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Service and Support Portal: An update to your client records in My Aged Care Service
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[bookmark: _Toc233280290]Update client’s service information
If you log into My Aged Care after 1 July 2026 and notice a client record that is incorrect or no longer applies to your service, you can update it yourself through the system. 
Follow these steps to update the client’s Service End Date and Reason for cessation of service.
Log in to the Service and Support Portal as an Administrator, Team Lead, or Staff Member. 
Select the Service Referral tile.
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Select the Services in place tab, to show all referrals for your outlet.
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[bookmark: _Toc127862017]Find the client you wish to update and select the expander icon (double arrows) to view the detail for that client. This is located at the top right of the client card in Card view, and on the left side of the client’s listing in List view.
CARD VIEW
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LIST VIEW
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Select UPDATE SERVICE INFORMATION. This is located at the bottom of the client’s card or listing.
CARD VIEW
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LIST VIEW
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The client’s Update service information pop up appears. Here you can update the services and dates.
To end a service, scroll down (if required) and update the Service End Date and Reason for cessation of service. The Reason for cessation of service field will only appear when you have entered a service end date.
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Ensure that all mandatory fields (marked with a red asterisk) are completed. Make sure to save your changes by selecting the SAVE CHANGES button.
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