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1 Purpose of this guide
This guide provides instructions on how to:
° Register for access to the PBS Approved Suppliers Portal (Portal).

° Sign in to the Portal using your myID.

2 Key Information

The Portal is administered by the Department of Health, Disability and Ageing (department).

myID is administered by the Australian Taxation Office (ATO) and is the Australian Government’s digital
identity provider that allows you to prove who you are online. It is different to your myGov account.

Relationship Authorisation Manager (RAM) is also administered by the ATO and is an authorisation service
that allows you to act on behalf of a business online when linked with your myID. You will use your myID to
log into RAM.

See the ATO Online Services website for information on how to set up your myID and RAM.

3 If you do not have a myID

Information on how to set up mylD is available at www.myid.gov.au.

As myID is not administered by the department, the department is unable to assist with enquiries related
to mylD.

4 Linking business entities through RAM

A principal authority needs to link to the business in RAM before others can be authorised to access
government online services on behalf of the business. Information on how to link business entities through
RAM is available at https://info.authorisationmanager.gov.au/

As RAM is not administered by the department, the department is unable to assist with enquiries related
to RAM.
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5 Registering for the PBS Approved Suppliers Portal

® First-time users of the Portal are required to register with a valid myID. Information on how to set up
your myID is available at www.myid.gov.au.

a) Open the Portal by typing https://pbsapprovedsuppliers.health.gov.au into your browser. The
preferred browsers are Google Chrome or Firefox.

The following screen will be displayed:

‘-E Australian Government .
55 peparmencorriean, | PBS Approved Suppliers Portal Sign in

Disability and Ageing

Home Upload Document(s) Certificate Reissue Contact Us

PBS Approved Suppliers Portal

ABOUT

The PBS Approved Suppliers Portal allows applicants to lodge applications for approval to supply pharmaceutical benefits and update their details online.
For further information about how to use the portal, refer to the User Guides.

b) Click on ‘Sign in” at the top right hand corner and the following screen will be displayed:

Vi Australian Government .
* deparmentoriie, | PBS Approved Suppliers Portal Sign in

Disability and Ageing

Home Upload Document(s) Certificate Reissue Contact Us

Register Redeem invitation

First time users of the PBS Approved Suppliers Portal are required to register with a valid mylID. For information on how to set up your mylD, please visit the Australian Taxation
Office website

By clicking the “Sign in” button below, | agree to abide by the Terms of Use of the PBS Approved Suppliers Portal.

Sign in

c) Select the Register tab and then click on the ‘Register’ button. You will then be prompted to enter
your email address and sign in via myID.
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6 Signing in to the PBS Approved Suppliers Portal with
myID
a) Select the top right ‘sign in’ option; the Green ‘sign in’ button will then display.

“ff e Australian Government
T Department of Health,

Disability and Ageing

PBS Approved Suppliers Portal Sign in

Home Upload Document(s) Certificate Reissue Contact Us
L |

<3 Sign in Register Redeem invitation

First time users of the PBS Approved Suppliers Portal are required to register with a valid mylD. For information on how to set up your mylD, please visit the Ausiralian Taxation
Office website

By clicking the "Sign in” button below, | agree to abide by the Terms of Use of the PBS Approved Suppliers Portal.

Sign in

Selecting the green ‘Sign in’ button will take you to the following myID email login screen:

Australia’s

Digital ID

Australian Government | SYStem

Select your identity provider

o You may need to increase the strength of your digital ID for Department of Health and Aged Care.

Department of Health and Aged Care needs you to prove who you are using a Digital ID.

Read about what is an identity provider and your privacy and security.

74 mylD

@ MManaged by Australian Government

You'll need these to get started

O 05 or Android device

Remember my choice
(Not recommended for shared devices)

Select mylD »

b) Click on ‘Select myID >" which will take you to the following screen
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Loginwith mylD

mylD email

I:I Remember me

Don'thave amylD? Setone up @

Create a mylD to prove who you are and log in to online services

® Google Play

Visit mylD & to find out more.

c) Enter your myID email address and click on ‘Get Code’.

Once you have clicked on the ‘Get Code’ button, the following myID code authentication screen will be
displayed:

LoginwithmyIlD
1. Openthe mylID app on your phone

2. Accept orenterthe code

4012

Didn't get a code? Ensure you have entered the ema
associated with your mylD.

3.Comebackandlogin

Visit mylD G to find out more,

d) Accept or enter the unique authentication code into your smart device.

Once you accept or enter the authentication code, the Portal Home screen will be displayed and you will
have access to all standard Portal functions (My Dashboard, Apply for Approval, Upload Documents,
Certificate Reissue).

‘G Australian Government

PBS Approved Suppliers Portal Test User1 =

i “¥* Department of Health,
Disability and Ageing

Home My Dashboard Apply for Approval Upload Document(s) Certificate Reissue Contact Us

PBS Approved Suppliers Portal

ABOUT

The PBS Approved Suppliers Portal allows applicants to lodge applications for approval to supply pharmaceutical benefits and update their details online.
For further information about how to use the portal, refer to the User Guides.
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7 Relationship Authorisation Manager

If you have multiple entities attached to your myID, once you accept or enter the authentication code, the
following Relationship Authorisation Manager (RAM) screen will be displayed:

Relationship Authorisation Manager

Australian Government

Businesses | can act for

Select a business from the list to continue. If your business is not listed, you can add a business.
Search by ABN or name... X H
Entity name = ABN %
Hi Health Pty Ltd ABC 123456
K1Z456789

Best Health Pty Ltd

¢ Page 1 of1 > Results per page 50

Select the Entity from the list and click ‘Continue’.

After you click on ‘Continue’, the Portal home screen will be displayed and you will have access
to all standard Portal functions (My Dashboard, Apply for Approval, Upload Documents, Certificate

Reissue).

*  Australian Government

PBS Approved Suppliers Portal Test Usert ~

“ Department of Health,
Disability and Ageing

Home My Dashboard Apply for Approval Upload Document(s) Certificate Reissue Contact Us
—

PBS Approved Suppliers Portal

ABOUT

The PBS Approved Suppliers Portal allows applicants to lodge applications for approval to supply pharmaceutical benefits and update their details online.

For further information about how to use the portal, refer to the User Guides.
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8 Creating a user profile (once only)

If the myID email does not exist in the Portal under the selected Entity, the ‘Profile’ screen will be
displayed. Enter all field details and click on the ‘Update’ button.

After a user profile has been created and linked to that myID, the Portal home screen will be displayed and
you will have access to all standard Portal functions (My Dashboard, Apply for Approval, Upload
Documents, Certificate Reissue).

-

‘% Australian Government N
peparmentoriican, | PBS Approved Suppliers Portal Test Userl -

Disability and Ageing

Profile

Home My Dashboard Apply for Approval Upload Document(s) Certificate Reissue Contact Us Sign out

PBS Approved Suppliers Portal

ABOUT

The PBS Approved Suppliers Portal allows applicants to ledge applications for approval to supply pharmaceutical benefits and update their details online.
For further information about how to use the portal, refer to the User Guides.

@ Once a user profile has been created, it cannot be changed again in the Portal. If you need to change
the profile details, email PBSApprovedSuppliers@health.gov.au.
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9 Invitation Codes

If you have registered a user profile previously, you may receive the following error message when
attempting to login:

Register your external account

[ - The email "plum.sinlog@sintest.gov.au” is already taken. ]

Email
plum.sinlog@sintest.gov.au

Provide an email address to complete the external account registration

If this occurs, you will need to obtain an invitation code by sending an email to
PBSapprovedsuppliers@health.gov.au, providing your myID email address and the business name to be
linked, and request a ‘unique invitation code’.

You will receive the code by email. Once you have received the code, follow these steps:

Access the Portal using the link https://pbsapprovedsuppliers.health.gov.au/Register?returnUrl=%2F

2. Enter the unique invitation code provided in the email
3. Check the ‘l have an existing account’ box
4. Click ‘Register’

+Jsign in Register Redeem invitation |

Sign up with an invitation code

Invitation code * |

[ I have an existing account

Once you have successfully redeemed your invitation code, you will be redirected to the Sign In page.

43 Sign in Register Redeem invitation

First time users of the PBS Approved Suppliers Portal are required to register with a valid AUSkey. AUSkeys can be obtained from the Australian Business Reqister website.

By clicking the “Sign in” button below. | agree to abide by the Terms of Use of the PBS Approved Suppliers Portal.

Redeeming code’ r18GhcFiBXDETEjk2b2kCWQQ8EjUeNxQXiDhefdnlcAi-Msm9bg-a15istzSIMWvuhChf3vN3YAIKR1-
ohDf-1B6A4nsLjpUuGmF03G4HahgaqaNOtwGBL4yuKeN4IvA-AIOLJgJ4WY bktBVpFsPnuvq2-LO6P8ZMaDwe3IDOhPe-

Click the green ‘Sign In” button.

Sign in to the Portal with your myID and select the additional entity you wish to link to your existing Portal
profile.
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10 Linking additional entities to your myID

If your business name is not displayed under ‘Businesses | can act for’ on the RAM screen, visit the ATO
website for information on how you can add a business to your myID — How to link your business in RAM.

When you have added your business to your myID, follow steps 6 (a) - (d) at the beginning of this guide to
sign into the Portal.

At the RAM screen, under ‘Businesses | can act for’, select the relevant Entity and click on the ‘Continue’
button.

Relationship Authorisation Manager

Australian Government

Businesses | can act for

Select a business from the list to continue. If your business is not listed, you can add a business.

Entity name & ABN =

Hi Health Py Ltd

E'. Best Health Pty Lid j <:|
< Page 1 of1 » Results per page 50

\—‘CHHCFI m

Once you click on the continue button, the Portal home screen will display and you should now have
access to all standard Portal functions for the selected Entity (My Dashboard, Apply for Approval, Upload

Documents, Certificate Reissue).

W Australian Government

PBS Approved Suppliers Portal Test Usert ~

"X Department of Health,
Disability and Ageing

Upload Document(s) Certificate Reissue Contact Us
I

Home My Dashboard Apply for Approval

PBS Approved Suppliers Portal

ABOUT

The PBS Approved Suppliers Portal allows applicants to lodge applications for approval to supply pharmaceutical benefits and update their details online.

For further information about how to use the portal, refer to the User Guides.
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® You will only be able to view applications made under the selected Entity. For example, if you started
an application for Company A, and you login with Company B, you will not see the application initiated for
Company A.
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