home support Ongoing - SaH Classification 3 + Home support Ongoing - SaH Classification 3 funding pending
Home support Ongeing - SaH Classification 4 = Home support Ongoing - SaH Classification 4 funding assigned 21 November 2025
- _ Assistive technology Short-term - AT Medium « Assistive technology Short-term - AT Medium funding pending
Supportathome @ Assistive technology Short-term - AT High + Assistive technology Shart-term - AT High funding assigned 21 November 2025

View support at home letters

Y

Concerns

The Joker breaking out of Arkham

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Client summary information can be printed in a similar format as it is displayed within the portal
by using the print page button on the right-hand side of each heading.

& Client summary

Client summary Client details Referrals for my organisation Plans Attachmeniz Approvals Services My Aged Care interactions Motes

Tasks and Nofifications Residential Care

Client summary

5.2.2 Client Details
The Client details tab contains basic demographic and contact information about the client.

Clients and their support network (including registered supporters, agents and/or appointed
decision makers) may automatically be opted in to receive copies of Support at Home letters. At
the same time, they may also receive notifications in the portal.

Registered supporters who are Supporter Lite should not automatically receive information or
documents that are given to the client under the Aged Care Act (2024).

Registered supporters and Organisation agents can opt out of receiving copies of Support at
Home letters by calling My Aged Care.

Supporter guardians can opt the client out from receiving Support at Home letters but they
themselves cannot opt out.

The Client Detailst ab al so has | inks to current

services that are in place.

not es,

Providers may report that the client is now deceased using the NOTIFY MY AGED CARE OF A
DEATH button on this page.

Flapd i m Hetiniali b iy (miziiibins  Padd AMpileweb Logeis el L d

About Baron

by L ey b gl P L T e

Personal informabon

Borr 1 dempary VS Savbralasan Boes ¢ daniesls merom e pll ey
Sima Ao

To comact Baron
Contsct delaily

Pramaly conlact person

oo fidal inae

Communication reguirgmanis

- Frefes i sonsh Erginh

A3irass dlmks

Tl S b
0 CaDpDGE el BRI FRLARS LI, ACT 19 i3

Saivich delbriiy 803 aid
0 CaDeGE RoCel AR FRLARS LI, ACT 19 i3

Sl ity COiTREan0eR0E 15
i CaDe0GE el AW TR FRLARS LI, ACT 1903

Halabonshps

Ity documends (10

ey Sk

Paymenl datails

Ry [T
ha payrramnts fourd

Health insuranoe

Frovath TSN Fduard
Fe bl ever wroa foursd

Servica information

RCEaITe?
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For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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! fa client @eceasetl,attutse i sl i e ntréas-onlyeandooudvil mtbe!l b e

able to make any edits. Additional notes and attachments can be attached to the client record for
14 days after ceasing services. Providers will also receive notifications reminding them to close or
finalise any in-progress tasks relating to the client.

A banner will be displayed on all tabs of a Deceased client record.

I f the clientés status is incorrect, please contac
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. *®

5.2.3 Support Network

The Support Network t ab di spl ays details about the clientods
primary contact, registered supporters and/or appointed decision maker, agent (organisation) GP,
carer, emergency contact, or other support person.

This tab wil!/l onl y app e arsupportersaegistérad enddr thesnew Agedo r d i f
Care Act and recorded in My Aged Care. Refer to the Assessor Portal guide on Registering
Support People and Adding Relationships for further information on how to add relationships.

If this tab is not available, the VIEW SUPPORT NETWORK link will instead go to the Client
Details tab. The Primary Contact details will always show above this link. It will also show the
Pri mary Contactds relationship/s with the client.

Providers may report that a client ONOTIBEYUMYport per so
AGED CARE OF DEATH button on this page.

Miss Rogelio PHILLIPS

Farmale, 56 years old, 20 April 1068, ACODSG1BE7 Primary contact: Ben Denney {Regular Repressntaiive, Care, Spouse/Pariner)
7 7 WAKEFIELD LANE SHERBROOKE, VIC, 3789
View et

® support network e s cumreon s || 8 ven cume sepoe
Clent summary Client detais Attachments. My Aged Care interactions HNotes Tashs and Noifications Residential Funding Classifications
[PPSR PR  bopic Rogelio supports | Pendingdocuments | Declined and ended relatianship:
People
Ben DENNEY
—
Primary Contact
I8 Rogallo's Reguiar raprassntative rom 22172025
with Care mattsre.

contact detalls

Aged Care |D: AC21424460

Adddre=s: Unil 2, 18 5 DIXON STREET MENTONE, VIC,
EyN)

Organisations
No relstonships

Other relationships
No relatonships

In the Support Network tab, you can do the following:

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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T View the clientdés support network, divided into
Relationships categories. The People car ds show the support personds
client, whether they are the primary contact, date of relationship, contact details, and whether
the relationship is active.

1  Depending on the status of the relationship/s, you could Activate the relationship, Delete the
relationship, Edit relationship details, or (for Carers) start a Call Back Request from Carer
Gateway and/or Dementia Australia Helpline. For more information on these functions, refer
to Assessor Portal guide on Registering Support People and Adding Relationships.

I Ifthe client also supports other people in My Aged Care, there will be another tab called
People <Client> supports nexttothe<Cl i ent 6 s support networ k>

5.2.4 Referrals for My Organisation

The Referrals for my organisation  tab display service referrals that have been issued to or
accepted by your organisation.

Client summary Client details Referrals for my organisation Plans Attachments Approvals Services My Aged Care interactions Notes Tasks and Nofifications

Referrals for my organisation

Social Support Group: Meals: At Home
Referral Accepted on 11 February 2019 Referral Accepted on 11 February 2019
About this referral About this service About this referral About this service
Issued Date 11 February 2019 Recommended service 2 days per Issued Date 11 February 2019 Recommended service 1 days per
DueDate 25 February 2019 frequency week DueDate 25 February 2019 frequency week
™= Priority Medium == Priority Medium
5.2.5 Plans

The Plans tab contains detailed information about current and previous screening and
assessments the client may have had, including client goals, recommendations and motivations,
as well as the resulting support plan. Select the double arrow icon next to each heading to display
detailed information captured during the assessment.

© Wila Mcdonald support plan REQUEST ARV

Client summary Client details Support network Referrals for my organisation m Aftachments Approvals Services My Aged Care interactions Notes

Tasks and Notifications

Assessment Details ()]

@)

("JAssessment information

)
)

Assessment summary

red

(+"fNeeds identified at assessment

N

(-*fAssessment history
L

(") Comprehensive Assessment 10 September 2019

(%) Comprehensive Assessment 13 September 2018
(<*) Comprenensive Assessment 31 March 2017

Screening 16 March 2017
Comprehensive Assessment 6 November 1998

Providers will be able to accessread-onl y ver si ons of a clientds suppor

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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screening and assessments. This information can be downloaded and printed if required T select
the View Client Report button on the top right of the Plans page to generate a RTF (Rich Text
Format) version of the report.

Jacquelyne Scholl

Aged Care ID: AC64811805
Date of Birth: 28/06/1939

Client Details

Age 86 Gender Female
Medicare number 21354976592 DVA Card number
not applicable
Address 3 8 LIBERTY Court, MILDURA, VIC, 3500, Australia
Lives With Lives alone a;;:mmodaiion PR Client Owns/Purchasing
Phone — Home +610259447099 Phone — Mobile +610222639775
Email Sydney Bouchard@test Fax )
deakss.xoc not applicable

Preferred
Preferred phone | Mobile correspondence not applicable

method
Country of Birth Australia Ethnicity Australian
Preferred English Requires _Help to No
Languag Communicate
TIS Required not applicable NRS Required N

- . Aboriginal and/or
Marital status Married (registered/de Torres Strait No - Neither
facto)

Islander Status
Veteran or War .
Widow/Widower | not applicable DVA Entitlement not applicable
Private health Receiving .
insurance not applicable payments not applicable

5.2.6 Attachments

The Attachments tab contains documents that have been attached to the client record. To
upload an attachment to the client record, select ADD AN ATTACHMENT from this tab.

(B) Attachments

REQUEST A REVIEW [& VIEW PDF OF CLIENT RECORD

Client summary Client details Referrals for my organisation Plans Attachments Approvals Services My Aged Care interactions Notes Tasks and Notifications

Attachments

Assessment Attachments Other Attachments Correspondence

No attachments found to be displayed

There are four different attachment types that <can
1 Assessment Attachments ar e any documents that are relevant
for example, clinical notes or a discharge summary.

1 Other Attachments ar e documents that relate to the client
instance, documents related to the nomination of a support person (including legal
documents), Occupational Therapist drawings used in home modifications.

1 Correspondence includes documents or letters generated in My Aged Care for various
programs, including Support at Home and others, at different stages of service delivery.

9  Sensitive Attachments are documents for clients of a sensitive nature. Where a client

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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record has a Sensitive Attachment, provider(s) who have received a referral for or are
providing services to a client will be notified that a Sensitive Attachment exists for the client.
Contact the last assessment organisation, or the My Aged Care service provider and
assessor helpline to access information within the Sensitive Attachment.

! If an attachment has been uploaded in error, please contact the My Aged Care service

provider and assessor helpline on 1800 836 799 for deletion.

5.2.7 Approvals

The Approvals t ab contains a view of
Care Act 2024.

a client 6s Ageggprovals

Client summary  Client details Referrals for my organisation  Plans  Aftachments [CTITATETS | Senvices

Tasks and Notifications Residential Care

Approvals

The client is approved for the following care types under the Aged Care Act 2024
Current care approvals

(+*) Residential Permanent

(._-:. Home support Ongoing - Transitioned HCP Level 2

Priority category Standard

Approval starts 29 June 2022

Siafus Committed effective 17 February 2026
Place assigned FSO

Place assigned date 17 February 2026

Take up deadline 14 April . 2026

Source System Gateway

Home support services: (@)
N

Seeking services

DHS prior approvals last updated: Never

Residential Permanent Place: Allocated

information, please visit the My Aged Care website here.

Status Allocated effective 1 July 2024
Urgency for this care type Low ui?)

Priority category Category 3 (‘3)

Flace allocation date 8 April 2025 )

*ou have been allocated a funded Residential Permanent place. You may now begin to look for a residential aged care home that is suitable for your care needs. For more

My Aged Care interactions Motes

VIEW HISTORY

VW HISTOR)

v

If a client has an approval for an Aged Care service or classification, the details of pending
funding and assigned funding will be displayed underneath Current care approvals .

! If there has been a previous assessment, the approved classification that hasn't ceased will

also display under the client record.

The below screenshot shows an example of Ho me S u pAgsistivé téchnology and Home

modifications classifications.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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1800 836 799  Mon-Fri 8 am - 8pm Sat 10am - 2 pm Welcome C

Service and Support Portal & ont i Shiceed G S e . Logout

# Home | Findaclient | Abigayle LUCIO (Shyanne)

Abigayle LUCIO (Shyanne)
Female, 91 years old, 14 September 1932, AC62735350 Primary contact: Sydni Aliya (Friend) - 61 2986 0000

AVOCA BLK A Level A Unit 22, 116 EASTY STREET PHILLIP, ACT, 2606
Prefers to speak Chinese View support network

. Care approvals

Clientsummary ~ Client details  Support network ~ Referrals for my organisation ~ Plans ~ Attachments [EWISIEISE  Services My Aged Care interactions Notes  Tasks and Notifications ~ Residential Care

Approvals

The client is approved for the following care types under the Aged Care Act 2024

Current care approvals

\,.-w Assistive Technology Ongoing - Specified needs - Assistance Dog VIEW HISTORY

Priority category Medium

Approval starts 8 November 2016

Status Allocated effective 15 February 2017

Place assigned FSO

Place assigned date 9 February 2017

Take up deadiine 20 February 2017

Source system Gateway

Assistive Technology i d Products: C and products, Self-
senvices: care products, Mobility products, Managing body functions, Domestic life products,

Assistive technology prescription and clinical support

Seeking services

() Home Modifcations Short-term - HM Medium VIEW HISTORY
Priority category Medium
Approval starts 8 November 2016
Approval stops 8 November 2017
Status Allocated effective 15 February 2017
Place assigned FSO
Place assigned date 9 February 2017
Take up deadline 20 February 2017

Source system Gateway
Home Adjustments: Home modification products, Home modifications prescription and
dlinical support

‘Seeking services

() Home Support Ongoing - SAH Classification 5 VIEW HISTORY

5.2.8 Services

The Services tab contains a record of:

Services the client is currently receiving
Services that are pending (Not yet in place)
Service referrals yet to be accepted

= = = =

Previous services the client has received.

The below screenshots show Home Support services. When they are in place, this section will
also show the funding status (eg. Pending) or when the funding was assigned, when the service
started, and the full name of the service that was approved.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Services Not in Place

Services not yet in place ©)]
® Low
Support at Home

Recommended dates
Home Support Ongoing - SaH Classification 3

Assistive Technology Ongoing - Specified needs - Assistance Dogs and Continence Products
Assistive Technology Shori-term - AT High
Home Modifications Short-term - HM Medium

Service provided by

Bendigo Health Services - Community Care Mildura - Support at Home Accepted 7 May 2025

SEE SERVICE DETAILS | ADD SERVICE INFORMATION

Services in Place

Services in place

Support at home

Wayne Enterprises - Gotham

e 12345ETRON
5 123 Gotham Rd GOTHAM VIC 1238
rayson.richardfeayre.com

Veing

22 January 2025
o] - e

January 2025

Assisthe Teo

% Orgoing - SeH Classification 5

Home Support Onguing - SaH Classification 7

Azsletiva Techroiogy Ehart-1erm - Medium
Funding assigrs 12 December 2024

1 at hame services anproved Assistive Techroiogy Shart-term - High

5.2.9 My Aged Care Interactions

The My Aged Care interactions t ab wi | | show the clientds history

Care, for example, a phone call to the My Aged Care contact centre, or (for carer relationships) a
history of call back requests to the Carer Gateway or Dementia Australia Helpline.

Clientsummary  Clientdetails ~ Referrals formy organisation ~ Plans ~ Attachments ~ Approvals ~ Services BTG ACeleley8  Notes  Tasks and Notifications

5.2.10 Notes

The Notes tab contains notes that have been created about the client.

Client summary Client details Referrals for my organisation Plans Attachments Approvals Services My Aged Care interactions Tasks and Notifications

Filter by

Sort by

ADD A NOTE

Date created Enddate Notetype Description Created by organisation ~ Created by outlet  Note status.

11/02/2019 Other Elizabeth called the contact centre - wants to register, is lonely and requests meals on wheels My Aged Care My Aged Care @ Active

There are different types of notes in the Notes tab of the client record, listed in the table below:

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Note type  Who can add? Who can view? Description Examples

Client Story  Assessor Client Provider A summary of the Mrs Jones has just been
Assessor cli ent d8s c (discharged from hospital and
circumstances. is seeking help at home.

Lives with her husband and
has early onset dementia.

Observations Provider Provider Observations from There is a dog on the
Assessor Assessor service provider property.

and/ or ass .
. . . ! Mrs Smith seems more
interactions with

energetic than she did during

il my last visit.
Other Client Provider | Client Provider | Additional information Jennifer has planned respite
Assessor Assessor about the client. on 01/08/2017.

! When the My Aged Care contact centre staff or assessors add a Sensitive note about a
client, there will be a flag informing service providers that there is a sensitive note about the client
and instructing them to call the My Aged Care contact centre for more information.

« This client has a sensitive note on their record. Please call My Aged Care on 1800 200 422 for
v further information.

5.2.11 Tasks and Notifications

The Tasks and Notifications tab will display all tasks and notifications for a singular client.

You can only view tasks and notifications that are associated to your outlet and for clients you are
providing services to.

Client summary Client details Referrals for my organisation Plans Attachments Approvals Services My Aged Care interactions Notes Tasks and Notifications

Filter by

Due Received
Type Date % Date # Category = Title/Description 5 Activity Id Portal Outlet

Notification 11/02/2019 Referrals ~ New Referral 1-55826169385 Service Provider Portal Aged Care Inc., Aged Care Inc - Outlet 2

You have a new referral from My Aged Care.
Referral created at - 11/02/2019 10:38
Aged Care User Id: AC15338866

Outlet Name : Aged Care Inc - Outlet 2
Service Type : Social Support Group
Priority: Medium

Go to:
Incoming Referrals

Notification 11/02/2019 Referrals New Referral 1-55825180416 Service Provider Portal Aged Care Inc_, Aged Care Inc - Outlet 2

You have a new referral from My Aged Care.
Referral created at - 11/02/2019 10:37
Aged Care User Id: AC15338866

Qutlet Name : Aged Care Inc - Outlet 2
Service Type : Meals

Priority: Medium

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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5.3 Viewing tasks and notifications

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

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

Weicome Shaun from Holiday UAT Service Provider Outiet

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

Logout

Service and Support Portal

Welcome Shaun

Refrieve a referral code

Residential care Reports and documents

SIRS Notice Govemment Provider Management System

In the Notifications tab, you will be able to view notifications from the last 30 days that are
relevant to your role.

The earliest date that the notifications are displayed from is visible under the filter options.

Any notifications older than 30 days will be removed and will no longer be visible in the
portal.

Tasks and nofifications

Client summary Client details Referrals for my organisation Plans Attachmenis Approvals Services My Aged Care interactions MNotes

Tasks and Notifications

Filter by

Type - Category - Referral ID

MODIFY FILTER OPTIONS CLEAR FILTERS

Date received is after 1 October 2025

FILTER CLEAR

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Alternatively, if you want to view all tasks and notifications for a singular client, navigate to
the Tasks and Notifications tabinthec | i e nt 6 sview &l celevant tagksand
notifications for that client.

Client summary Client details Referrals for my organisation Plans Aftachments Approvals Services My Aged Care interactions Notes Tasks and Notifications
Filter by ()

Received

& Date Title/Descripfion & Activity Id

Notification 11/02/2019 Referrals ~ New Referral 1-55826169385 Service Provider Portal Aged Care Inc., Aged Care Inc - Outlet 2

You have a new referral from My Aged Care
Referral created at - 11/02/2019 10:38
Aged Care User Id: AC15338866

Qutlet Name - Aged Care Inc - Outlet 2
Service Type - Social Support Group
Priority: Medium

Go to:
Incoming Referrals

Notification 11/02/2019 Referrals  New Referral 1-55825180416 Service Provider Portal Aged Care Inc, Aged Care Inc - Outlet 2

You have a new referral from My Aged Care.
Referral created at : 11/02/2019 10:37
Aged Care User Id: AC15338866

Outlet Name - Aged Care Inc - Outlet 2
Service Type - Meals

Priority: Medium

You will only be able to view tasks and notifications that are associated to your outlet and for
clients you are providing services to. In the Notifications tab, you can sort notifications by:
Received date, Category, Title/Description, Aged Care User ID, and Client name.

TOSkS Ond no'ﬁﬁcq'hons REQUEST A REVIEW & VIEW CLIENT REPORT

Client summary Client details Support network Referrals for my organisation Plans Aftachments Approvals Services My Aged Care interactions

Notes Tasks and Notifications

Filter by

16/07/2024 Client Incomplete Service Information Service and Support

Services Aged Care User Id° AC64811805 15445317371 Portal
Service type: 8
Qutlet name: Bendigo Health Home Care Services - Community Care
Mildura
Referral acceptance date: 06/18/2024 15:14:52
SLA information: 28 days from the Referral Acceptance Date
Information missing:
Next Review Date
Freguency
Intensity

Assigned to: ANDRE, Janeen

Go to:
Client Services

! Notifications that have been marked as important for your outlet by your outlet
administrator will be displayed with a visual indicator.

28/06/2017  Referrals New Referral AC48007322  JORGENSEN [ (&)

And ~
Important I You have a new referral from My Aged Care Y

Referral created at : 20/07/2017 18:29

Aged Care User Id: AC41264185

Qutlet Name - Aged Care Allied Health & Residential
Service Type - Allied Health and Therapy Services
Priority: Medium

Activity Id: 1-20852188999
Incoming Referrals

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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You can also remove individual or bulk notifications from your portal by selecting the rubbish
bin icon.

Remove Nofification

! Thes wit romave selected nobification from the oarrent nobfications st

2. You can search for specific notifications using the filter options or using custom filters in
ADVANCED SEARCH . Select the arrows to the right to expand or collapse the filter options.

T MGG OOTE AR W1 AN TOON TID

Outiot Nt Aged Carn Atod Hoalth § Raddent

You can filter notifications by Date received and navigate directly to the associated client
record by selecting View client record

Tasks Nofifications Maximum wait times

Filter by

®

Last name First name Aged Care user ID

ADVANCED SEARCH CLEARFILTERS

Date received is after 16 April 2025

FILTER

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

Search notifications

Notifications

Choose an item. SAVE FILTER CLEAR FILTER

Activity 1D

lAged Care user ID m CANCEL

Category

Date received

First name

Last name

Marked as important
Outlet name

Role

Title

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. The hyperlink under the notification description will take you directly to the individual record
and the section of the portal where you can view more information about the notification or
complete any action that may be required.

13/07/2017  Referrals New Referral ACB9957041 SCOTT Keri O

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

Aged Care User Id: AC69857041

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

Priority: Medium

Activity Id: 1-20827807534
Incoming Referrals

For example, selecting the Incoming referrals link in a New referral notification will take
you directly to the Incoming referrals tab where you can view and action the new referral.

Incoming referrals

Incoming referrals
am =H—
mm CARD e LIST

Filter by @

1 to 1 out of 1 matching result

Waitlist Accepted services pending Services in place Referral history

First Aged care user Referred Recommended start

name % ID 3 % date % Service type + date

o Scott Keri ACB9857041 27/07/2017  13/07/2017 Domestic Assistance . Medium (2 days overdue)

5.4 Completing identity verification

To complete the identity verification process, it is expected that whoever has contact with the
client in the first instance (that is, an assessor or service provider) will sight the client identification
and record this information on the client record via the Assessor or Service and Support Portal.

The steps for recording that client identification have been sighted are outlined below.

1. From the Service and Support Portal homepage, select Find a client .

Logout

Service and Support Portal

Welcome Vigor

‘ ‘ : Find a client Review requests

Service referals Tasks and nolifications My Aged Care interactions

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. You can search for a client by their first name, lastnameorby t he cl i entds Aged (

@) Find a client

Search by

Last name: First name: Aged Care User ID:

Rekus Delbert ACB0589965
ADVANCED SEARCH CLEAR ADVANCED

First name is Delbert and Last name is Rekus

Sort Search Client by: in order of

Last name [v] Alphabetical (A-Zy =

Current sort order is Last name

Delbert
REKUS

9 Kirkby
Lot Number 353 MCDOUGALL Street
GLENVALE QLD 4350

. (02) 2851 5474
Aged Care ID ACB0589965

Alternatively, you can access the client record from your Accepted services pending tab in
the Service referrals section.

Accepted services pending

Incoming referrals Waitlist : e SRR
Delbert REKUS

Aged 93 ( 23 December 1923 ), Male

About this referral
Issued Date 9 December 2016

Accepted Date 9 December 2016

Date Referred | Latest to Earliest
Accepted By Bupa Rangeville
Current sort order is Date Referred About this service
Service type Residential Permanent
service sub type
Recommended start date none

Recommended review date  none
Recommended end date none
Service commencement date none
Referral comments

Client contact details

Preferred contact number 0228515474

Residential Permanent W CLIENT RECORD VIEW PDF OF CLIENT RECORD REQUEST A REVIEW
ADD SERVICE INFORMATION REVOKE REFERRAL

0 To start = |ledium

3. Once you have navigated to the client record of the client for whom you wish to conduct a
wallet check, select Conduct a wallet check now

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



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

& Client summary

REQUEST A REVIEW 5 VIEW PDF OF CLIENT RECORD

The client has not yet completed a wallet check.
Conduct a wallet check now

Client summary Client details Referrals for my organisation Plans Attachments Approvals Services My Aged Care interactions Notes Tasks and Notifications

Client summary ®@®

Assessments
Home Support Assessmem@ Screening
Assessment Complete on 12 February 2019 Complete on 11 February 2019

Regional Assessment Service ' 02 2821 2453

Recommendations and approvals Service delivery status

Help at home — Entry level Meals Started on 12 February 2019 - Aged Care Inc - Qutlet 1% 02 2821 2453
support (Commonwealth

Home Support Programme)

4. A Wallet Check pop up appears. Select the appropriate option from the list:

1 My client has identification

1 My client has no valid identification this time

1 My client will be unable to produce valid identification

If your client can provide you with identification, select My client has identification . select at

least two types of identification documents that you sighted from the list provided and enter
the date you performed the wallet check. Finally, select SAVE DETAILS.

Wallet check

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

Client wallet check:®

® My client has identification

23 My client has no valid identification this time

() My client will be unable to produce valid identification

Common types of identification

Please check two types of |0 from the following list. By ticking each box, you are confirming you have sighted the
original decument.

Medicare Card

[l DwA Card

O Drivers License

Health Care Card

O Pazsport

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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If your client is unable to provide you with identification, you can select My client has no
valid identification this time , or My client will be unable to produce valid identification
and select SAVE DETAILS and this information will be updated on the client record.

b 4

Wallet check

All fields marked with an asterisk (*) are required.
Client wallet check:™
) My client has identification

:E) My client has no valid identification this time]

2 My client will be unable to produce valid idenfification

Cannot complete wallet check
You are recording that at this time the client has no valid identification and should be asked again in the future.

SAVE DETAILS CANCEL

I The status of the Wallet Check on the client record will remain incomplete until client
identification documents have been sighted.

5.5 Adding service information

Service delivery information should be recorded on the My Aged Care client record for all clients
accepted for service. This includes service commencement date, service frequency, intensity and
service end dates where a service has ceased.

This information should be recorded within 14 calendar days of acceptance, and providers will
receive notification reminders prompting them to enter this information if it is not completed within
this timeframe.

For Home Support and Residential Care Permanent services, the service commencement date
will be automatically popul ated frornervice Austr

Follow these steps to add information about the services being delivered to the client:
1. Select Service referrals from the Service and Support Portal homepage.

Alternatively,i f you know t he cuUseétkerFindascliemt ailme Yy ou can

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

Service and Support Portal

Welcome Shaun

K

Govemnment Provider Management System Residential care

Reports and documents SIRS Notice

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Select the Accepted services pending tab.

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

Service and Support Portal ot S

requests referrais

# Home | Service providers

“2) Accepted services pending

You have report(s) that are ready to be downloaded To download, go to Reports |

Incoming referrals Waithist Accepled services pending Services in place Referral history

Once you have | ocated the r el Acceptedtservicési ent 6 s ser v
pending tab, you can add service delivery information for the service.

Select the arrow on the Client card to view the expanded client card view and select ADD
SERVICE INFORMATION.

Eyad (Shanon) MCCLELLAN

Aged 74 ( 31 July 1950 ), Female © GOLDEN SQUARE, VIC, 3555 ]
Client contact details About this service 3
Preferred contact number 02 8721 7191 Referred for Social support and community
. engagement B
About this referral Service sub type No sub types e
Daleissued 24May 2024 Service item name Bendigo Health Care Group L
Date accepted 24 May 2024 Community and Home Support
Outlet Bendigo Health Home Care Services Naps service Id 25236
— Social Support Group F

Referral comments No referral comments provided

et s 0 vy 2y e e et v s -

Last name First name Aged care user ID Accepled dale % Referred date Service type Recommended start dale Priority
) RICHARDS Rodney AC11088060 15 May 2018 14 May 2018 Allied Health and Tharapy Services, 7765 Medium
Aged 85 ( 15 November 1932 ), Male @ PHILLIP, ACT, 2606
Client contact details About this service
Preferred contact number Not specified Service type Allied Health and Therapy Services
About Service sub type No sub types
Date i 14 May 2018 Service item name Allied Health and Therapy Services - At Client Location
Dale accspted 15 May 2018 Naps service Id 7785
Outlet Aged Care Inc - Outlet 1 Recommended service frequency 2 days per week

Referral comments  No referral comments provided

AEW REFERRAL SUMMARY AND CLIENT RECORD VIEW PDF OF CLIENT RECORD

REVOKE REFERRA INFORMATION

The Add service information  screen will be displayed.

3. When adding service information for Residential Care Respite, Transition Care, and
Commonwealth Home Support Program services you must enter the Service start date ,
input a Frequency , and select an Intensity from the drop-down list (all three inputs are
mandatory). Enter any additional information in the remaining fields and select SAVE
CHANGES.

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799 40
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Add service information

All fields marked with an asterisk (*) are required.
You are about to add service information for Rodney Richards

Service type Allied Health and Therapy Services

Service start date *
14/06/2018 (=)

How frequently is this service provided? *

Frequency (e.g. 2) Intensity (e.g. days per month) ~

Planned review date <g>

(e.g. dd/mmdbyyyy)

Service sub-type

[ Dietitian or Nutritionist

[ Podiatry

[ Physiotherapy v

SAVE CHANGES CANCEL

To supply specific service delivery information, select Other i Specify and enter additional
service delivery information in the free text field.

How frequently is this service provided? ©
Intensity (e.g. days per month)

Other - Specify ~

Service intensity — Other (specify):

0/100

4. Once saved, the client will move from the Accepted services pending tab to the Services

in place tab, and the populated service information will display under the Services section
within the client record.

The Service start date will update once the commencement date has been received from
Services Australia.

I For Support at Home and Residential Care referrals, the Add Service Information  button
will not be visible until the referral has been recommended and approved during assessment.
This ensures the correct services are confirmed before being entered into the client record.

For other programs, this button may be available earlier depending on the referral setup.

Enter any additional information in the remaining fields and select Save changes .

Once saved, the client will only move from the Accepted services pending tab to the
Services in place tab if a Service start date is present. The populated service information
will now display under the Services section within the client record.

The below screenshot shows a Support at Home serviced i spl ayed under the cl
Services tab, under the Current services in place section. It contains a service start date
which is displayed on the right hand side.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799 41
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Client summary Client details Support network Referrals for my organisation Plans Altachments Approvals My Aged Care interactions Notes

Tasks and Motifications Residential Care

Current services in place

Support at Home

Service provided by Bendigo Health Services - Community Care Mildura - Support at Home

About this referral From the assessor From the service provider
Referral details Recommended dates About the service
Support at home services approved: Home support Ongoing - Ongoing

Transitioned HCP Level 2 Service commenced 18 June 2024
Funding assigned 23 April 2024
Accepted 19 June 2024 1:14 am

SEE SERVICE DETAILS

5. For all referrals, the Add Service Information  button will be displayed once the service has
been recommended and approved during assessment. This ensures accurate and up-to-date
commencement information is recorded.

Last name First name Aged care user ID Accepted date Refemred date Refemred for * Recommended start date Priority
@ BASHIRIANF AUTODevontea AC82056979 16 May 2025 16 May 2025 Support at Home, 13684 @ High
-
Aged 67 ( 30 April 1958 ), Male 9 ZILLMERE, OLD, 4034
Client contact details About this service
Preferred contact number 08 4257 8681 Referred for Support at Home

Service tem name BHCG Case Management Services

About this referral
Date issued 16 May 2025 bapsserycaldi 15004
Date accepted 16 May 2025
Outiet Bendigo Health Home Care Services - Community
Care Bendigo

Referral comments  No referral comments provided

Home Support Ongoing - SaH Classification 6 @ Funding assigned
Home suppn

6. The Expanded view will show the recommended Support at Home services.

Last name First name Aged care user ID Accepted date Referred date Refermed for * Recommended start date Priority
@ BASHIRIANF AUTODevontea ACB2056979 16 May 2025 16 May 2025 Support at Home, 18684 @ High
Home support @ a

Home or community general respite: Community and centre-based
respite, Flexible respite

Nursing care: Registered nurse clinical care, Nursing assistant clinical
care, Enrolled nurse clinical care, Nursing care consumables
Nutrition: Nutrition supports

Domestic assistance: General house cleaning, Laundry services,
Shopping assistance
Home mail

and repairs: i with home

maintenance and repairs, Expenses for home maintenance and repairs
Meals: Meal delivery, Meal preparation
Social support and community engagement: Group social support,
Individual social support, Accompanied activities, Cultural support, Digital
education and support, Assistance to maintain personal affairs, Expenses
to maintain personal affairs
Transport: Direct transport, Indirect transport
Care management: Home support care management
Personal care: Assistance with self-care and activities of daily living,

i i JIf- of i Conti

management (non-clinical)

I The service start date is automatically updated when the Aged Care Entry Record (ACER) is
processed by Services Australia. To avoid errors in receipt of your funding, you must ensure
you have accepted a referral for service for a client prior to submitting the ACER. Once the
ACER is completed, this will move the service referral from the Accepted services pending
tab to the Services in place tab.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799 42
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5.6 Updating service information

The Services in place tab in the Service referrals section of the Service and Support Portal
displays accepted services that have service delivery information recorded.

I Forthe Support at Home program, updating service information will not be available as the
services required are approved by an assessor. As a provider, you can request a Support
Pl an Review when the participantds needs,
participants needs additional services. See section Requesting a Support Plan Review
(SPR) to meet changing needs.

1. Navigate to the Services in place tab by selecting Service referrals from the home page,
the banner at the top of the screen from any page within the portal, or the menu bar in the
top left.

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

Rotrieve a

referral code fd & chem

Service and Support Portal

_ | Service pronders

{“3Services in place

You have report(s) that are ready 1o be downloaded To download, go 1o Ref

Incoming referrals Waithist Accepted services pending Referral history

For the service you are updating, expand the Client list to view the expanded client list view
and select UPDATE SERVICE INFORMATION.

First name Aged care user ID Commencement date - Referred date = Service fype Recommended start date
") MOECKEL Dock AC15138712 15 Nov 2017 24 Oct 2016 Home e, 9582 Garden e Medium
o DENAFO Vemon AC35415512 14 Nov 2017 24 0ct 2016 Home modifications, 9582 Medium

ed 82 ( 13 August 1935 ), Female ¥ YASS, NSW, 2582
ot

About this service
Service typa

Client contact details
Preferred contact number (02) 9506 5133 Home modifications

Service sub type  No sub types

About this referral
Date issued 24 Oclober 2016
Date accepted 24 October 2016

Outlet Yass Valley Home Living Support

Service item name  Yass Council Home
eld 958
Service frequency 4 Days per week

Naps

Referral comments  And | burrowed a hole in the glowing coal and stuffed in Sam Mcgee | was 7628A5035 Service dates
5 ®
Recommended service dates Start date 14 November 2017
Recommended startdate  None Planned end dale
Planned review date None

Recommended review date  None

Recommended end date None Service provider comments

UPDATE SERVICE INFORMATION

Alternatively, you can select UPDATE SERVICE INFORMATION in the expanded card view.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799 43
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Vernon DENAFO

Aged 82 ( 13 August 1935 ), Female @ YASS, NSW, 2582
Client contact details About this service
Preferred contact number (02) 9506 5133 Service type Home modifications
About this referral Service sub type No sub types
Date issued 24 October 2016 Service item name  Yass Council Home
Date accepted 24 QOctober 2016 Naps service Id 958
Qutlet Yass Valley Home Living Support Service frequency 4 Days per week
Referral comments  And | burrowed a hole in the glowing Service dates
ggggﬂ%gg“ﬁed in Sam Mcgee | was Start date 14 November 2017

i Planned end date
Recommended service dates

Recommended start date None Planned review date None

. Service provider comments
Recommended review date None p

Recommended end date None

VIEW REFERRAL SUMMARY AND CLIENT RECORD VIEW PDF OF CLIENT RECORD

REQUEST A REVIEW UPDATE SERVICE INFORMATION |

Update service information and select SAVE CHANGES. This information will now be
updated on the Services in place tab and the Services tab in the client record.

2. Service delivery information can also be updated from the Services tab in the client record
by selecting UPDATE SERVICE INFORMATION for the relevant service.

Client record Referrals for my organisation Plans Attachments Approvals My Aged Care interactions Motes Tasks and Motifications

Current services in place @

Transition Care
Service provided by Aged Care Allied Health & Residential

About this referral From the assessor From the service provider

Referral details Recommended dates About the service

Accepted date 12 July 2017 417 pm Recommended start date Mone Senice frequency 7 Days per week
Recommended end date Hone Service dates
Recommended review date MNone Start date 12 July 2017
Approval details Planned end date Mone
Approval start date 12 July 2017 Planned review date Mone
Approval end date  None Service delivery status Commenced

Grace period end date MNone

Service provider comments
Mone

UPDATE SERVICE INFORMATION REQUEST TRANSITION CARE EXTENSION

! Ceasing a clientés sG@ienvdeceasedwnitlhl tchhea nrgeea stohne ocfl i e
to Deceased and make the client record read-only. Any unaccepted service referrals will be
recall ed, services in place wildl be ceased, asse

access to the client portal will be revoked.

My Aged Care will not send correspondence to the client or their support network after the
status is changed to Deceased . However, providers will be sent a notification reminding
them to close or finalise any in-progress activities relating to the client.

Where a client is active in the Support at Home Priority System or has been assigned a
Support at Home classification, this will remove the client from the Support at Home Priority
System and withdraw any assigned Support at Home funding.

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799 44
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5.6.1 Record a note of changes made to client service information

My Aged Care contact centre staff, assessors and providers can view and add different types of
notes about clients in the My Aged Care portals.

I f there is significant change to a clientds servi
providers update the service information and add a note to the client record.

! I f a clientds needs or circumstances have chang
the clientds Support plan may be required. The
Support plan is described in the Request a Support Plan Review (SPR) to meet changing
needs section. For clients that need to be reclassified for residential funding purposes, refer
to the Requesting Residential Funding Reassessments section.

Providers can add the following notes to the client record:

i Observations: Observations from service provider and/ c
client. Assessors and providers can view these notes.

i Other: Additional information about the client. Assessors, providers and clients can view
these notes.

Providers can only view notes of type Client story , Other and Observations .

When My Aged Care contact centre staff or assessors adds a Sensitive note about a client,
a banner will appear on the client record advising providers to call the My Aged Care contact
centre for more information. Information on the content of the sensitive note will only be
provided where relevant to the provider.

v « This client has a sensitive note on their record. Please call My Aged Care on 1800 200 422 for further information_

Follow these steps to add a note to the client record:

1. Navigate to the client record (refer to the guide Service and Support Portal User Guide - The
Client Record for more details) and select Notes.

Notes

REQUEST A REVIEW 5 VIEW PDF OF CLIENT RECORD

Client summary Client details Referrals for my organisation Plans Attachments Approvals Services My Aged Care interactions Tasks and Notifications

Notes on the client record will be displayed.

2. Select ADD A NOTE and choose the note type and a description. Once this information is
filedoutt, you add the note to tBAVEcC|lientds record by

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799 45
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Add a note
o = - g All fields marked with an asterisk () are required.
Type: * ® h
I End date:

(e.g. ddmmsyyyy)

Please select Description: *

(500 Characters)

11/02/2019 SAVE CAMCEL

Alternatively, from the Client details tab, select ADD A NOTE from the Current notes
section.

Clisnt summary Clienl delails Refarrals for my organisation Plans Allachments Approvals Services My Aged Cara inleraclions MNoles T
About Mike

Personal information
Born 11 February 1930, Australian, born in Australia, married (registered/de facto), with partner

To contact Mike @
Contact detalls

Primary contact person
Mike HILL (self)

Communication requirements
= Frefer to speak English

Address details

Home address
MIRELLA Unit 4, 90 GOZZARD STREET GUNGAHLIN, ACT, 2912

Service delivery address
MIRELLA Unit 4, 90 GOZZARD STREET GUNGAHLIN, ACT, 2912

Send any comespondence to
MIRELLA Unit 4, 90 GOZZARD STREET GUNGAHLIN, ACT, 2912

Relationships

Current notes

You can add notes of type Other and Observations to the client record of any clients that
have been referred to your outlet. For example, clients in your Incoming referrals  tab.
These notes will be visible to My Aged Care contact centre staff, assessors, and other
providers delivering services to that client.

The blue question mark symbol is a help hint which explains the various note types and
who can view them, as there is a different audience per note type.

For further information about note types and who can view them, refer to the guide Service
and Support Portal User Guide - The Client Recordav ai | abl e on the Depart me

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799 46



http://www.myagedcare.gov.au/
https://www.health.gov.au/resources/publications/my-aged-care-service-and-support-portal-user-guide-the-client-record?language=en
https://www.health.gov.au/resources/publications/my-aged-care-service-and-support-portal-user-guide-the-client-record?language=en

®

562 Request an extension to the clientds care

Care extension requests, including respite care, can be actioned through the Service and Support
Portal. This request will be sent to the Delegate for approval. If you are unable to complete a care
extension request for a client via the Portal, call the My Aged Care service provider and assessor
helpline on 1800 836 799.

Periods of Transition Care can be extended to a maximum of 42 consecutive days; whilst periods
of Residential Respite care can be extended for a maximum of 21 non-consecutive days.

Care extensions are effective from the commencement date within the request pending the
Del egateds approval . Ext ensi,exoeptinspgpcatcases Focnzoren o t
information please refer to the My Aged Care Assessment Manual.

! Extension requests through the My Aged Care Service and Support Portal must be

requested on, or before, the number of entitled days ending if the client requires additional
care.

Follow these steps to request a care extension:

1. Find the client you wish to request a care extension for, by navigating to the Services in
place tab and expanding the card or list view for the client. Select REQUEST [CARE TYPE]
EXTENSION. The following two screenshots show examples of a transition care extension,
and a residential respite care extension.

TRANSITION CARE EXTENSION EXAMPLE

Lucas EDEN

Aged 83 ( 5 May 1935 ), Male @ PHILLIP, ACT, 2606
Client contact details About this service
Preferred contact number Mot specified Service type Transition Care

About this referral Service sub type No sub types

Date issued 20 February 2019 Service item name Transition Care

Date accepted 20 February 2019 Naps service Id 1-PNMTQ30

Outlet Aged Care Inc - Outlet 2 Service frequency 5 days per week

Referral comments No referral comments provided Service dates
Start date 20 February 2019
Planned end date None
Planned review date None

Service provider comments No provider comments
provided

VIEW REFERRAL SUMMARY AND CLIENT RECORD VIEW PDF OF CLIENT RECORD

REQUEST A REVIEW REQUEST TRANSITION CARE EXTENSION I UPDATE SERVICE INFORMATION

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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RESIDENTIAL RESPITE CARE EXTENSION EXAMPLE

Mrs Cindy CUENT

Fomade, 53 yosrs obd, 1 Jassary 1990, ACTD 14052 Primary contact Cindy Clont (seff) . 0426 221 506
B4 QOOGEROO AVENUE FRANKLIN, ACT, 2913 Carer UAT Exciynarm UAT Quendn (Nolghboor) - 61 2907 1234
Prefers ko sposk Chanese View support

®Cindy Client services — -

Chent summary Clentdetais  Support network Rederrals for my organsation Prans Aftachmeots  Appeovals My Aged Caee interactons

HNoses Tasks and Nosdcatons Fesdental Care
Current services in place @

Residental Respite Care

Service provided by Aussr Aged Care

About this reforral From the assessor From the service provider
Referral detalls Approval Setadls About the service
Accephod Approval start date 22 Seplember 2022 Service dates
Start date 2 Seplember 20022

Service defvery slatus  Commenced
Grace pecod end date  None

Alternatively, locate the client through the Find a client functionality, and navigate to either
the Services or Approvals tab of the client record and select REQUEST [CARE TYPE]
EXTENSION.

@ Care approvals

Client summary Client details Referrals for my organisation Plans Attachments Approvals My Aged Care interactions Notes Tasks and Notifications

Approvals

The client is approved for the following care types under the Aged Care Act 1997
Current care approvals

G‘) Home Care Package Level 4

(‘) Residential Permanent

Transmon Care

2. Complete all mandatory information indicated in the extension request pop up. The
mandatory information will depend on the care type the extension relates to.

Once completed, select SUBMIT REQUEST.

I To assist the delegate, when submitting an extension request you are required to include the
paid days balance from the Services Australia Aged Care Payment system and the date
when the balance was calculated.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799 48
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TRANSITION CARE EXTENSION EXAMPLE

Request transition care extension

All fields marked with an asterisk (*) are required
You are about to request a transition care extension for Lucas EDEN

Dale of original entry into ransition care? (dd/mmiyyyy): *

12/02/2019 ®
Proposed number of extension days (between 1 1o 42 days): *

42

Goals nol achieved in 12 weeks of transition care: *

Example goal

Goals for Lucas EDEN during exlension period *
Example goal

Team aclion required to achieve extension goals *

Example goal

Outside services aclion required lo achieve extension goals: *

Example goal

Information from other sources: *

Example information

Client consent was obtained for this extension:

SUBMIT REQUEST CANCEL

RESPITE EXTENSION EXAMPLE

Request residential respite extension

All fields marked with an asterisk (*) are required.
You are about to request a 21 day residential respite extension for Martez COLBURN
Date of original Residential Respite Care approval was: 26 February 2023

Select one .

Carer stress

Severity of the care recipient
|Absence of the care recipient =
|Any other relevant matter

3. You will receive confirmation that the care extension request has been submitted to the
Delegate.

9 ° Care approval extension request created.

« The assessment and support plan has been sent to the Delegate for their decision

You will also receive a notification that the request has been submitted.

You will receive an email notification when the Delegate has made a decision on the care
extension request.

Client summary = Client details = Referrals for my organisation Plans = Aftachments = Approvals = Services My Aged Care interactions GGl Tasks and Notifications

Filter by

Due Received
Type Date & Date 2 Calegory Title/Description Activity Id Portal Outiet
Notification 20/02/2019  Client Care Extension Request Service Provider  Kingston Aged Care

Servi . 55848678488 Portal A it S
evices A request for a care extension has been submitted. Details onal Ssessment senvice

are as follows -

Aged Care User Id: AC93976173

Service : Transition Care

Requested By - BL_ZH274306

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

Requested Status - Acceptance Pending

Assigned to: MCDONALD, Leanne

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799 49
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5.6.3 Request a Support Plan Review (SPR) to meet changing needs

This functionality is for any client receiving subsidised aged care referred through the Assessor
Portal.

! I f your residenti al care clientbés care needs ha
for residential funding purposes, refer to Requesting Residential Funding Reassessments.

A provider can ask for a Support Plan Review (SPR) through the Services and Support portal
when:

9 their needs, goals, or circumstances have changed since their last assessment,
9 their support plan no longer reflects their current situation,

1 they need additional services, or

1 atime-limited service has ended.

The assessor wil/l then review the clientds situat.
clientds needs.

The introduction of Support at Home services has expanded the circumstances under which an

SPR can be submitted. SPRs are most | ikely initiat
consent), who can submit a request through the My Aged Care service and support portal. When
requesting SPRs, providersmust attach supporting documentati on &
care arrangements, such as their quarterly budget and/or care plan.

Providers are encouraged to provide as much inform
need for, and urgency of, a support plan review or new assessment.

This information is available in the detail ed asse
plan in the Plans tab of the client record.

If a client has not previously had an assessment through My Aged Care, contact the My Aged
Care service provider and assessor helpline on 1800 836 799 to request a new assessment.

Follow these stepsto request a review of a clientds support

1. Check the client o6s .&efes®thsRtaaantab ofithe tlient ratard foro n
more detailed assessment history information.

A request cannot be submitted for review if there is already an existing assigned review for
the client in the assessor portal or an assessment is currently being undertaken. Check for
this prior to starting a review request.

I f you have any concerns, contact the assessment
most current assessment (details included in the Plans tab).

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799 50
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@ Patsy Calledge support plan

REQUEST A REVIEW Y VIEW PDF OF CLIENT RECORD

Client summary Client details Referrals for my organisation m Attachments Approvals Services My Aged Care interactions Notes Tasks and Notifications

Assessment Details

(;) Assessment information

« Comprehensive Assessment was completed on 15 February 2019 by the Aged Care Assessment Service
« Comprehensive Assessment status is Assessment Complete
« The review date has not been specified

() Assessment summary

(%) Needs identified at assessment

() Assessment history
() comprenensive Assessment 15 February 2019

(.7’) Screening 15 February 2019

2. Select Service referrals from the homepage.

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

Service and Support Portal Logout

Welcome Shaun

m Find a cient Review requests

Service referrals Govemment Provider Management Systes esides are My Aged Care inleractions

Reports and documents SIRS Notice

3. Select Services in place . Locate the client for whom you wish to request a review and select
REQUEST A REVIEW.

Incoming referrals vaitlist Accepted services pending Referral history

am
mm CARD LIST

Filter by

1to 1 out of 1 matching result

Last First Aged care user Commencement Referred Recommended start

name name D date - date Service type date Priority
DENAFO Vernon AC38086799 19 Sep 2018 19 Sep 2018 Residential Permanent, 4321 Medium
Aged 83 ( 13 August 1935 ), Male ¢ YASS, NSW, 2582

Client contact details About this service

Preferred contact number 02 9506 5133 . Service type Residential Permanent

About this referral Service sub type  No sub types

Date issued 19 September 2018 Service item name Residential Permanent - At Provider Location
Date accepted 19 September 2018 Naps service Id 4321
Qutlet Aged Care Inc - Qutlet 1 Service frequency 7 days per week

Referral comments No referral comments provided Service dates

Start gate 19 September 2018
Planned end date None
Planned review date None

Service provider comments No provider comments provided

VIEW REFERRAL SUMMARY AND CLIENT RECORD VIEW PDF OF CLIENT RECORD

Al ternatively, a |link to request a review wil/|
record.

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

REQUEST A REVIEW [& VIEW PDF OF CLIENT RECORD

The client has not yet completed a wallet check.
Conduct a wallet check now

Client summary [EGIENAMN  Roferrals for my organisation  Plans  Attachments ~ Approvals ~ Services My Aged Care interactions ~ Notes ~ Tasks and Notifications

4. (Service Providers only) In the Request A Review screen, there is a checkbox that asks
whether your client meets the requirements for a direct comprehensive assessment. After
ticking Yes, you will be prompted to call the My Aged Care Service Provider and Assessor
Helpline on 1800 836 799 to request the Contact Centre staff to issue a direct referral for

you.

This will then be sent to the assessment organisation to review. A banner will be displayed
on client records indicating a direct referral.

THE REQUEST A REFERRAL SCREEN FORFSERR@BADERS (EXAMPLE)

N Home | Sarvco Roforrals | Request a review

Master Marion Lioyd DECARVALHO

Male, 72 yoars old, 16 February 1948, ACE2742180 134 4 MOPPA ROAD NURIOOTPA, SA_ 5355

Request details

mitar nave changed for e Clent

Needs Resdertial Care

Does the chent meel the requirements for a drect compeehensive assessment? ? Yes

A chent is ekgible for a direct comprehensive assessment iIf thay meat the following critena
« The chent is at nsk and has immediate unmet aged care needs and/or the client’s carer
amangements are unsustainable and
e  The chent needs assessment and approval for ransibon care or permanent ressdential care andior
resigential respite care
Please call the My Aged Care prowder and assessor hephne on 1800 836 799 to progress a direct
assessment for thes chent
For ak other scenarnos (Including need for home suppor and home care and restoralive services), unsedect
Yeas and continue o reguest a review

SEND REVIEW REQUEST

5. Complete all mandatory fields within the review request.
Once you select a subsidised care type under What type of subsidised aged care is the
client receiving? a second list for Primary reason for Support Plan Review Request ~ will
display.
The bel ow screenshot shows exampl Bifere@masons f or
guestions will need to be completed at this step depending on which option is selected.

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799 52
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Mr Effie Aleksandr GOBLE

Male, 74 years old, 6 September 1950, AC88525340 17 5 NELSON AVENUE HIGHTON, VIC, 3216

All fields marked with an asterisk (*) are required

Request details

What circumstances have changed for the client? *

How has this affected the client's need? * ( ? )

Does this request need to be actioned urgently? 'C;’)' O Yes

What type of subsidised aged care is the client receiving?*

O Support at Home(SaH)

O Commonwealth Home Support Programme (CHSP)

O Support at Home and Commonwealth Home Support Programme
O Flexible Care

@ Residential Care

Primary reason for Support Plan Review Request”
O Request for additional CHSP services or changes to CHSP services for clients who are dhly receiving CHSP services current]
O Request for additional CHSP services for clients who are in receipt of a HCP
(O There is a change in client's circumstances and they have an immediate need for access'to Support at Home services

® There is a significant change in the client's needs and additional Aged Care Act 2024 (th'Act) based aged care services are

The table below outlines the circumstances that can be used to request a support plan
review, as well as the circumstances in which a new assessment (instead of an SPR) will be

required.
Circumstance Definition
Hospital Discharge Client has been discharged from hospital and requires a review of
their current care needs and the type and level of support that will be
required.

Fall(s) or risk of falling | Client has had a recent fall or is at risk of falling.

Change in medical Client has had a recent change in a medical condition.
condition

Change in cognition Client has had a recent change in their cognition status.
status

Change in care needs | Client has had a recent change in their care needs.

Increasing frailty Client has increased in frailty.

Change in caring Client has had a recent change in their caring arrangements.
arrangements

Change in living Client has had a recent change in their living arrangements.
arrangements

Review service Client is receiving Support at Home services and requires an
recommendations additional service type within their current Support at Home

classification.

Vulnerable client Client is now vulnerable (e.g. experiencing or at risk of domestic or
family violence or elder abuse, at risk of hospitalisation, primary carer
is absent or non-existent).

Needs Transition Care | If the client receiving other aged care services enters hospital and
program needs Transition Care program (TCP), a new assessment is
required.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799 53
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Circumstance

Needs Residential
Care Permanent (N/A)

‘ Definition
Clients needing residential care who have not had residential care

added as a care type to their support plan will require a new
assessment.

Needs Residential
Respite (N/A)

Clients needing residential care who have not had residential respite
care added as a care type to their support plan will require a new
assessment.

Client has relocated

Client has moved or relocated.

Needs End-of-Life
Pathway (high priority)

1 Request a high priority SPR to be assessed for End-Of-Life
(EoL) pathway if the person is already on Support at Home or
CHSP ongoing classification

9 A person new to the aged care system who has not yet been
assessed for aged care services will need a reassessment to be
approved for the EoL pathway.

Review End-of-Life
Pathway (high priority)

Request a high priority SPR to move to an ongoing SaH
classification if the person need services beyond the EoL pathway
funding period.

Review existing
AT-HM funding tier

1 To request a higher Assistive Technology-Home Modifications
(AT-HM) funding tier

T If participantos
maintenance needs

technol or

o0gy

Needs AT-HM funding
tier

9 Addition of new Assistive Technology (AT) or Home Modification
(HM) funding tier for participants with restorative care or End-of-
Life classifications

91 For existing HCP care recipients, providers can identify their AT
and/or HM needs through the AT-HM scheme data collection.
This is the preferred method for accessing AT-HM funding for
this group. The AT-HM scheme data collection is a temporary
process for transitioned HCP care recipients who have no or
insufficient HCP unspent funds and who will have AT and/or HM
needs between November 2025 and February 2026. All
transitioned HCP care recipients will have approval to access the
AT-HM scheme without a new aged care assessment.
Alternatively, you can request a support plan review by an aged
care assessor.

Needs Restorative
Care

If participant is already approved for a Support at Home classification
and needs access to a period of restorative care in order to improve
level of function, they will need a new assessment conducted.

Review existing
Restorative Care

Approval for additional services during the restorative care period, or
provide evidence that additional funding is required.

Needs additional
CHSP services (for
existing CHSP
participants)

To meet changing needs which may require additional CHSP
services (when participant has already been approved for CHSP
ongoing)

Needs CHSP ongoing

To close off a period of reablement support and/or meet changing
needs which may include needing an ongoing service type after the
episode of reablement has finished.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799 54
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Circumstance ‘ Definition

Immediate need for Participant has finished their End-of-Life period of support and needs

access to Support at to transition to an ongoing Support at Home classification.

Home

Ongoing Support at Additional services within a service type that has already been

Home (for existing i ncluded in the individual s su

participants) Support at Home classification. This will be submitted by the
individual 6s Support at Home pr

If the client needs require urgent review, tick the Yes box next to Does this request need to
be actioned urgently? and provide information in the reason field. This will help the
assessor or contact centre to prioritise

FWETTT

Does this request need to be actioned urgently? ('::\}. Yes

Why does this request need to be actioned urgently? * [/ ?\j
2/

0/ 253

6. Ifaclientis receiving Support at Home or combination of Support at Home and
Commonwealth Home Support Programme (CHSP) services, it is mandatory for a care plan
and budget to be attached to the review request. The request cannot be submitted without
this information.

I A provider may receive a request from the My Aged Care contact centre where they have
received a web referral request from a health professional for a clinical aged care needs
reassessment for an existing Support at Home participant.

The Support at Home providerss houl d revi ew the clientds
and if a reassessment is required for change to Support at Home classification and/or
priority, submit the support plan review request to the assessor.

If the provider is not proceeding with the support plan review request as the client is already
supported by the existing Support at Home classification, they should liaise with the health
professional to advise them why the reassessment request is not proceeding.

t

S

O Support at Home and Commonwealth Home Support Programme
O Flexible Care
[® Residential Care|

Primary reason for Support Plan Review Request”

O Request for additional CHSP services or changes to CHSP services for clients who are only receiving CHSP services currently

(O Request for additional CHSP services for clients who are in receipt of a HCP

(O There is a change in client's circumstances and they have an immediate need for access to Support at Home services

@ There is a significant change in the client's needs and additional Aged Care Act 2024 (the Act) based aged care services are required

) ) o . P
Please identify what services the client is currently receiving. = ( ? )

Please provide a copy of the client's care plan and individualised budget. (‘?)\
ADD CARE PLAN ADD BUDGET

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799 55

h e

i tuat



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

7. Select the Browse button to choose a document for upload. Complete all mandatory fields
and select UPLOAD to complete.

Add a care plan

- Please note: Some attachments will be viewable by other people with authorised access to this client record.
l 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:
Jjpeq, .jpg, .bmp, .png. .docx, xisx, .pdf, .rif, txt*

File: =
\icentral health\dfsuseren Browse. ..

Mame of the attachment: *

Care Plan

Type of document: *

SP Care Plan [~

Flease provide a short description about the contents of the attachment, e.g. assessment date and time
(250 characters)

07250

UPLOAD CANCEL

Once the documents are successfully uploaded, they will display in the review request.

Selecting on the rubbish bin icon next to the attachment name will delete the attachment.

! A confirmation message will not be displayed.

Primary reason for Support Plan Review Request*

O Request for additional CHSP services or changes to CHSP services for clients who are only receiving CHSP services currently

O Request for additional CHSP services for clients who are in receipt of a HCP

O There is a change in client's circumstances and they have an immediate need for access to Support at Home services

® There is a significant change in the client's needs and additional Aged Care Act 2024 (the Act) based aged care services are required

o\
Please identify what services the client is currently receiving. * ( ? )

Please provide a copy of the client's care plan and individualised budget. CJ}

Care plan: Care Plan.docx Qj)
Individualised budget: Budget docx (ﬁﬁ[\

8. Once all mandatory fields have been completed, tick | have reviewed the information on
this page, and | confirm that it is correct  then continue to SEND REVIEW REQUEST.

A confirmation will display if the request is submitted successfully.

[] | have reviewed the information on this page and | confirm that it is correct. *

SEND REVIEW REQUEST CANCEL

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799 56
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5.6. 4 Checking the status of a Support Plan Review

1. If aclient, provider or aged care needs assessorhasr equest ed that a cl
reviewed, it will be referred to an aged care needs assessor to complete. A service provider
staff member with the team leader role is then able to check the status of this review via the
Service and Support portal.

This can be done by selecting the Review requests tile.

1800 836 799 Mon-Fri 2am - 8pm Sat 10am - 2pm Welcome Charles from* Aussie Healthcare

Service and Support Portal

Welcome Charles

‘ ‘ : Find a client Review requests

‘Service referrals Tasks and notifications Retfrieve a referral code

2. On the Review requests page, select the Request history tab to view the status of any
reviews.

If a review has recently been conducted, there will be a green Review complete bar across
the bottom of the client record.

Select the @

1800 836 799  Mon-Fn sam - Bpm Sat 10am - 2pm

Provider Portal

# Home | Review requests | Request history

(& Request history

Filter by

Sort requests by

in order of
Requested by v| Reverse Alphabetical (Z-4) ..|n

Current sort order is Requested by 110 1 out of 1 matehi i
101 aut of 1 matching result

9 PHILLIP, 2606, ACT
Aged Care ID. ACT3254310

c 31 August 2017
Req Danlel Larusso?d

3.  You will then be able to view the outcomes of the review.

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

Depending on the outcome, you may need to make changes to the way you deliver services

Information is recorded on the client record to assist providers in understanding what or if
any changes need to be made to better support the client.

The outcome of a review by an aged care needs assessor may be:

1 nochange
I anincrease or decrease in services within the scope of the current approval

1 areferral to for a comprehensive assessment for services under the Aged Care Act
2024.
Where the review outcome affects the current delivery of services to the client, the aged care

needs assessor may contact the service provider and discuss the results of the review and
the recommendationst hat apply to that providerds services

If the support plan review results in an increase or decrease in services, the provider should
update the service delivery information in the client record.

Where a new assessment is initiated and results in a different service type being approved,
the provider will be either:

1 notified that they have a new referral to accept in the Portal (or in the case of Support at
Home Classifications, they will have to wait until the client is assigned a classification),
or

1 contacted by the client to discuss arrangements for ceasing care with that provider (for
example if the current provider is unable or not approved to provide the type of care for
the new referral).

Funding and classification details are assigned at the point of service recommendation and
are visible in the client record.

@ For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799 58
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6. Generating reports and accessing forms

Providers can generate reports and access forms via the Service and Support Portal.

You are also able to use the Reports feature to print documents, including completed Integrated
Assessment Tool (IAT) PDF reports and client record PDFs.

6.1 Generating reports
Team Leaders and Staff Members can generate reports. Follow these steps to generate a report.

1. Select Reports and documents from the homepage. The Reports and documents page
will be displayed.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Shaun from Holiday UAT Service Provider Outiet

Service and Support Portal Logout

Welcome Shaun

Refrieve a refemral code

Residenfial care My Aged Care interactions Reports and documents

SIRS Notice Govemment Provider Management System

2. The Reports and documents page features a Reports tab, a Forms tab and a Links tab.
The Reports tab displays a list of Recently Requested Reports and Reports .

The Recently Requested Reports  will display client record PDFs or IAT reports that have
been generated by the user.

The Workload Management report is available from the Reports tab.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Repor’rs and documents
Forms Links

My Reports
Name Requested Date Status
No Records found
Reports List
Name Description Formats
Service Provider Workload Management PDF

BUSINESS INTELLIGENCE REPORTS

3. To generate a report, select the name of the report in the Reports List .

Repor’rs and documents
Forms Links

=
<
A
)]
§®]
o
=+
w

Name Requested Date Status

No Records found

Reports List

Name Description Formats

Service Provider Workload Management PDF

BUSINESS INTELLIGENCE REPORTS

4. Select the Outlet ID, enter a start and end date, and an output type (CSV or PDF), then
select REQUEST REPORT. If you do not want to generate the report, select CANCEL .

Generate report

Reports Forms Links

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

Service Provider Workload Management

Outlet (q.) Status -

Start Date

(e.g. dd/mm/yyyy)

End Date @ Service Type -
Te.g. ddimmiyyyy)

Priority -

Output Type: * -

REQUEST REPORT CANCEL

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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6.2 Viewing reports
Follow these steps to view reports:

1. Select Reports and documents from the homepage. The Reports and Documents page
will be displayed.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Shaun from Holiday UAT Service Provider Outiet

Service and Support Portal Logout

Welcome Shaun

m Review requests
Service referrals Refrieve a referral code

Residenfial care My Aged Care inferactions Reporis and documents

i

SIRS Notice Govemment Provider Management System

2. Inthe My Reports section, select View beside the report you would like to view.

Reports and documents

Forms Links

My Reports
% Requested Date
Service Provider Workload Management 18 February 2019 Ready - View
Reports List
Name Description Formats
Service Provider Workload Management PDF

BUSINESS INTELLIGENCE REPORTS

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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6.3 Accessing forms
Follow these steps to access forms.

1. Select Reports and Documents from the homepage.

1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Weicome Shaun from Holiday UAT Service Provider Outlet

Service and Support Portal Logout

Welcome Shaun

0101_

Refrieve a referral code

My Aged Care inferactions Reporis and documents

SIRS Notice Govemment Provider Management System

2. Select the Forms tab. A list of all forms available will be displayed.
Reports and documents

Reports Links

Forms
Application for Emergency Care - February 2017 [pdf 311.34KB]

7. Serious Incident Response Scheme (SIRS)

SIRS natifications can be created, viewed and managed at the individual user level by users
assigned the Staff Member or Team Leader role in the Service and Support Portal if they have
been assigned the SIRS role by the Organisation Administrator.

Detailed instructions on SIRS functions can be found in Service and Support Portal User Guide -
Serious Incident Response Scheme (SIRS) Portal

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/service-and-support-portal-user-guide-serious-incident-response-scheme-residential-aged-care-services
https://www.health.gov.au/resources/publications/service-and-support-portal-user-guide-serious-incident-response-scheme-residential-aged-care-services
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8. Residential Client Classifications and
Reassessments

Residential Providers with the role of Team Lead or Staff Member can view the Residential Care
Tile. By selecting the Residential Care tile, you can navigate to 3 tabs:

1 The Care Recipient tab will list all clients receiving residential permanent and respite care.

1 The Requests tab will contain a list of all current and historical requests for initial
assessments, reassessments and reconsiderations.

1  The Palliative Care tab will contain a list of clients that were entered into permanent
residential services for palliative care.

8.1 Viewing residential clients and their residential funding classification

1. Onthe Home screen, select the Residential Care tile.

Welcome Shaun from Holiday UAT Service Pr

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

Service and Support Portal

Welcome Shaun

My Aged Care interactions Reports and documents

Govemment Provider Management System

The Care Recipient tab will list all clients receiving permanent residential care and details of
their residential funding classification.

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