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1 Introduction

The Government Provider Management System (GPMS) is a flexible
Information Technology (IT) system which is a critical part of the Aged Care
Digital Transformation Initiative underway to support aged care reform through
better technology.

GPMS provides greater connectivity and data sharing between aged care
providers and government.

1.1 Purpose
This User Guide has been designed to support registered providers to view
and manage their:

e Provider organisation details

Residential care homes

Branches

Responsible persons and contacts

Associated providers

1.2 Glossary

A glossary is available on the departments website to help users to
understand the terminology used in relation to GPMS functionality.

1.3 Login to the GPMS portal

To login to the GPMS Registered Provider portal please visit the GPMS portal
log in page.
If users require assistance logging into the GPMS Portal, please refer to the

Government Provider Management System — Quick Reference Guide:
Logqging into GPMS.
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Please note:

The Department of Health, Disability and Ageing will retain records of
users’ access to GPMS. When prompted upon login to GPMS, the
user must accept the GPMS Terms of Use to be able to access the

system.

Terms of use

)

To access the Government Provider Management System you must agree to the terms of use

Do you agree to terms of
use?

email address.

Yes

No

Once you agree to the terms of use and click "Next', a code will be generated and sent to your

Government Provider
Management System

1.4 Access Permission

Organisation administrators can assign the following roles in GPMS via the
Manage users function on the GPMS landing page:

Role

Tasks the user can perform

Provider staff
(Registered
Provider)

View all details about their organisation and
reported contacts

Manage all contacts for their organisation

Provider staff
(Home/Branch)

View limited details about their organisation

Access information regarding Homes and
Branches they have been granted access to

Manage contacts for Homes and Branches they
have been granted access to

RN Submission -
Service

Submit 24/7 Registered Nursing reports on
behalf of their organisation

Financial
Reporting
Submission

Submit Quarterly Financial Reports on behalf of
their organisation

Ql Bench Marker

Upload bulk Quarterly Indicator data.

Ql Role - Org

Submit Quarterly Indicator data on behalf of
their organisation.
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Role Tasks the user can perform

e Submit Quarterly Indicator data on behalf of

Ql Role - Service ) o
their organisation.

Performance e View Star Ratings, Quality Standards, and
review (Org) regulatory decisions for their organisation.
Performance e View Star Ratings, Quality Standards and
review regulatory decisions for assigned residential
(Home/Branch) care homes and branches.

e Submit Provider Operations information and
generate previews of provider report based on
ACDW data.

SSP Provider
Operations User

In this document, the user role of Provider Staff (Registered Provider) will
be referred to as provider-level user and Provider Staff (Home/Branch) as
Home/Branch level user.

1.5 Session time out
Before making updates, the user should be aware of the “time-out” functions
when a user is logged in to the GPMS portal.

GPMS has a time-out feature which automatically requires re-entry of
username and password after 15 minutes of inactivity on the GPMS portal.

Information which is lost due to “time-out” cannot be recovered.

1.6 Further information and support

Please refer to the Government Provider Management System webpage and
the Managing Your Organisation webpage for more information.

If users require further assistance to login to GPMS please contact the My
Aged Care service provider and assessor helpline on 1800 836 799, Monday
to Friday (8am to 8pm) and Saturday (10am to 2pm) local time across
Australia.

For translating and interpreting services, call 131 450 and ask for My Aged
Care on 1800 836 799.

To use the National Relay Service, visit About the National Relay Service
(NRS) | Access Hub or call 1800 555 660.

To access sign language interpreting and captioning services through Deaf
Connect, call 1300 773 803 or email interpreting@deafconnect.org.au.
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2 GPMS Registered Provider portal

The Registered Provider portal acts as a central hub for registered providers

to manage their organisational details. This includes viewing or modifying
details about their:

e Organisation

e Responsible persons and contacts
e Branches

¢ Residential Care Homes, and

e Associated providers

2.1 Logging in

Users are required to log in to the Registered Provider portal by selecting the

Log in to GPMS Registered Provider portal button.

GPMS Registered Provider Portal

Use the registered provider portal to complete mandatory reporting and manage organisation details, under the Aged Care
Act 2024,

Here you can:

& view and maintain information about your organisation

» view compliance information, including performance against the strengthened Aged Care Quality Standards,
regulatory decisions and Star Ratings

» syubmit and edit registered provider reporting for:
@ 24,7 Registered Nurse (RN) report
o Quarterly Financial Report (QFR)
@ Quality Indicator (Q) Program data
= preview information before it is published for the next period:
@ Fimance & Operations

@ Star Ratings, including the metncs used to calculate the ratings

As GPMS is enhanced, additional applications will be introduced through future updates.

Lag in to GPMS — Registerad Provider portal

GPMS Approved Provider Portal

The approved provider portal provides infermation and functionality relating to entities that existed under the Aged Care
Act 1997,

Here yau can:

= view infarmation about your organisation:
@ Quarterly Financial Report (QFR)
e Quality Indicator (QH) Program data

o provider operations report,

Log in to GPMS = Approved Provider portal

Upon selecting the Registered Provider button, users will be directed to the

Log in using page where they will be required to select their login
authentication method.
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Information and guidance regarding logging in to GPMS can be found in the
GPMS Quick Reference Guide: Logging in to GPMS.

GPMS Registered Provider portal

Access this portal to view information about your Registered Provider entity,
as it exists under the Aged Care Act 2024.

Log in using

Log in with VANguard Federated Authentication Service

Log in with myID Digital Identity

Once logged in, users will navigate to the GPMS Terms of use page and will
be required to accept the Terms of Use to continue in the system.

The Registered Provider portal landing page will appear once the Terms of
Use have been accepted.
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Welcome Dr James Holden

Mission Aged Care Australia (PRV-12345) - ABN: 12345678901

Organisation information

o |
Manage your
organisation

Reporting
o -

Star Ratings

report report

o Looking for something else?

Signin to My

Performance and Quality Indicators Financial reporting

24/7 registered nurse Provider Operations

- e +

Depending on their access level, users may see the following tiles displayed
on the Registered Provider portal landing page.

Menu tile

Description

Manage your
organisation

e Review registered provider details

¢ View residential care home information
e View branch details

e View associated provider arrangements

¢ View Responsible Persons and manage
contacts

e Find information on how to access
registered provider forms

24/7 Registered
Nurse Reporting

e Submit 24/7 Registered Nurse (RN)
reporting

Financial Reporting

e Submit Quarterly Financial (QFR) reporting
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Menu tile Description

Quarterly Indicators e Submit Quarterly Indicator (Ql) Program

Reporting
Provider Operations e View Finance and Operations Publication
Reporting Preview

e View Star Ratings
e View Quality Standards
e View regulatory decisions

Performance and
Star Ratings

Sign in to My Aged Care Service and Support
Portal to find information about:

e Referrals
Looking for e Clients
something else? e Outlets

o Staff

e Incidents

e Forms and reports

To manage your organisation, users must select the Manage your
organisation tile. The following tiles are then displayed once Manage your
organisation tile is selected:

Menu tile Description

e \View registered provider details

e View registration details

e View and manage contact information
e View specialist aged care programs

Provider details

e View residential care homes

e View details of specialist aged care
Residential care programs

homes e View and manage details about
Responsible Persons and Points of Contact
for specific residential care homes
Branches e View branch details
e View the branch Points of Contact
e View and manage details about
Responsible Persons and contacts for the
Responsible organisation
persons and e View and manage details about
contacts Responsible Persons and contacts for
specific residential care homes and
branches
Associated . . .
providers e View associated provider arrangements
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Government Provider
Management System

Manage your organisation

Mission Aged Care Australia  Provider 10: PRV-12345  ABN: 12345678907

Homs & Buav

Manage your organisation’s details

o Provider details a Residential care
homes

Responsible Associated

2 & "
persons and providers
contacts

+ View your associated provider
arrangements

* View detalls about your
e s

Contact the Commission

O Visit the Commission's website to:

v provider registration details
provider regulatory obligations and

ed provider forms, including
+ Changs in circumtances
* Allegisiration appication forms

Contast the Commission

.— Branches

detail

3 Provider Details

From the Manage your organisation landing page, users can select the

Provider Details tile to view the Provider Details landing page.

- Provider details

» View your registered provider
details
» Update contact information

e Responsible
persons and
contacts

« View details about your
responsible persons
* Manage your contacts

Manage your organisation’s details

2

Residential care
homes

+ View your residential care
homes

+ View detalls of specialist age
care programs

+ View associated responsible
persons

Associated
providers

+ View your associated provider
arrangements

Branches

* View details of your branches
delivering services in the
home or community

Four tabs are displayed at the top of the Provider Details landing page

including:
e Details

¢ Registration
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¢ Business contact

e Specialist aged care programs

3 Australian Government Government Provider
gl v rapuieypraing Management System

Provider details

Mission Aged Care Australia  Provider ID: PRV-12345  ABN: 12 345 678 901

© Changing your registration details?
Contact the Aged Care Quality and Safety Commission for any changes.

For mane nformation, visit the Commission’s website

3.1 Provider details — Details tab

In the Details tab, users can view different sections for their organisation,
including:

¢ Registered provider details
¢ Australian Business Number (ABN) details
¢ Incorporation details

e Parent/ holding company details

Provider details

Mission Aged Care Australia  Provider ID: PRV-12345  ABN: 12 345 678 901

Details Registration Business contact Specialist aged care programs

© Changing your registration details?
Contact the Aged Care Quality and Safety Commission for any changes

For more information, visit the COmmission's website

v Basic details

Registered provider ID PRV-12345
Legal name Mission Aged Care Australia
Business name Mission Aged Care Australia
Is this provider an Aboriginal Ci ity Controlled Organisation (ACCO)?

# Edit
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~ ABN details

ABN
Entity type
ABN status

ABN branch number

v Incorporation details

Organisation type
Organisation purpose
Incorporation ID type

Incorporation 1D

v Parent / holding company details

Name

ABN

12345678 901
Australian private company
Active

001

Public listed company
Private for profit
ACN

123456789

Mission Aged Care Australia

12345678 90

3.1.1 Edit provider details

Depending on their access level, users can edit information held for their

Registered Provider in real-time.

There are two types of changes, as described in the sections below.

3.1.1.1 Non-notifiable change

These are changes that registered providers are not obligated by aged care
legislation to notify the Aged Care Quality and Safety Commission
(Commission) about. Information that is not notifiable and can be modified in

GPMS will display an Edit option.

This information includes:

e Aboriginal Controlled Community Organisation details.

o This field may be blank upon initial review and if blank, the edit
button will be visible to update.

o If the Aboriginal Community Controlled Organisation field
contains a Yes or No, then org-level users cannot edit the field,
and the Edit button will not be visible to the user. This can only
be changed using the Change in Circumstance form on the

Commission’s website.

GPMS User Guide: Manage Your Organisation Tile| 13




To update this field:
1. Select Edit.

v Basic details

Registered provider ID PRV-12345
Legal name Mission Aged Care Australia
Business name Mission Aged Care Australia

Is this provider an Aboriginal Community Controlled Organisation (ACCO0)?

# Edit

2. Select Yes or No

3. Select Save to confirm. Alternatively, the user can select the Cancel
button to cancel the action and navigate back to the Provider Details

page.

Edit basic details

Is this provider an Aboriginal Community Controlled Health Organisation (ACCO)?

.

© Before saving
Consider that

+ If you want to change your answer later, you will need to visit the Aged Care Quality and
Safety Commission's website for further details

* If your organisation is a grant-funded provider, updating this information will not update
your contractual information. You will need to contact your contract manager 1o update the
details of your contract

3.1.1.2 Changes that may impact suitability as a registered provider of
aged care

Making any other changes to the information held in the Provider details tile
can only be undertaken by notifying the Commission.

This is because it is possible that a change to this information could affect the
organisation’s suitability as a Registered Provider of aged care. Information
regarding this can be found on the Commission’s website or by clicking on the
Contact the Commission hyperlink in the portal.

© Changing your registration details?
Contact the Aged Care Quality and Safety Commission for any changes

For more information, visit the Commission's website.
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3.1.2 Provider details — Registration tab
In the registration tab, the user can view the Registration conditions and
Registration categories sections.

To update the information shown in this tab, users are required to contact the
Commission.

Registration  Business contact

© Changing your registration details?

Contact the Aged Care Quality and Safety Commission for any changes.

For more information, visit the Commission's website

Registration conditions

The registration may inchude certain conditions imposed by the Aged Care Quality and Safety Commissioner. If none are listed, no conditions have been impased on your
registration

Registration categories

The provider is registered in the following categories:

v Category 6 - Residential care

Registration categories Category & - residential care
Category start date 1/7/2024

Category end date 30/6/2027

Registration status Registered

intended service types Residential accommodation
Service groups Home and community

3.1.3 Provider details — Business contact tab

In the Business Contact tab, users can view Contact details and Address
details for the organisation. Users can edit the following details by selecting
the Edit button:

e Website
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Details Registration Business contact Specialist aged care programs

© Changing your registration details?
Contact the Aged Care Quality and Safety Commission for any changes.

For more inf, ion, visit the Commission's website

v~ Contact details

Business contact number 0478567021

Emergency & after hours contact 0412345678

Email address email@organisation.com

Website www.organisationwebsite.com.au
# Edit

v Addresses

Main business location 99 Palmerston Street, Townsville, QLD 4810, Australia

Postal address 99 Palmerston Street, Townsville, QLD 4810, Australia

3.1.4 Provider details — Specialist aged care programs tab
The specialist aged care programs tab contains specific information about the
organisation’s specialist aged care programs, including:

e AgreementID

e Program type

o Status

e Program start date

e Program end date

To update the information shown in this tab, users are required to contact the
Commission.

Note:

If there are no specialist aged care programs associated with this
provider, this list will remain blank
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Details Registration Business contact Specialist aged care programs

© Changing your registration details?

Contact the Aged Care Quality and Safety Commission for any changes.

For more infi visit the Ci website

Specialist aged care programs

The provider may deliver services under specialist aged care programs, If none are listed, no specialist programs are associated with this provider,

~ National Aboriginal and Torres Strait Islander Flexible Aged Care (NATSIFAC)

Agreement ID SACP-12345
Program type Block-funded subsidy
Status Active

Program start date 30/7/2025

Program end date 29/7/2029

~ Multi-purpose service (MPS)

Agreement ID SACP-12345
Program type Procurement based
Status Active

Program start date 30/7/2025
Program end date 29/7/2029

4 Residential care homes

From the Manage Your Organisation landing page, users can select the
Residential care homes tile to view a list of homes they are authorised to
access.

4.1 Search and Filter Residential Care Homes

Users can search for homes by their RCH ID, name, or program/payment ID,
or filter the displayed list by Program type, State or by Status from the
dropdown menu and select the Apply Filters button.

RCH ID, name, or prog/payment ID Program type State Status

Enter RCH ID, name, or prog/payment

D Show all v Show all v Active k"2

Clear filters Apply filters

Users can sort this table alphabetically. The sort order is displayed when a
user hovers over and selects the column headings.

The status of Active is selected by default.
1. To view Inactive Homes

GPMS User Guide: Manage Your Organisation Tile| 17



2. Click the Status dropdown menu.
3. Select Inactive.
4. Click Apply Filter.

The user can view all homes by the following statuses:
o Active
o Inactive
o Show all

5. To revert to the default view, select Clear Filters.

RCH ID, name, or prog/payment ID Program type State Status

Enter RCH ID, name, or prog/payment

D Show all ~ Show all v Active v

Clear filters Apply filters

Users can select the View home details button to view more information
about specific homes, which will take them to the selected home’s Details

page.

RCH ID, name, or prog/payment ID Program type State Status

Enter RCH ID, name, or prog/payment

D Show all A4 Show all v Active v

Clear filters Apply filters

RCH ID RCH name T Program type Program/ State Status
payment ID
ARCH-2345 Ashton aged care NATSIFAC program SRV-12346 vic Active
View home details

ARCH-1329 Coastal care Sydney  RESI program SRV-12747 NSW Active
ARCH-1231 Evergreen mission MPS Program SRV-12548 NSW Active

Newcastle
ARCH-1233 Harmony aged RESI program and SRV-14347 VviC Active

: g Transiti
services Bendigo ransition care SRV-12849

program

Once users navigate to the home details page, three tabs will display at the
top of the page:

e Details
e Aged care programs
e Contacts

If the user would like to update the home’s details, they are required to notify
the Commission via providernotifications@agedcarequality.gov.au or the
Department via GPMS.Project@health.gov.au.
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4.2 Residential Care Home details — Details tab

The details tab contains the following information about the selected home:
e Basic details
e Address

e Contact details

Ashton aged care (ARCH-1235)

Details.

© Changing your registration details?

Contact the Agest Case (uuatty and Safety Comemenseon tof any changes

For more information, viss the Commissions webiite

~ Basic details

RCH name Ashton aged care
Date of spproval
Approval revocation date 20/8/2024
Association start date 251272012
Association end date 7/5/2024
Mauimum occupancy 2
fotal number of beds 3

v Address

Physical address. 111 Colling Street, Melbourne, VIC 3000, Australia

~ Contact details

Business contact number 0412345678
Alternate phone number 0412345679
Emergency after howrs phonenumber 041234570
Emad address

Website www xyZ cOm

Postal sddress. 111 Colling Street, Melbourne, VIC 3000, Australia

4.3 Residential Care Home details — Aged care
programs tab

The Aged care programs tab contains information about the programs

associated with the home and allows the user to view operational and offline
beds and AN-ACC classification.
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Bupa Armidale (ARCH-05152)

Details | Agedcareprograms  Contacts

© Changing your registration details?
Contact the Aged Care Quality and Safety Gommission for any changes.

For more information, visit the Commission's website.

~ Residential Care Home (RESI)

Program/payment ID SAV924
Beds

Operational beds 5

Offline beds "
AN-ACC

Classification Class 4
Start date 01/10/2024

End date

Manage offiine beds

4.3.1 Manage Offline Beds

Within the Aged care programs tab, the manage offline beds button enables
providers to:

e record beds at a RCH as offline
e make offline beds at a RCH available for use.

To record beds as offline click the ‘Manage Offline Beds’ button:

Bupa Armidale (ARCH-05152)

Dewils | Agedcareprograms | Contacts

© changing your registration details?

Contact the Aged Care Quality and Satety Commission for any changes

~ Residential Care Home (RESI)

Program/payment 1B SRV924
Beds

Operational beds 55

Offline beds -
AN-ACC

Classification Class 4

Start date 01/10/2024

End date

Manage affiine beds

You will land on the Temporary offline beds page. Providers can record beds
as offline for the following reasons:

e Lack of capacity to deliver care due to workforce or operational issues

e Delivering other Commonwealth funded aged care (e.g. TCP, MPS,
NATSIFAC)

e Delivering other non-aged care or non-Commonwealth funded services
(e.g. private residential care, NDIS, health services)

o Offline due to the redevelopment, refurbishment or extension of the
whole or part of the building or site

e Opening of new residential care home in stages
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e Offline pending permanent closure of whole or part of the residential
care home

Note:

Some homes may have an additional category titled ‘Data migration —
beds reported as offline prior to 1 November 2025’. This category was
used to migrate existing offline bed data to the new GPMS. Offline
beds in this category will be able to be moved to a different category
or brought online as operational. Beds will not be able to be reported
as offline for this category.

1. Find the relevant reason beds are being taken offline and click Edit.

RCH name (SRV-44556)

Total Bed Number: 150 | Total Offline Beds: 97

Offline beds Reason for being offline T Last updated Last updated by

17 Data migration - beds reported offiing prioe 10 1 Novernber 2025 # Aug 7025 ntermal user

0 Lack of capacity to deliver care due 1o workforce or operational isswes 3 Jul 2023 ntermal usar

10 Delivering other Commonwealth funded aged care (e.g. TCR MPS, NATSIFAC) 17 Aug 3022 Lasa Kahaie

10 Delivering other non-aged care of non-Commonwealth funded services (e.g. private 29 Sep 022 Joanng Chan
ressdential care, NDIS, heslth services)

o Offtine due 10 the prment, refur 1 or ext of the whole cr part of the
building or site

10 Opening of new residential care home in stages 29 Sep 022 Joanne Chen

o Offline pending permanent closure of whole of part of the residential care home

2. Enter the number of beds you would like to be made offline and click
Submit.
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Update offline beds

Bupa Aged Care Australia Pty Ltd DO NOT USE AWAITING LIQUID VERIFICATION AND OVER
NIGHT BATCH JOBS

Provider ID: PRV-1297  ABN: 74 06231 578

Total Bed Number Offline Beds Other Offline Beds
Effective from: 01 Nov 2025 it : — partial sit= Beds offfine for ather reasons
© What is an offline bed? &y

to Older Australians at your residential care home.

‘The Department sesks 1o understand haw many bads are offline at residential care homes acrss Auswralia in arderto,

e ing activities. This data is available to you on the My
Aged Care Sarvice and Suppor: Faral,

Flules 2025 contain pravisi i i 2 Froviders of resi care
hormes to ot i there iz 2 tempa ion i the number of ata
home

toinform about chang: number of offiine beds when something sgnificant happens. A
change i cansi idered significant i beds ane sxpected to be affine for 3 months ar more. An example of reasans why beds
may be taken affline inchudes
1 all of the beds at your resi you will na langer

Vau will need 15 bring beds back anfine o begin claiming subsidies.

Change offline bed number

*How many total beds are offline for | - whole i i ion — partial site”

Enter a value between 0 and 55 {inclusive)

E |

A confirmation box will appear to confirm the number of beds you are taking
offline for your selected reason.

3. click Ok

Confirmation

(Confirrn that there are 5 beds offline for
partial site.

A confirmation email will be sent to your Responsible Person or Points of
Contact. Please ensure your contact details are up to date, so you can receive
this information.
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To bring beds back online to operational:

1. click Manage Offline Beds

Bupa Armidale (ARCH-05152)

Oetails Aged cace procraTa. Contacty

O Changing your registration details?
Comtuet e Ages Care ity anet Safety Comeriasion fef Ay ERanges

For mere informption vt the Commnes metide

Residential Care Home (RESI)

Program/payment 1D

Beds

SRVGT4

Class 4

LN

Find the relevant reason beds are being brought back online - for

example, redevelopment works at your RCH may have been completed and

all beds can be brought back online.

2. click Edit

[ Diivering oher Commonweath sbsidsed Care fLe. MPS, HATSIFAT)

eare (et sl e

Bupa Armidale (SRV-924)
Total Bed Mumber: 66 | Total Offline Beds: 11
Offliree beds. Reason for being offlee + Larst updated by
Care capacity sues e workfosce shorages) Abduan Amoid

3. Enter in the updated offline bed number and click Submit.

If you are wanting to bring all beds online, enter in 0.
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Update offline beds
Bupa Aged Care Australia Pty Ltd DO HOT USE AWAITING LIQUID VERIFICATION AND OVER

Provider I PRAIZHT  ABN: 74082 501 575

Total Bed Number Offline Beds Other Offline Beds
EMective from: 01 Now 2028 par Beds affine for other reasans
© Whatis an offline bed? ~

This dass e
Aged Care Servics and Sopport Portal
- -
A
chs nthe or more
segr

Change offline bed number
* How many —_—_— hate 5 o0 partil 47

frvte: 3 v betwmen 3 and 55 (nshare)

! |

A confirmation box will appear to confirm you want to bring beds back to
operational status.

4. Click Ok

Confirmation

Confirm that there are 0 beds offline for
partial site,

For further information on managing your offline beds, please visit Places to
people — Embedding choice in residential aged care or Reporting offline beds.
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4.4 Residential Care Home details — Contacts tab
The Contacts tab contains a list of Responsible Persons and a list of Points of
Contact for the selected home.

The user can Add a new Point of Contact from this screen by selecting the +
Add a Point of Contact button see section 6.2.2 Add a new Point of Contact.

Users can add an existing Responsible Person to a RCH from this screen by
selecting the + Add a new responsible for button. See section 6.3.2 Add
Responsible person to a residential care home.

© Changing responsible person details? -~

Sorme resgsnsble perscn derals can be updited draethy
" -

Visk the Comnission's webaite o find ot haw.

Responsible persons

CommctiDorneme . Aelesious

Cantact I Contactomme+  Associntionstorid e Association end date Fiole status

ewams e s saive (-]

Points of contact

Contact 1D of name Comactgupese  F*elestos

4.5 View transferred Registered Residential Care
Home

On the Residential Care Home landing page, users can view information for
homes that have recently been acquired or have had a change in ownership.

Information banners will display on the relevant homes’ page to alert users to
the transfer status of the home.

4.5.1 Recently acquired Residential Care Home

A registered provider that has transferred one of its homes to another
registered provider will see a status of Inactive. The new owner of the home
will see a status of active within their residential care home table

A banner will display on the homes’ details page if the home has been
acquired within the last 30 days.

Event Banner display
Recently Acquired The ownership of this home was recently
RCH transferred to your organisation from [Previous

Registered Provider's name]. Review the details to
ensure they are correct.
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O Acquired home

The ownership of this home was recently transferred to your organisation from [Previous Registered Provider's Name]. Review
the details to ensure they are correct.

4.5.2 Residential Care Home change of ownership

A registered provider that has transferred one of its homes to another
registered provider will see a status of Inactive for this transferred home.

Any updates to the home that occur after the change of ownership by the new
registered provider, will not be visible to the previous registered provider.
Registered providers are only able to see information relevant to transferred
homes up until the date of home transfer.

The user will not be able to add any new contacts to a transferred home.

If searching for a transferred home in the Residential Care Homes landing
page, select Inactive status and apply relevant filters.

A banner will display on the home’s details page if the home has been
transferred within the last 30 days.

Event Banner display

Change of ownership The ownership of this home was recently

RCH transferred from your organisation to [NEW
Registered Provider's Name].

© Change of ownership

The ownership of this home was recently transferred from your organisation to [NEW Registered Provider's Name].

5 Branches

From the Manage Your Organisation landing page, users can select the
Branches tile to view a list of branches they are authorised to access.

Manage your organisation’s details

- Provider details a Residential care Branches

* View your registered provider hOI‘I‘IeS
details

ails of your branches
rvices in the
home or community

* Update contact information

2 Responsible & Associated
persons and providers
contacts + View your associated provider

arrangements
+ View details about your
responsible S
* Manage your contacts
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5.1 Search and filter Branches

Users can search for a specific branch by entering a Branch ID or name and
can filter their search by Program type, State and Status and selecting
Apply filters.

The user can view all branches by the following statuses:
e Operational (selected by default)
e Non-operational

e Show all

Users can filter and sort this list based on their needs and use the View
Branch details action to open the Branch details page and view details
about a specific Branch.

Branches

Orbost Regional Health  Provider ID:PRV-1874  ABN: 13 010 280 446

Branch ID of name Program type State Status

| ‘ Show all - Showall - ‘ ‘ Operational

Clear filters Apply fiters.

Branch ID Branch name * Program type State Status

SAV-26511 Orbost Regional Health Service delivery branch vic Operational

The Branch Details page contains two tabs:
e Details
e Contacts

If the user would like to update details, they are required to contact the
Department's Local Network Office for aged care providers in their State or
Territory. For more information, visit the Department’s website.

5.2 Branch Details — Details tab

The Details tab displays all information available for the branch including:

e Basic details (Branch ID, Branch name, Program type, Status and
Start date)

e Address (Branch address)

e Contact details (Email address, Business contact number, Alternate
phone number, Emergency after hours phone number and Postal
address)
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Clearview mission Melbourne (SRV-1236)

Details Contacts

© Acquired branch

This branch has been recently 0 your
of this branch o ensure they are correct and remain accurate.

from [Pres J Providers Name]. Review the details

© Changing your branch details?

To update your branch details contact the Department's local network office for aged care providers in your state or territory.

For more information, visit the Department's website.

~ Basic details

Branch ID SRV-1236
Branch name Clearview mission Melbourne
Program type Service delivery branch
Status Operational
Start date 16/12/2023
v~ Address
Branch address 111 Collins Street, Melbourne, VIC 3000, Australia

v Contact details

Email address johnsmith@email.com

Business contact number 0412345678

Alternate phone number 0412345679

Emergency after hours phone number 0412345670

Postal address 111 Collins Street, Melbourne, VIC 3000, Australia

5.3 Branch Details — Contacts tab

By selecting the Contacts tab, users can view a list of Points of Contact
relating to the selected Branch. The user can also Add a new Point of
Contact from this screen by selecting the + Add a new Point of Contact
button.
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Clearview mission Melbourne (SRV-1236)

Points of contact

Contact ID or name Contact purpose

Contact ID Contactname T  Contact purpose

CON-12345 et vty Primary contact

CON-1233% John Sivth Efiigincy CORtBCT

CON-65426 Michue! Cartes Ermergency contact

CON-85542 schael Carter Alternat

CONS8343 Sophia Bernet! Emengency contact

I <+ Add new point of contact I

Role status

Clear filters Apply filters

Position Association stan Aszociaton end Role status
date date

Postsgn 1111272021 Actrve

Widw it il il

5.4 View transferred Branch

On the Branch Details page, users can view information for a Branch that has
recently been acquired or had a change in ownership.

Information banners will display on the relevant Branches page to alert users to
the transfer status of the Branch.

5.4.1 Recently acquired Branch

A registered provider that has transferred one of its Branches to another
registered provider will see a status of Transferred. The new owner of the
Branch will see a status of Operational within their Branch table.

A banner will display on the Branches’ details page if the Branch has been
acquired within the last 30 days.

Event Banner display
Recently Acquired The ownership of this branch was recently
Branch transferred to your organisation from [Previous
Registered Provider's name]. Review the details
to ensure they are correct.
@ Acquired branch
T brare® Pus Do wewTt e & v g o e Bpews Pe S
o Pea U W et ey T SR T T T
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5.4.2 Branch change of ownership

A registered provider that has transferred one of its Branches to another
registered provider will see a status of Transferred.

Any updates to the Branch that occur after the change of ownership by the
new registered provider will not be visible to the previous registered provider.
Registered providers are only able to see information relevant to transferred
Branches up until the date of Branch transfer.

The user will not be able to add any new contacts to a transferred Branch.

When searching for a transferred Branch on the Branch landing page, select
Non-operational status and apply relevant filters. Branches that have been
transferred will display a status of Transferred.

A banner will display on the Branch details page if the Branch has been
transferred within the last 30 days.

Event Banner display

Change of ownership | The ownership of this Branch was recently
Branch transferred from your organisation to [New
Registered Provider's name].

@ Change of ownership

The ownership of this branch was recently transferred from your organisation to [NEW Registered Provider's Name].

6 Responsible persons and contacts

Manage your organisation’s details

Provider details Residential care .— Branches
o 23 =
it homes s

ails of your branches

:: Responsible & Associated
persons and providers
contacts + View your associated provider

arrangements
« View details about your
sible persons

6.1 View Responsible Persons and Contacts

When selecting the Responsible Persons and Contacts tile or by selecting
the Contact tab in either the Residential Care Homes or Branches tiles, the
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user will be presented with a table that displays the personnel the user is
authorised to access. It will also display different information depending on the
user profile, specifically:

a Provider Staff (Registered Provider) user will see all Responsible
Persons and contacts associated with the whole organisation.

a Provider Staff (Home / Branch) user will only see those associated
with the Residential Care Homes or Branches they have been given
access to by the Organisation Administrator.

Contact ID

Key contact

Emily Thompson

CON-12345

All responsible persons and points of contact

Contact ID or name Role status

1D or name Active v Clearfilters NS

Enter contact

+ Add new point of contact

Contact name 1 Responsible Point of contact Role status

CON-12398

CON-12340

CON-12345

CON-12433

CON-12532

CON-12239

CON-12538

CON-12637

CON-12336

CON-12335

<
<
z
ihio

View personnel pof
Charlotte Hayes v Active P P

Emily Thompson v v Active

Ll

James Walker v v Active

Michael Carter v Active

Olivia Foster v v Active

Sophia Bennett v Active

[ [ [ ]

William Turner v v Active

Ll

Zahida Parveen v Active

Zain Al v v Active

Ll

[J [

Rows per page

<

The table displays the following information:

Contact ID
Contact Name

Responsible Person - tick indicates the person is currently assigned
as a Responsible Person

Point of Contact — tick indicates the person is currently a Point of
Contact

Role Status

o Active — this indicates that the personnel has at least one active
role in the organisation, either as a Responsible Person or a
Point of Contact.

o Inactive — This indicates that the personnel does not have any
active Responsible Person or Point of Contact role, within the
organisation.
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The table can be sorted by last name or first name alphabetically. To sort,
hover the mouse over the column headers and click to change the order of the

displayed list.
Note:

The steps set out in this section are intended to cover all users with
access to the GPMS Registered Provider portal. Users with limited
access will not be able to perform all of these steps outlined in this

document.

Note:

If the table displays duplicate records, meaning that the same
individual is listed more than once, users are required to advise the
Department by completing and submitting the GPMS - Reporting a
Duplicate Contact form, available on the Department’s website. This
will help to improve the information held about organisations in

GPMS.

The table below contains information to guide the user in making changes to
existing contact information:

Contacts role type

Steps to follow

Primary Contact If the user is updating the current primary contact for a Home or
Branch, a new Primary Contact must be added in order to cease
the current primary contact.

Contact To update the contact purpose of a Point of Contact with an

incorrect contact purpose, the Contact’s role must be end-dated,
and a new role with the correct contact purpose must be added.

To update the contact purpose for a Point of Contact that has
changed roles within the organisation, resulting in a change to
their contact purpose as a Point of Contact, the individual's Point
of Contact role must first be ceased, then a new role with a start
date can be added that reflects when the Point of Contact
commenced their new role.

Responsible

Users are only able to update the Preferred name and Position

persons details (e.g. contact information and availability) of an existing
Responsible Person displayed within GPMS. To add or cease a
Responsible Person, providers are required to notify the
Commission via a Change in Circumstance form.
Note:

Users can identify the Key Contact for their organisation in the All tab
of the Responsible Persons and Contacts tile.

The Key Contact card will be displayed at the top of the page.
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If no Key Contact is assigned, the card will display Not assigned
instead of a name.

Responsible persons and contacts

Mission Aged Care Australia  Provider ID: PRV-12345  ABN: 12 345678 901

All Residential care homes Branches

0 Changing responsible person details?

The Aged Care Quality and Safety Commission manages changes to your responsible persons. This includes who you assign
as a key contact

Visit the Commission’s website to find out how.

Key contact

Emily Thompson

CON-12345

To update a Key Contact displayed within GPMS, providers should
use the Responsible Person details update form available on the
Commission’s website.

6.1.1 Responsible Persons and Contacts — All tab
There are three tabs within the Responsible Persons and Contacts tile with
the All tab set as default.

The All tab allows users to view all Responsible Persons and Contacts the
user is authorised to access.

To search contacts in the All tab, users can enter a Contact Id or Name in the
input field and then click Apply Filters.

All responsible persons and points of contact + Al peren posrd of

Combnct 1D or s L

Coaneact IO Coominrt marm F Fe-sponsiie Port of comtact R TRt

Users can then sort the results table alphabetically. The sort order is displayed
when a user hovers over and clicks on the column headings.

Users can view profiles of contacts and responsible persons by clicking on the
drop-down arrow in the row of the contact they wish to view and selecting
View personnel profile. This action will navigate the user to the Personnel
profile screen.
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@ Changing responsible person details?

B Aot Caiw oty e Safety ormriiadan Sarages chirged 1 yous seigosd Sie periord Thil e Laded e o sadegn
@y oY

e e Lo et 1 ed b

iy contact

Emily Thompson

CON-1245
All responsible persons and points of contact + Al row ot of Cotact

Contact I or name Fcke vaatus

i i P
Comtact i Contact nar T Hrsgeriise Poimt of contact Bk it
prin

CoOme 1 Fea LT w o Btren -
O 17240 [ - v cen Vi et

Note:

View section 6.2.3 for details on how to edit a Point of Contact.

View section 6.3.3 for details on how to update a Responsible Person.

Edit personal details

Changes made here will De treated a8 § corecton 10 the curent kegal rame.
To aithize us af 3 hew bagal aame o inforn us of a fofmer legal xeme far this contact use

= Natify legal rame change
= #od former legal name

* Title
s v |

* Firgl name

Emily |

Second nane

Grace |

* Last name

Thempaon |

Preferred name

emily Thempsen |

Date of birth

Trzany ] |

© Grant-funded provider

If your crganization iz a grant-funded provider, updatng this infarmaticn will not update the contact
resarded within your soatraet, Yeu will need ta cantact yeur canract manager 1o update thess details.

Declaration
By ticking the bax, you canfirm the individual zonsents 1o be disclasure of their details 1o the Australian Gowernment,
and thay hawe been advised 10 rewlew the Natice of Collectizn ta understand haw thelr persanal information is used

and how theit infeemation will ke pratected n accardance wih avr privacy polices and the Privacy Act 1988 (Cih).

f_t | agree ‘
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Users can also add a new Point of Contact by selecting the + Add a new
Point of Contact button within the All tab. For more information on adding a
new Point of Contact, see section 6.2.2 Add a new Point of Contact.

Note:

Some edits can only be made to those personnel that do not have an
active Responsible Person role within the organisation. To change
the suitability of a Responsible Person, providers should use the
Responsible Person details update form available on the
Commission’s website. To update position details for a Responsible
Person, please see section 6.3.4.

Note:

The system will run a duplication check once the user selects Save. If
potential duplicate contacts are flagged, a matching records found
screen will appear and allow the user to check their updates against
existing contact records in the system. The user will be required to
select cancel if they believe the flagged contact records match or
proceed with update if they believe the flagged contacts are not
matching.

6.1.2 Responsible Persons and Contacts — Residential Care
Homes tab

The Residential Care Homes tab in the Contacts screen allows all users to
view and add Responsible Persons and contacts for Residential Care Homes
(RCH).

Users can search and filter by RCH ID, RCH name, Contact ID, Contact
name and Role status with the results table displaying key details such as
RCH name, Contact name and assigned roles.

Users can add a new Point of Contact directly from this page by clicking on
the + Add a new Point of Contact button. For more information regarding
adding a new Point of Contact, see section 6.2.2 Add a new Point of Contact.

Users can also add a new contact responsible for RCHs directly from this
page by clicking on the + Add a new responsible for button. For more
information on adding Responsible Person to an RCH, see section 6.3.2 Add
Responsible Person to Residential Care home.
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All Residential care homes Branches

© changing responsible person details?

The Aged Care Quality and Safety Commission manages changes to your responsible persons. This includes who you

Visit the Commission's website to find out how.

assign

Responsible persons and points of contact in residential care homes

RCH ID or name, contact ID or name

+ Add new point of contact

Role status (per home)

Clear filters Apply filters.

Role status (per home) 1

| v 10 o name contct 0or name ” nnnnnn

freH i RCH name

Contact ID Contact name 1 Responsible person Primary contact

6.1.3 Responsible Persons and Contacts — Branches tab

The Branches tab allows users to view personnel for Branches they have
access to.

Users can search and filter by Branch ID, Branch name, Contact ID,
Contact name, and Role status, with a structured table displaying key details
such as Branch ID, Branch name, Contact ID, Contact name, primary
contact, and Role status (per branch).

Users can also add a new Point of Contact directly from this page by clicking
on the + Add a new Point of Contact button. For information about adding
new points of contact, see section 6.2.2 Add a new Point of Contact.

Al Residential care homes Branches

Points of contact in branches

Branch ID o name, contact D or name Role status (per branch)

I Enter Branch ID or name, contact |0 or name I ‘ Active v

| Branch 1D Branch name

Contact ID Contact name * Primary contact Role status (per branch) 1

6.2 Point of Contact
6.2.1 What is a Point of Contact?

A Point of Contact is a person who is nominated as a contact for a specific
purpose. For a Branch or Residential Care Home, this could be one or more
people who have different Point of Contact roles.

There must be at least one person nominated as a primary contact for each
Residential Care Home and Branch. Meaning they will be the first Point of
Contact for either the Department or the Commission.

The nominated person must be able to engage with representatives of the
Department or Commission in relation to that specific role.

6.2.2 Add a new Point of Contact

Users can access the + Add a new Point of Contact screen by following the
below steps:
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Note:

Select + Add new Point of Contact, from the Responsible Persons
and Contacts table page.

Select the + Add new Point of Contact button via the Residential
care homes or Branches pages to add a Point of Contact to a specific
RCH or Branch.

A

Point of Contact for a specific home or branch can only be created

if the entity is in a status of Operational (Branch) or Active (Home).

1. Before adding a new Point of Contact, users are required to perform a
search for the individual to confirm whether they have an existing contact
record. The user can search by the contact’s name or contact ID.

Dl

o

Search and select individual
Listed below are the individuals associated with your organisation

Select from the list to create a point of contact role for that individual. If the individual is not listed, add them as a new point of contact using the ‘Add’ option

Search for individuals

a.. . . Gt

Can't find the individual you are looking for?
o Add a new individual a3 a point of contact

Contact ID First name 1T Second name Last name Preferred name Date of birth

CON12348 Ermaly John Emilly \rzrom

CON-1Z3Z7 Ermily Grace Tom Emily L2002

CON-1Z354 Ermuly Grace Thompseon Emily Thompson 1011072000

CON-12356 Ermily Grace Watson Emily Watson was

= m

Or:

2. W

If a contact record is found in the above search, users can select the
checkbox in the correct contacts row in the display table and then
select Next to continue with the contact’s existing details

If no contact record is found for the individual they are searching for,
users can select Add a new individual as a Point of Contact and
select Next which will direct them to the Add personal details page

hen navigating to the review personal details page after selecting an

existing contact in the search and select individual table, the fields in the

re

view personal details page will be prepopulated with existing
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information. If the Add a new individual as a Point of Contact option was
selected, the fields on the Add personal details page will remain blank.

Add new point of contact

Mission Aged Care Australia  Provider (0: PRY-12345 (Registered)  ABN: 12 845 678 501

@— 0

Add personal details

* Titie

Preferred name

Date of birth

* Former name

Do you waint o sdd 2 forme legsl nams?
W ves

Chve

are marked with an asterisk, including:

e Title
e First Name

e Last Name

Several fields on the Add personal details page are required fields and

e Former name (Yes or No selection). If you select ‘Yes’ you will be

required to enter the details below:
o Title
o First name

o Last name

* Former Name
Do you want to add a former legal name?
(@) Yes

No

* Title

Select

* First name

Second name

* Lastname

Cancel

Presious “
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4. Once all required fields have been completed, the user can select Next to
proceed.

5. By selecting Next on the Add personal details page, the system will run a
duplication check for any existing contact records that match the
information entered by the user. If matching records are found, the
Matching records found pop up will display a list of matching contact
records.

6. Users will be required to review the matching records and identify if there is
a match. They can then choose to:

e Proceed with the information provided, which means they are
disregarding any duplicate records found or;

e Select matching contact record from the list displayed

Matching records found

One or more existing contact records found, that match the details you have provided
If you believe one of these existing records refer to the same person:
= Consider updating the existing contact record instead
= The existing contact may not currently be an active point of contact. You will need to add them first as a point of contact in order to
update their details.

Otherwise, you can proceed with saving your updates to this contact record.

Updated personal details

Contact ID First name Second name Last name Preferred Date of birth
name

CON-12345 Emily Grace Thompson Emily Thompson 1/2/1998

Existing records matching your entry

Contact ID Firstname T  Second Last name Preferred Date of birth Email address
name name

CON-12345 Emily Grace Thompson Grace Thompson  10/10/2000 gthompsan1999
@email.com

CON-12377 Emily Grace Smith Grace Smith 10/10/2000 gracethompson2
000@email.com

Proceed with update

Note:

If an existing contact is selected and the individual is an active
Responsible Person, the user will only be able to make updates to the
contacts preferred name. To update other details for Responsible
Persons, providers should use the Responsible Person details
update form available on the Commission’s website. To update
position details for a Responsible Person, please see section 6.3.4.

7. Once the user selects Proceed with update, they will be directed to the
Entity selection page where they will be required to assign the Point of
Contact to an operational entity, which is either the Provider itself
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(therefore creating a Point of Contact for the organisation) or one or more
of any of the Residential Care Homes and/or Branches.

8. Users can search by entity name or ID or click anywhere in the search bar
to view the dropdown list. The dropdown list displays entities in
alphabetical order.

9. The user will select the appropriate entities from the drop down list and
select Next.

John Smith Thompson (CON-12345)

Which entities should this point of contact be assigned to?

Search for enditess by naene o 1D 1o atdagh the Poant of comtact role Entitiss thist s'e no gt g 3 will ROt SRR i The Bt
" Search and select eniities

s e

Once entities have been selected, the user will be directed to the Add role-
specific contact and position details page.

There are some required fields on this page including:
Role-specific contact details

e Primary phone number
e Email address

Position details

e Position

e Contact purpose
o Primary Contact
o Alternative contact
o Emergency contact

o Start date
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Add role-specific contact and position details
Role-specific contact details

nnnnnnnnnnnnnnnnnn

nnnnnnnnnnnnnnnnnnn

10.Once all required fields are completed, select Next

Please note:

11.

Multiple contact purposes can be assigned to each contact even if
the home entity is not ‘active’. This can be done by selecting the +
Add another contact purpose button. Users can remove the
additional contact purpose field by selecting — Remove. This step can
only be done before the saving the record, however.

A user cannot add a Point of Contact to an entity if the branch entity
been transferred or is in the status of Closed

The final step to creating a Point of Contact is to review the entered details
and select the checkbox stating the contact agrees for their information to
be disclosed to the Australian Government. Once the user ticks the | agree
checkbox and selects Next, they will be displayed a success banner to
confirm that the Point of Contact creation is complete.
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* Declaration

By ticking the box, you confirm the individual 1o the discl of their details to the Australian
Government, and they have been advised to review the Notice of Collection to understand how their personal

information is used and how their information will be protected in accordance with our privacy policies and the
Privacy Act 1988 (Cth).

[ ] 1agree
Complete this field.

© Success

New point of contact added successfully.

Users will be able to edit the Personal Details and Role Details tabs for
personnel as permitted by their user access level.

Please note:

This does not apply if the personnel is a Point of Contact and an
active Responsible person. To update a Responsible Persons
personal details, providers should use the Responsible Person
details update form available on the Commission’s website. To
update position details for a Responsible Person, please see section
6.3.4.

Where a person is both an active Responsible Person and an active
Point of Contact, only some of the position details for their role as a
Point of Contact are editable.

Provider-level users will be able to update all personnel with a Point of Contact
role however a Home/Branch level user will only have edit or update access
for personnel assigned to Homes and Branches they have been granted
access to. The following system limitations apply:

e Users can only update the Point of Contact Name fields (Title/First
Name/Second Name/Last Name) once per day. An update made on
1 July 2025 cannot be updated again until 2 July 2025.

e A Point of Contact cannot be edited, and the edit button will not display,
if the personnel is associated with:

o the Point of Contact is historical, meaning their role as a Point of
Contact has ceased.

A user cannot edit a Point of Contact if:
e the Branch has been transferred or is in the status of Inactive.

e the home is not active.

6.2.3 Edit Personal details for a Point of Contact

1. Proceed to the Responsible persons and contacts table using one of the
navigation steps set out in 6.1 View Responsible Persons and Contacts.
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2. Select View personnel profile on the relevant Point of Contact, this will
navigate to the Personal details page of the selected contact.

3. Select the Edit personal details button in the Personal details screen.

Emily Grace Thompson (CON-12345)

Personal details Role details

Personal details

Title Ms

Full name Emily Grace Thompson
Preferred name Emily Thompson

Date of birth 1/2/1998

Most recent former name Ms Emily John Smith

# Edit personal details | # Notify new legal name ‘ =+ Add former legal name

4. A new window will display allowing users to update the required
information.

Fields marked with a red asterisk are mandatory. The user may choose to
include a Preferred name and Date of birth.

5. Once changes have been made, review the Declaration to confirm via a
tick box that the user has obtained the personnel's consent for their details
to be disclosed to the Department.

6. The user cannot proceed if they do not tick ‘I agree’ in the Declaration
box.

7. Select Save to complete the change. Alternatively, select Cancel to return
to the Profile page.
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Edit personal details

* Title

Ms v

* First name

Emily

Second name

Grace

* Last name

Thompsen

Preferred name

Emily Thompson

Date of birth

1/2/1998

© Grant-funded provider

If your organisation is a grant-funded provider, updating this information will not update
the contact recorded within your contract. You will need to contact your contract manager
to update these details.

* Declaration

By ticking the box, you confirm the individual consents to the disclosure of their details
to the Australian Government, and they have been advised to review the Notice of
Collection to understand how their personal information is used and how their
information will be protected in accordance with our privacy policies and the Privacy Act
1988 (Cth).

nl agree

Please note:

The system will run a duplication check once the user selects Save. If
potential duplicate contacts are flagged, a matching records found
screen will appear and allow the user to check their updates against
existing contact records in the system. The user will be required to
select cancel if they believe the flagged contact records match or
proceed with update if they believe the flagged contacts are not
matching.

6.2.3.1 Notify of new legal name

1.

Go to the Responsible persons and contacts table using one of the
navigation steps set out in 6.1 View Responsible Persons and Contacts.

Select View personnel profile on the Point of Contact, this will navigate to
the Personal details page of the selected contact.
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3. Select the Notify new legal name button in the Personal details screen.

Personal details Role details

Personal details

o Only the most recent former name is shown here. Additional former names may exist but are not displayed here|

Title

Full name

Preferred name

Date of birth

Most recent former name

# Edit personal details II # Notify new legal name Il + Add former legal name

4. A new window will display allowing users to update the required
information.
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Notify new legal name

Enter your new legal name. Your current name will be recorded as your most recent former name.

* Title

‘ -

* Firstname

Second name

* Last name

* Date legal name became effective

B

O Grant-funded provider

If your organisation is a grant-funded provider, updating this infermation will not update the contact recorded within your
«contract. You will need to contact your contract manager to update these details.

* Declaration
By ticking the box, you confirm the individual consents 1o the disclosure of their details to the Australian Government, and they have been advised 10

review the Hotice of Collzetion to understand how their personal information is used and how their infermation will be protected in accordance with our
privacy palicies and the Privacy Act 1988 (Cth).

\:‘ | agree ‘

Cancel “

Note:

Fields marked with a red asterisk are mandatory. The user may also
choose to include a Second name.

5. Once changes have been made, review the Declaration to confirm via a
tick box that the user has obtained the personnel's consent for their details
to be disclosed to the Department.

The user cannot proceed if they do not tick ‘1 agree’ in the Declaration box.

6. Select Save to complete the change. Alternatively, select Cancel to return
to the Profile page.

* Declaration

By ticking the box, you confirm the individual consents to the disclosure of their details to the Australian Government, and they have been advised to
review the Notice of Collection to understand how their personal information is used and how their information will be protected in accordance with our
privacy policies and the Privacy Act 1988 (Cth).

[ 1agree

Please note:

The system will run a duplication check once the user selects Save. If
potential duplicate contacts are flagged, a matching records found
screen will appear and allow the user to check their updates against
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existing contact records in the system. The user will be required to
select cancel if they believe the flagged contact records match or
proceed with update if they believe the flagged contacts are not
matching.

6.2.3.2 Add former legal name

1. Go to the Responsible Persons and Contacts table using one of the
navigation steps set out in 6.1 View Responsible Persons and Contacts.

2. Select View personnel profile on the contact, this will navigate to the
Personal details page of the selected contact.

3. Select the Add former legal name button in the Personal details screen.

Personal details

o Only the most recent former name is shown here. Additional former names may exist but are not displayed here.

Title

Full name

Preferred name

Date of birth

Most recent former name

# Edit personal details #' Notify new legal name

| + Add former legal name

4. A new window will display allowing users to update the required
information.

Fields marked with a red asterisk are mandatory. The user may choose to
include a Second name.

5. Once changes have been made, review the Declaration to confirm via a
tick box that the user has obtained the personnel's consent for their details
to be disclosed to the Department.

6. The user cannot proceed if they do not tick ‘Il agree’ in the Declaration box.

7. Select Save to complete the change. Alternatively, select Cancel to return
to the Profile page.
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Add former legal name

If you have been known by any other legal name, add the details below.

* Title

‘ v

* First name

Second name

* Last name

* Declaration

By ticking the box, you confirm the individual consents to the disclosure of their details to the Australian Government, and they have been advised to
review the Notice of Collection to understand how their personal information is used and how their information will be protected in accordance with our
privacy policies and the Privacy Act 1988 (Cth).

| lagree

6.2.4 Role details

Select the Role details tab to view Role Details.
The Role details tab displays three tables including

e Responsible person role (Association ID, Position, Start date, End
date, Role status) Users can click the drop-down arrow to view
position details.

e Residential care homes this contact is responsible for (RCH ID,
RCH name, Start date, End date, Role status) Users can click the drop-
down arrow to cease.

e Point of Contact roles (Entity ID, Entity name, Position, Contact
purpose, Start date, End date, Role status) Users can click on the
dropdown arrow to view position details.
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Emily Grace Thompson (CON-12345)

Point of contact information

Entity ID ARCH1234

Entity name. Ashton Aged Care

Assaciation 10 CRL23456

Position Director

Primary phone number 0410089000

Alternata phone number 0410069002

Emall address gthompson1999@email.com
Days avallable Monday, Tuesday, Thursday, Friday
Time from 1100 5m

Time to 0700 pm

Time zone Australian Esstern Daybght Time - Sydney
Contact avallabillty notes {Free text)

”,E

Contact purposes

Contact purpose Emergency comtact
Start date 1172024
End date

o |
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6.2.4.1 Updating multiple Point of Contact roles

Within the Role details tab, users with the appropriate permissions can

update multiple Point of Contact roles at the same time.

1. To do this, from the Personnel profile screen, Role details tab select the
Edit multiple roles button

Point of contact roles

Entity 1D of rame

Entity 1D Entity name

Postion

Contact pearpose

Contact Purpose

Start date

Role status

End date

Role status

Apply lilbers

2. Select the checkboxes for the relevant points of contact on the Point of

Contact Roles screen and select Next.

Contact: John Smith (CON-12345)

Point of contact roles

[ ] CRL12341 Erimary Contact
CRL-12342 Emengency Contsc
CRL-17343 valug
CRL12344 Value
CRL12345 Waleg
CRL12346 Value
CRL-12347 Valoe
CRL1348 valun
CRL-1234% Valee
CRL-12350 Walue

Integrotion il s Contact purpose %

Select the current point of contact roles you want to update.

Entity Id

Walue

Ve

¢ Previous

A

Enbty name w  Type w  Position
Vae Fegisiered Provider value
Vi Care Delivery Location  Vlue
vals Hame & Community Valu
hoe Bsidanial Care Mo alue
Wil Valse Ve
Vakse Vahse Value
Walus val Walue
Vahss Valse Vs
Value Valee Value
Vihse Vol Wl
Al Moxt >

OFzasaanne

Primary phens number

Email W

emailbermail com

amaiiigensil cam

emailBermail com

email Demail com

3. Complete the fields you wish to update on the Position details screen and

select Next.
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Contact details and availability

Primary phone rumber

Altesniate phane number

Email

Days available

Monday
Tusacary
wednesday

Tharadey

Fridiy

Saturday

Sunday

Time from Time ta

Timezone

ke

Contact avadability notes

Note

If fields are left blank, this information will not be updated. Only
complete the fields that require updating.

A Summary page will display, showing the updates that have been made.
4. Select Submit.

Contact: John Smith (CON-12345)
Summary

Point of contact roles

The following poin of contact roles will be updated.

imegrationdd s Comactpwposs v Emityld v Ewiymame s Tye o Position ~  Primaryphonenumber s Email v
[=RE] Primaey Cortact value Valve Regeered Proveder Ve arzeseas emsiigemat com
cRL1zIA Emgancy Comact  Valug value Core Dabvery Location  Vaie

Rz value value Value Home 8 Commeny  Value s

chu 1218 value valus Value ResidencisiCore Mo Vaie aT2as1359 emalfgemai eam
crL1214s value value Value et e Viiee smsigened com
Gm1zI4 value value Value valoe il Ve amaipernad cor
CRL1z347 value value value valae vsie vaise emaligemat con
[= e value value Value vaiee vae Vaiee emaigemai com
ALz value value valve oot et vaise emaigpemad.com
caazIm value value Value vatoe s vaiee amaipernat con

< Previeus awing 110 of 7 e Next > Rows parpage 10 v

Position details

These following details il be updated for the selected pomt of contact rokes.
Position: Value

Contact details and availability

Primary phone number: value

Emall: Vale

Time available: 0:30am-6:30pm (Timezone)

Contact availability notes: Value
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The user will see a confirmation message displayed on screen, confirming that
the Point of Contact roles have been updated successfully.

© Success

Point of contact roles have been updated successfully.

6.2.4.2 Updating Role details for a single Point of Contact

To update the Position details of a Point of Contact, users with appropriate
access can this themselves via the Manage Your Organisation tile in GPMS
using the below steps:

1. Proceed to the Responsible Persons and Points of Contact table in the
Responsible Persons and Points of Contact tile

2. Select View personnel profile on the relevant contact, this will navigate to
the Personal details page of the selected contact.

@ Changing responsible person details?

Frr gt Carw Doty e Safety CarTTiadan Maragrs cRERgR 1 JOuR srIGos e feiort TR e Rae et o sadagn
ey e

1% B Corrermimre |, sbabs 2 tnd ol o

Wy contact

Emily Thompson

CON- 1743

All responsible persons and points of contact

Contact i o name Hohe ylatun

3. Select the Role Details tab at the top of the Personal details page
4. Scroll down until you reach the Point of Contact roles section of the table

5. Select the drop down next to the Point of Contact role and select View
position details

6. Select Edit under the Point of Contact information table
7. A new screen will display allowing the user to update the required fields

Several fields on the Add personal details page are required fields and are
marked with an asterisk, including:

e Primary phone number
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e Email address
e Days available
e Time from

e Time to

e Time zone

The user may also wish to include an Alternate phone number and
Additional contact availability notes.

Edit responsible person information

# Tame zane:

Contact availability notes

* Declaration

By tcidng the b, you conflnm the Indhidal consents 10 B ASc0suNe of thelr details 1o the Australlan ovemment, and thy have been wvisat 1o
reviaw the: Motlcs of Coliscfion el paraonal i il b2 profected In @ocomiancs wilh our
pvacy pallis and the Privasy Art 1088 (CtH].

11 agre= |

8. Select the check box to accept the declaration

9. Select Save

6.2.5 Cease a Point of Contact

User access roles will determine what Point of Contact records a user can
cease.

If the contact role that the user wants to cease is the Primary Contact, the
user must first follow the steps to add a new primary contact to that entity (i.e.
Home or Branch). When a new Primary Contact is added to a Home or a
Branch, the current primary contact will be automatically ceased/end dated.

Where the Point of Contact is located in a home or branch, the cease button
will only be visible if the home or branch is in the following status:
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e Active (Home)
e Operational (Branch)
6.2.5.1 Ceasing a single Point of Contact role
Below outlines the process for ceasing a single role of a Point of Contact:

1. Go to the Responsible persons and contacts table using one of the
navigation steps set out in the 6.1 View Responsible Persons and
Contacts.

2. Select View position details on the contact to cease the Point of Contact
role. This will navigate to the Position details page of the contact.

All Residential care homes Branches

@ Changing responsible person details?

The Aged Care Quality and Safety C i ges changes to your ble persons. This includes who you assign
s a key contact.

Visit the Commission's website to find out how.

Key contact

Emily Thompson

CON-12345

All responsible persons and points of contact + Add new point of contact

Contact ID or name Role status

Enter contact ID or name Active ~ Clear filters Apply filters

Contact ID Contact name 1 Responsible Point of contact Role status
person

CON-12398 Benjamin Collins s v Active .

|
View personnel profile
CON-12340 Charlotte Hayes 4 Active

3. Under the Contact purpose section of the person’s Position details
page, select the Cease button.
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Emily Grace Thompson (CON-12345)

Point of contact information

Entity ID ARCH-1234

Entity name Ashton Aged Care

Association 1D CRL-23456

Position Director

Primary phone number 0412345678

Alternate phone number 0412345670

Email address emilythompson1999@email.com
# Edit

Contact purpose

Contact purpose Emergency contact
Start date 1/1/2024

End date

Cease

4. A new window will display to allow the user to enter a cessation date for
the selected role. The following system rules apply to this date field:

e The end date can be a past, present, or future date.

e The role end date cannot be prior to the role start date.

e The role end date can be the same as the role start date.

e The role end date must be entered in order to cease the role.

Cessation of Emily Grace Thompson

You are ceasing Emily Grace Thompson as the emergency contact at Ashton Aged
Care (ARCH-1234), LOT 131, ACCEDENS RISE, BAKERS HILL, WA, 6562.

When you save this action, this point of contact role will cease. You will no longer
be able to update this record.

If the cessation date is set to a future date, the role will be considered active until
that date is reached.

* Cessation date

11/12/2025

3

© Grant-funded provider

If your organisation is a grant-funded provider, updating this information will not update the
contact recorded within your contract. You will need to contact your contract manager to
update these details.

5. Select Save to complete the change. Alternatively, select cancel to return
to the Position details page.
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The user will see a confirmation message displayed on screen when the
cessation is successful, confirming that the Record saved successfully.

@ Success

Account updated

6.2.5.2 Ceasing multiple Point of Contact roles

Within the Personnel profile page, Role details tab, users with appropriate
access can cease multiple Point of Contact records.

1. Select the Cease multiple roles button to initiate the cessation

Point of contact roles # &dit muhiple roles | | # cesse mutiiescies |
Entity ID o1 nome Contact purpose. Role status
| Enter ID o1 name Show all v Aetive A Clear filters Apply filters
Entity 1D Entity name + Position Contact Purpase Start date End date Role status

2. Enter the End date in the field provided and select Next

Cease multiple roles

o} o o]

Contact: Ermily Grace Thompson (CON-12345)

End date for roles

* End date

I 2]
I:canw “

3. Select the checkbox of the roles that require cessation and select Next

Contact: Emily Grace Thompson (CON-12345)

Point of contact roles

Select the point of contact role(s) you want to cease with the end date provided.

ation date is set to a future date, the role will be considered active until that date is reached

End date 12/3/2026
Integration D Contact Entity ID Entity name Type Start date End date
] purpose
| CRL-12343 Finance ARCH-1234 Abc aged care Residential 1/1/2024 1172026
Contact care home
|| CRL-12342 Emergency ARCH-1234 Ashton aged Residential 12/1/2024
Contact care care home
[ ]| cRLazan Primary PRV-1234 Bupa Registered 21/2/2024
Contact provider
[} cRrLz344 Primary ARCH-9023 Benly aged Residential 1/11/2024
Contact care care home
[ || cRL-12345 Emergency ARCH-1237 Sunrise aged Residential 1/12/2024 21/2/2026
- Contact care care home

awing 1 - 5.0f 5 items - ) 10 v|.|.‘-.~ per page
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4. Review the information on the Summary page and select Save

The user will see a confirmation message displayed on screen when the
cessation is successful, confirming that the Point of Contact roles have
been ceased successfully.

@© Success

Point of contact roles have been ceased successfully.

6.3 Responsible Persons

6.3.1 What is a Responsible Person?

A Responsible Person is someone who is in charge of or has a significant
influence over the work of a provider. It also includes someone who has day-
to-day responsibility for the provider’s operations.

To add/remove a Responsible Person, or to notify of a change in the suitability
of a Responsible Person, users are required to notify the Aged Care Quality
and Safety Commission. More information can be found on the Commissions
website.

6.3.2 Add Responsible Person to Residential Care Home

Users can add Responsible Persons to Residential Care Homes from the
Role details tab on the Personnel profile page or from the Contacts tab in
the Residential Care Homes details page.

1. Select the + Add new responsible for button

Residential care homes this contact is responsible for

RCH D orname Roke status

apme12 Akt s care 22

2. On the Add new responsible for page, enter the name of the RCH/s the
contact is responsible for in the search field

3. From the drop down, select the appropriate RCHs
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Add new responsible for

Mission Aged Care Australia  Provider 10: PRV12345 (Sagissered)  ABM: 12245 676901

Emily Grace Thompson (CON-12345)

Residential care homes this contact is responsible for

Search for residential care homes by name or 10, Select from the list 10 assign a responsible for 1o The residential care homers.

* Search and select residential care homes

A
Seloc al
Airview Aged Gase (AACH 646
/A Aged Care [ARCH-1245)

=] Abury Besidential Care (ARCH456)

| Asiton Hesith Care (ARCH1234)

4. Select Next.

Add new responsible for

Mission Aged Care Australia  Provider 0: PAY-12345 [Registered]  ABN: 12 245678501

Emily Grace Thompson (CON-12345)

Residential care homes this contact is responsible for

Search for residential care homes by name or 10, Select from the list 1o assign & responsibie for 10 the sesidential care home/s.

* Search and select residential care homes
Emter RCH 1D

Selected entities:

ABC Aged Cars (ARG 1745) X | [ Asimon Aged Care (ARCH 1238 X |

= =

5. Enter the date the contact became resposible for each RCH and select
Next

Add new responsible for

Mission Aged Care Australia  Provider iD: PRY-12345 Registernd)  ABN: 12345 678 501

Emily Grace Thompson (CON-12345)
Add details

ABC Aged Care (ARCH-1245)

* Date this contact becomes responeible loe

16052023

B
« omm  » v

Ashton Health Care (ARCH-1234) o
* Date this contact becomes responsible for B : ; o : .
ZR2I026 5 W% 7 W W o™ o
? D M o3 mom om

b= ¥
r® o= oow
Cancal
| O — L Todtw

6. Review the details and select Save
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Add new responsible for

Mission Aged Care Australls  Provides ID: PRV-17045 (Registered)  ABME 12345 678 501

Emily Grace Thompson (CON-12345)

Review details for residential care homes

ABC Aged Care (ARCH-1245)

Date this contact becomes responsible for 120

Ashton Health Care (ARCH-1234)

Date this contact becomes responaible for 127372026

o s _

Once saved, a success banner will appear, notifying the user the
Responsible for was added successfully.

& Success

Responsible for added successfully.

6.3.3 Edit Personal details for a Responsible Person

1. Proceed to the Responsible persons and contacts table using one of the
navigation steps set out in 6.1 View Responsible Persons and Contacts.

2. Select View personnel profile on the relevant Responsible Person, this
will navigate to the Personal details page of the selected contact.

3. Select the Edit personal details button in the Personal details screen.

Personal details

@ Only the most recent former name is shown here. Additional former names may exist but are not displayed here.

Title IMost Reverend

Full name Adan Avalos Villarreal1ed
Preferred name

Date of birth 04/07/1968

Most recent former name

# Edit personal details

4. A new window will display allowing users to update the required
information.

The following fields can be edited for a Responsible Person

e Preferred name
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5. Once changes have been made, review the Declaration to confirm via a
tick box that the user has obtained the personnel's consent for their details
to be disclosed to the Department.

6. The user cannot proceed if they do not tick ‘I agree’ in the Declaration
box.

7. Select Save to complete the change. Alternatively, select Cancel to return
to the Profile page.

Edit personal details

* Title

Most Reverend

* First name

Second name

* Last name

Villarreal led

Frefemed name

Date of birth

04/07/1968

* Declaration

By tieking the box, he individual consents to the discl their details to the Australian Government, and they have been advised to
review the Hotice of Collection to understand how their personal information is used and how their information will be protected in accordance with
our privacy policies and the Privacy Act 1988 (Cth).

nl agree

6.3.4 Updating Position details for a Responsible Person

To update the Position details of a Responsible Person, users with
appropriate access can this themselves via the Manage Your Organisation
tile in GPMS using the below steps:

1. Proceed to the Responsible Persons and Points of Contact table in the
Responsible Persons and Points of Contact tile

2. Select View personnel profile on the relevant contact, this will navigate to
the Personal details page of the selected contact.
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3. Select the Role Details tab at the top of the personal details page

4. Scroll down until you reach the Responsible person roles section of the

table

5. Select the drop down next to the Point of Contact role and select View

position details

Personal details  Role details

© Changing responsible person details?

‘Some responsibie person details can be updated directy
you'l

Visit the Commission's webite o find out how.

Responsible person role

Clear ilters Apply fiters.

0170772004 Astive

(e |

6. Select Edit under the Responsible Person information table

Responsible person information

Association ID
Principal purpose
Jobrole

Position

Primary phone number
Altermate phone number
Email address

Start date

End date

Role status

Days available

Time from

Time to

Time zone

Gontact availability notes

CRL-1234

= Responsible for executive decisions

01/07/2004

Active

A new screen will display.
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7. Update the required fields

Several fields on the Add personal details page are required fields and

are marked with an asterisk, including:

Primary phone number
Email address

Days available

Time from

Time to

Time zone

The user may also wish to include an alternate phone number and additional

cont

8. Select the check box to accept the declaration

act availability notes.

9. Select Save

* Declaration

By toidng the baee you confirm the Individual congents 10 ™ dsclosun of thelr detalls 0 the Australian Sovernenent, and they Rawve boen aovized 1o
review the hNotice of ColecSion 1o understand how thalr parsonal Information ks uead and how thar Infommation will B profectod In accordancs with our

prvacy pOIECS ol the Privacy A2 TESE [CIN).

=1 .
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Note:

To update all other details relating to Responsible Persons, users are
required to complete the Responsible Person details update form
available on the Commissions website.

7 Associated Providers

Authorised users can view a list of all associated providers associated to their
registered provider via the Associated Provider tile.

Users can also view the details held on each associated provider via the
Associated provider Details page.

Users with organisation level access can view and select the Associated
Provider tile. Home or Branch level users will not see this tile on the Manage
Your Organisation’s Details page.

7.1 View Associated provider Arrangements

From the Manage your organisation landing page, select the Associated
Provider tile to view the associated provider arrangements associated with
the organisation.

Manage your organisation’s details

- Provider details a Residential care .~ Branches
— homes DY . Viewdetals of your branches
Responsible & Associated

persons and providers
contacts R

7.1.1 Search and Filter

1. Users can search for an associated provider by Associated provider ID,
Name or filter by Service types or Status and select Apply Filters button.

The table’s default view is active associated provider arrangements;
however, a user can view inactive association by updating the status filter.
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2. Users can sort this table alphabetically by hovering the mouse pointer over
the column headers.

3. Clear filters can be selected to return to the default view of the list.

Associated provider ID or name Service types Status
Enter ID or name Show all v Active v Clear filters Apply filters
Associated provider ID Associated provider T Service types Status
name
APRV-12341 Aged care clinical Domestic assistance, Meals Active
APRV-12342 Australian transition care Transport Active
g 4 View associated
APRV-12343 Australian billing management Nursing care Active provider details
J

7.2 View Associated provider details

By selecting the View associated provider details drop down for a selected
record in the table, users can view information regarding the selected
associated provider, including:

1. Basic details — this is information about the Associated provider
arrangement including:

Associated provider ID — this is their organisation’s record ID, assigned
by the Department

Associated provider name — this is their organisation’s name

ABN

Registered to provide aged care — this indicates if the associated
provider is also a Registered Provider in their own right. This will be
Yes or No

Information held about an associated provider arrangement is provided by the
Registered Provider, when they notify the Commission about the
arrangements they have in place.

2. Association details — this is information about the arrangements that the
Registered Provider has with the Associated provider including:

Association ID
Status

Service types — these services align with the services provided under
the Home Care Program

Association start date — the date the arrangement commenced with the
Registered Provider.
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e Association end / review date — the date that the contract/agreement is
to cease. If the contact/agreement has a renewal date rather than an

end date, this will be the date the contract/agreement is intended to be
renewed.

To edit any of the details displayed on this page, the user is required to notify

the Commission formally. More information on this can be found on the
Commission’s website.

GPMS User Guide: Manage Your Organisation Tile| 65


https://www.agedcarequality.gov.au/providers/provider-registration/applications-requests-and-notifications

	1  Introduction
	1.1 Purpose
	1.2 Glossary
	1.3 Login to the GPMS portal
	1.4 Access Permission
	1.5 Session time out
	1.6 Further information and support

	2  GPMS Registered Provider portal
	2.1 Logging in

	3 Provider Details
	3.1 Provider details – Details tab
	3.1.1 Edit provider details
	3.1.1.1 Non-notifiable change
	3.1.1.2 Changes that may impact suitability as a registered provider of aged care

	3.1.2 Provider details – Registration tab
	3.1.3 Provider details – Business contact tab
	3.1.4 Provider details – Specialist aged care programs tab


	4 Residential care homes
	4.1 Search and Filter Residential Care Homes
	4.2 Residential Care Home details – Details tab
	4.3 Residential Care Home details – Aged care programs tab
	4.3.1 Manage Offline Beds

	4.4 Residential Care Home details – Contacts tab
	4.5 View transferred Registered Residential Care Home
	4.5.1 Recently acquired Residential Care Home
	4.5.2 Residential Care Home change of ownership


	5 Branches
	5.1 Search and filter Branches
	5.2 Branch Details – Details tab
	5.3 Branch Details – Contacts tab
	5.4 View transferred Branch
	5.4.1 Recently acquired Branch
	5.4.2 Branch change of ownership


	6 Responsible persons and contacts
	6.1 View Responsible Persons and Contacts
	6.1.1 Responsible Persons and Contacts – All tab
	6.1.2 Responsible Persons and Contacts – Residential Care Homes tab
	6.1.3 Responsible Persons and Contacts – Branches tab

	6.2 Point of Contact
	6.2.1 What is a Point of Contact?
	6.2.2 Add a new Point of Contact
	6.2.3 Edit Personal details for a Point of Contact
	6.2.3.1 Notify of new legal name
	6.2.3.2 Add former legal name

	6.2.4 Role details
	6.2.4.1 Updating multiple Point of Contact roles
	6.2.4.2 Updating Role details for a single Point of Contact

	6.2.5 Cease a Point of Contact
	6.2.5.1 Ceasing a single Point of Contact role
	6.2.5.2 Ceasing multiple Point of Contact roles


	6.3 Responsible Persons
	6.3.1 What is a Responsible Person?
	6.3.2 Add Responsible Person to Residential Care Home
	6.3.3 Edit Personal details for a Responsible Person
	6.3.4 Updating Position details for a Responsible Person


	7 Associated Providers
	7.1 View Associated provider Arrangements
	7.1.1 Search and Filter

	7.2 View Associated provider details


