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Assessor Portal User Guide 2 - Registering
Support people and adding Relationships

This guide helps aged care needs assessors (assessors) register
support people and manage their relationships with clients.

You will usually complete these tasks in the My Aged Care assessor
portal. You can also complete some tasks in the Aged Care Assessor

App.
A client's support network can include:
e Registered Supporters
e other individuals
e agents
e organisations
e nominated staff members from approved organisations.

There are three types of Registered Supporters:
e Supporter
e Supporter Lite
e Supporter Guardian.

These people support clients when they interact with My Aged Care.
This may include communicating with assessors, service providers, and
the My Aged Care Contact Centre.

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799 1
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Types of support for clients
Older Australians (‘Clients’) can receive support from the following relationship types:

e Supporter

e Supporter Lite

e Supporter Guardian

e Supporter Organisation
e Agent Organisation.

A client's support network may also include their:

e General Practitioner (GP)
e emergency contacts

e carer, if applicable.

Together, these people and organisations form the client's Support Network, which helps the
client access and use My Aged Care services.

| Registered Supporters

A Registered Supporter is a person registered as a Supporter under section 37(1) of the
Aged Care Act. My Aged Care uses three Registered Supporter roles:

e Supporter

e Supporter Lite

e Supporter Guardian.

Registered Supporters must understand their role and responsibilities and act in line with the
client's wishes and preferences.

A Registered Supporter must have a record in My Aged Care. In most cases, this person is
someone the client knows and trusts, such as a family member, friend, or neighbour.

In the assessor portal and other My Aged Care systems, only the terms Supporter,
Supporter Lite, and Supporter Guardian are used.

Supporter

A Supporter (previously called a regular representative) can request, access and share
information in line with the client’s will and preferences. A Supporter can also communicate the
client's decisions, including consent.

To activate a Supporter relationship:

e the client must agree to the relationship

e the Supporter must agree to the relationship

e the client must consent to information sharing (data sharing)

e the Supporter must complete a Conflict of Interest (COIl) declaration.

Information sharing allows the Supporter to receive information that My Aged Care may or must
provide to the client under the Act.

The Supporter may:

e receive copies of the client’s correspondence, including Support at Home letters. If the law
allows or requires My Aged Care to give this information to the client, the Supporter can

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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receive it because the client has consented to information sharing during registration. If not,
the Supporter can request the information in line with the client's wishes and preferences.

e request information on the client's behalf in line with the client's wishes and preferences

e communicate the client's decisions, including consent, in line with the client's wishes and
preferences

e act as the client's primary contact if the client or the client's Supporter Guardian appoints
them to that role.

Supporter Lite

Unlike a Supporter, a Supporter Lite does not receive information through automatic information
sharing (known as ‘data sharing’) because the client has not provided consent. This includes
information that My Aged Care may or must provide to the client under the Act. As a result, a
Supporter Lite does not receive all the documents and communications that My Aged Care
sends to the client.

To activate a Supporter Lite relationship:

e the client must agree to the relationship

e the Supporter Lite must agree to the relationship

e the Supporter Lite must complete a Conflict of Interest (COIl) declaration

e the System Governor must approve the COI declaration and the relationship.

The Supporter Lite may:

¢ Request and share information on the client's behalf, in line with the client's wishes and
preferences, including in My Aged Care

e Communicate the client's decisions to others, in line with the client's wishes and
preferences, including decisions recorded in My Aged Care

e Act as the client's primary contact if the client or the client's Supporter Guardian appoints
them to that role. This is expected to be uncommon.

Supporter Guardian

A Supporter Guardian (previously called an authorised representative) is a Registered
Supporter who can make decisions and act on the client's behalf when they have legal decision-
making authority that is currently active.

To create a Supporter Guardian relationship, you must provide evidence of the person's legal
decision-making authority under the Aged Care Act 2024. Upload any relevant legal or medical
documents to My Aged Care for review by the System Governor.

The required legal documents depend on the decision-making arrangements in the relevant
state or territory. In some cases, you must also provide medical evidence, such as a letter from
a medical practitioner, to show that the client no longer has decision-making capacity.

A Supporter Guardian must:

e receive copies of the client's correspondence, including Support at Home letters, when the
information may or must be provided to the client under the Act

e request and share information on the client's behalf in line with the client's wishes and
preferences

e communicate the client's decisions, including decisions recorded in My Aged Care

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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o make decisions on the client's behalf when their legal authority applies and is active
e act as the client's primary contact when the client directs them to do so, or when their legal
authority allows them to act in that role.

The System Governor must approve a Supporter Guardian relationship before it becomes
active. To approve the relationship, the System Governor must verify that the person has
current legal authority to make decisions for the client.

Only the Supporter Guardian or the System Governor can end a Supporter Guardian
relationship. However, the client can ask the System Governor to review the relationship and
consider ending it.

Assessors can submit a Supporter Guardian relationship request, but the relationship remains
Pending until the System Governor approves it. My Aged Care notifies the relevant parties
once approval is complete. If legal documentation extends an existing arrangement, the
Supporter Guardian can provide the updated documents without submitting a new registration
form.

Supporter Organisation and Organisational Supporters

A Supporter Organisation is an organisation that the department recognises as a client's
registered Supporter, such as a public guardian or state trustee. An Organisational Supporter
is a staff member or employee of that organisation.

An Organisational Supporter performs the Registered Supporter role on behalf of the
organisation rather than as an individual.

By default, all staff members of a Supporter Organisation can support the client. Depending on
the relationship, staff members may act as Supporters or Supporters Lite.

A client can also nominate one specific staff member from the Supporter Organisation to act as
their only Supporter or Supporter Lite.

Supporter Guardian Organisation and Organisational Supporter Guardians

A Supporter Guardian Organisation is an organisation that has legal authority to make
decisions on behalf of the client.

By default, all staff members of a Supporter Guardian Organisation can support the client.
These staff members act as Supporter Guardians.

Agent Organisation and Organisational Agents

An Agent Organisation is an organisation approved by the department to support clients in My
Aged Care. Examples include advocacy services, Indigenous facilitator services, and care
finder services. An Organisational Agent is a staff member or employee of an Agent
Organisation.

I From 1 November 2025, My Aged Care no longer supports individual agent relationships. All
agents must belong to an Agent Organisation.
By default, all staff members of an Agent Organisation can support the client and act as Agents.

A client can also nominate one specific staff member from an Agent Organisation to act as their
only Organisational Agent.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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How can | nominate or request to register a person or organisation as a registered
Supporter or agent?

Use the assessor portal to nominate or register a person or organisation as part of a client's
support network. Follow the steps in this guide to create the relationship.

You can also create support relationships using the Aged Care Assessor App. For more
information, refer to the Aged Care Assessor Application User Guide.

As part of the registration process, upload a Registration of a Supporter form from the My Aged
Care website, if required.

Viewing my client’s relationships

1. Select Find a client from the assessor portal homepage. You can also select the Find a
client link from any page in the portal.

Welcome Name

2. On the Find a client page, search for the client.

#A Home | Find a client

@) Find a client

Search by

Last name First name Aged Care user ID

MODIFY FILTER OPTIONS CLEAR FILTERS

SEARCH CLEAR

3. Open the client's record from either Card View or List View.

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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@ Find a client

Search by

Last name First name

Surname Name Aged Care user ID

First name is Name and last name is Surname

SEARCH CLEAR

Sort Search Chant by in orcer of
Last name = Alphabetical (A-Z) -

Current sort order is Last name
(

Name Name

SURNAME SURNAME

No address details found @ XX Street Name

. 000000 0000 SUBURB, STATE, POSTCODE SUBURB,|
Aged care user ID AAXXXXXXX1 . 00 0000 0000 . 00 0000 {

Aged care user 1D AAXXXXXXX1 Aged care u

4. |If the client already has support relationships, they appear under the Primary contact
details in the banner. Select View support network to open the Support network tab.

W Adive

Mr Name SURNAME

Gender, XX years old, DD Month Year, AAOO000001 Primary contact: Name Surname (Role) - 00 0000 0000

XX Street Name, SUBURB, STATE POSTCODE
Prefers to speak [language] View support network

If the client has no support relationships, the message No support relationships
recorded appears.

Mr Name SURNAME

Gender, XX years old, DD Month Year, AAO0O000001 Primary contact: Name Surname (Role)
XX Street Name, SUBURB, STATE POSTCODE

No support relationships recorded

5. In the Support network tab, you can view the client's relationships in four sub-tabs:

o Client's support network shows the people, organisations, and other contacts that
support the client.

o People client supports shows the people and relationships that the client
supports.

e Pending documents shows documents that require action before a relationship can be
established.

o Declined, Ended and Cancelled relationships shows relationships that have been
declined, ended, or cancelled, including registered Supporter relationships cancelled by
the System Governor.

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Support network & view cuenT RePoRT

Client summary Client details Support network Approvals Plans Attachments Services

My Aged Care interactions Notes Tasks and Notifications

NOTIFY MY AGED CARE OF A DEATH

Name'’s support network People [name] supports Pending documents Declined, ended and cancelled relationships

Supporters

Name SURNAME

Other

Primary Contact

Creating a Supporter relationship

Before you create a Supporter relationship, check that the client and relationship do not already
exist in My Aged Care. Search for the client and review their current support relationships. For
more information, refer to My Aged Care — Assessor Portal User Guide 1 — Registering and
referring clients for assessments.

Once you have confirmed there are no duplicate records, you can create a Supporter
relationship for the client.

| If the new Supporter relationship exceeds the maximum number allowed, My Aged Care
sends the request to the System Governor for review and action.

1. From the client's Support network tab, select CREATE RELATIONSHIP.

Name SURNAME

Gender, XX years old, DD Month Year, AAO0O000001 Primary contact: Name Surname (Role)

XX Street Name, SUBURB, STATE POSTCODE
No support relationships recorded

Suppor'l' ne'l'Work REFER THIS CLIENT FOR ASSESSMENT = VIEW CLIENT REPCORT

Client summary Client details Support network Approvals Plans Attachments Services

My Aged Care interactions Notes Tasks and Notifications Residential Funding Classifications

CREATE RELATIONSHIP

Name'’s support network People [name] supports Pending documents

Declined, ended and cancelled relationships

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. On the Create relationship for client page, go to Section 01 — About client's
relationship and select Supporter.

@) Create relationship for Name

All fields marked with an asterisk (*) are required

01
About [Name]'s relationship

It is important to select
as the

The support relationship to be established for [Name] is:

record O Supporter

O Supporter Guardian

O Agent

O Ccarer

O Emergency Contact
OGP

O Support Person

3. For ls the support relationship with a Person or an Organisation?, select Person.

Is the support relationship with a Person or an Organisation? *

Person: O Organisation:
Someone who is not part of a support Staff at a support organisation
organisation (e.g. a family member)

4. To continue, either:

o the person must be with the client in person or by phone or video call, or
e the client must have a completed Registration of a Supporter or organisation form.

@® Person: O Organisation: J
Someone who is not part of a support organisation (e.g. a family member) Staff at a support organit

Ethls person present (in person or by phone/video cal-l) with the chent? *
Yes
O No
Iz)oes the client have a completed 'Registration of supporter or organisation’ form with them? =

Yes

O No

If both answers are No, the system displays an error message and you cannot continue.

Is this person present (N person or by phonevideo M'
O Yes

@ No

Does the client have a compieted 'Registration of supporter or organisation’ form with them? *
O Yes

® No

Unable 1o create this relabonship
organisabon’ form has nol been ©

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

OFFICIAL


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

OFFICIAL

5. In Section 02 — Add support person details, enter the Supporter's first name and last
name, then select SEARCH. This helps prevent duplicate records in My Aged Care.

02
Add support person details Please enter the details of your support person

Enter support person and relationship
details.

Title (Select one) - First name: *

Last name: ~

[==m1]

6. If the search does not return a matching record:

e Select CONTINUE TO REGISTER.
o Follow the steps in Registering a new person for a support relationship.

02
Add support person details Please enter the details of your support person.
Enter support person and relationship
details
First name: *
Title (Select one) v Name
Last name: *
Surname

SEARCH

Date of Telephone

Select Name birth Gender Posicode number

I There are no client records found I

If the support person you wish to create a relationship is not found in My Aged
Care, you can continue registering the support person in My Aged Care.

| CONTINUE TO REGISTER |

If the search returns a matching record:

e Select the correct record.
e Select the confirmation checkbox to confirm you have chosen the correct person.

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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02

Add support person details Please enter the details of your support person

Enter support person and relationship

gerals First name: *
Title (Select one) - Name

Last name: *
Surname

SEARCH

2 client record(s) exist that match these details. Select the correct record that
maiches the information provided to you by the client.

Date of Telephone
Select Name birth Gender Postcode  number

O Miss Name DD/MM/  Gender 0000

Surname YYYY (STATE)
@® Mr Name DD/MM/  Gender 0000 00 0000 0000
Surname YYYY (STATE)

You have selected

Name Aged Care ID

Mr Name Surname AAD0000001

Date of Birth Medicare card number
DD/MM/YYYY

Address Phone

XX Street Name 00 0000 0000
SUBURB

STATE 0000

[ Please confirm that this is Mr Name Surname's record before
proceeding. This will ensure you create a relationship with the correct
person. *

If the support person you wish to create a relationship is not found in My Aged
Care, you can continue registering the support person in My Aged Care.

CONTINUE TO REGISTER

7. Enter the Relationship to client and Relationship start date. You can also enter a
Relationship end date, if required.

Relationship to Name Surname:*
@ child

O Parent

O Spouse/Partner

O Neighbour

O Friend

O Other

When should the relationship start?
You can also enter an end date if there is a preferred time you would like the
relationship to end.

Relationship start date (DD/MM/YYYY) on or after: *
DD/MMAYYYY Relationship end date (DD/MM/YYYY)(E)

(e.q. dd/mm/yyyy)

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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8. In Section 03 — Registration of Supporter or organisation form, select CHOOSE FILE
and upload the Registration of a Supporter form.

03

Registration of supporter or
organisation form
Complete and upload a Registration of

supporter or organisation form for
processing by My Aged Care

Registration of a supporter or organisation form

CHOOSE FILE No file chosen

Name of attachment

9. Enter a name for the attachment.

Registration of a supporter or organisation form

CHOOSE FILE Document name.docx

Name of attachment *

Registration of Supporter

10. In Section 04 — Add documentation, select ADD AN ATTACHMENT and upload any
supporting documents.

04

Add documentation Add documents _ o
Add supporting documentation to create Add documents to support creation of relationship (Up to 5 files, 10 MB total,
relationship. 5MB each)

| ADD AN ATTACHMENT |

Legal Documentation

No documents uploaded.

Medical Documentation

No documents uploaded.

Other Documentation

No documents uploaded.

Select the required file or files and then select UPLOAD. Make sure the document meets
the requirements shown on screen.

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

= Please note: Some attachments will be viewable by other people with authorised access to this client record. Please

refer to your portal guide for details.

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

You can upload files up to 5 MB to this record. The following file types are accepted:
.jpeg, .jpg, .bmp, .png, .docx, .xIsx, .pdf, .txt

CHOOSE FILE Document name.docx

Name of the attachment: * Type of attachment *

Supporting Documentation Other v

Label

(250 characters)

UPLOAD CANCEL

Repeat this process until you have uploaded all required documents.

Add documents
Add documents to support creation of relationship (Up to 5 files, 10 MB total, 5SMB each)

ADD AN ATTACHMENT

Legal Documentation

Legal Documentation

Legal.docx [68.49KB] | DELETE

WMedical Documentation

Medical documentation

Medical letter.pdf [573.51KB] | DELETE

Other Documentation

Supporting Documentation Jen C

Supporting Docs.docx [13.04KB] | DELETE

11. In Section 05 — Consent, review the:

e Supporter's consent declaration

e Supporter's conflict of interest declaration

e Client's consent declaration

e Client's information-sharing declaration

e Supporter duties and terms and conditions.

Read the information before completing the declarations.

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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a) Complete the Supporter's consent declaration.

e Select Yes or No.
e  The Supporter or the assessor can complete this declaration.

05

Consent | consent to being registered as a supporter under the Aged Care Act 2024 for

the client named in this form. | understand that | may request, access and
receive information and documents, and communicate information, in line with
the client’s will and preferences, to support them to do a thing under, or for the
purposes of, the Aged Care Act 2024 (other than for the purposes of means
testing).

| consent to the Department disclosing my name, contact details, role and status
(current, suspended or cancelled) as a supporter to the client and any other
supporters that are registered for the client.

I understand that the Australian Privacy Principles may not apply to the client or
another supporter if they receive any information or document containing my
personal information.

| acknowledge that as a supporter, | must comply with the duties imposed on me
by the Aged Care Act 2024, including to respect the client’s right to privacy and
to have their personal information protected. If my circumstances change in a
way that affects my ability or capacity to act as a supporter, | will contact My
Aged Care_ ™

O Yes O No

If you select No, the remaining Supporter declaration and the client's consent
declaration appear. Continue to step c.

If you select Yes, the Conflict of Interest declaration appears followed by the remaining
consent questions.

Select View Details to review the Supporter's duties and the My Aged Care terms and
conditions.
b) Complete the Supporter's conflict of interest declaration.

e Select Yes or No.
e  The Supporter or the assessor can complete this declaration.

® Yes O No

Conflict of interest

If you have a conflict of interest (either real, potential or perceived) acting as a
supporter for the client named in this form, please advise below.

For more information regarding what a Conflict of Interest is please visit: My
Aged Care website

| have a conflict of interest (either real, potential or perceived) acting as a
supporter for the client named in this form. *

O Yes O No

| declare that:

« | am voluntarily registering as a supporter.
« The information | provide to My Aged Care is accurate, complete and
correct.

| understand and have read:

* The duties of a supporter. view details
« Terms and conditions of registering in My Aged Care. view details

If you select Yes, enter the conflict of interest details and continue to step c.

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Conflict of interest

If you have a conflict of interest (either real, potential or perceived) acting as a
supporter for the client named in this form, please advise below.

For more information regarding what a Conflict of Interest is please visit: My
Aged Care website

| have a conflict of interest (either real, potential or perceived) acting as a
supporter for the client named in this form. *

® Yes O No

Conflict of interest description: *
Enter conflict of interest details here

£

39 / 500

If you select No, continue to step c.

c) Complete the client's consent declaration.
e Select Yes or No.

e The client or the assessor can complete this declaration.

| declare that:

* | am voluntarily registering as a supporter.
» The information | provide to My Aged Care is accurate, complete and
correct.

| understand and have read:

* The duties of a supporter. view details
+ Terms and conditions of registering in My Aged Care. view details

| consent to registering the person named in this form as my supporter under the
Aged Care Act 2024. | understand that my supporter may request, access and
receive information and documents, and communicate information, in line with
my will and preferences, to support me to do a thing under, or for the purposes
of, the Aged Care Act 2024 (other than for the purposes of means testing). |
consent to the Department collecting my personal information from my supporter
and using it for aged care purposes. | understand that the Australian Privacy
Principles may not apply to my supporter if they receive any information or
document, provided to them in their capacity as my supporter. *

O Yes O No

If you select No, the relationship request cannot continue because the client has not
consented to registering the Supporter. If needed, contact the My Aged Care Contact
Centre on 1800 200 422.

| consent to registering the person named in this form as my supporter under the Aged Care Act 2024 | understand that my supporier may request, access
and receive information and documents, and communicate information, in line with my will and preferences, to support me to do a thing under, or for the
purposes of, the Aged Care Act 2024 (other than for the purposes of means testing) | consent to the Department collecting my personal information from my
supporter and using it for aged care purposes. | understand that the Australian Privacy Principles may not apply to my supporter if they receive any information
or document, provided to them in their capacity as my supporter. *

O Yes ® No|

You cannot submit this Supporter Relationship request because Grammy Kiski has not given consent to registering
Captain Roland Moses as their supporter under, or for the purposes of, the Aged Care Act 2024

To discuss this further you can call My Aged Care Contact Centre on 1800 200 422 Monday to Frday between 8am and
8pm AEST

If you select Yes, an additional declaration appears.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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d) Complete the client's information-sharing declaration.
e Select Yes or No.

If you select Yes, the CREATE RELATIONSHIP button becomes active. Select
CREATE RELATIONSHIP to create the relationship.

| consent to any information or document that may or must be given to me under
the Aged Care Act 2024 to also be given to my supporter. | understand this will
include historical information and documents that exist on my client record in My
Aged Care. *

® Yes O No

| declare that:

+ | am voluntarily registering a supporter.
+ The information | provide to My Aged Care is accurate, complete and
correct.

| understand and have read:

* The duties of a supporter. view details
= Terms and conditions of registering in My Aged Care. view details

CREATE RELATIONSHIP CANCEL

If the client does not agree to share information, you can create a Supporter Lite
relationship instead.

| o [Ifall consent responses are Yes, My Aged Care creates the relationship immediately.

e If any consent response is No, the relationship is created with a Pending status. For
more information, refer to the My Aged Care Assessment Manual.

12. The system returns you to the client's Support Network screen. The Supporter's details
appear in a tile, and a green banner confirms the relationship was created successfully.

Name SURNAME

Gender, XX years old, DD Month Year, AA00000001 Primary contact: Name Surname (Role)
XX Street Name, SUBURB, STATE POSTCODE s

@ Supporl' neMork REFER THIS CLIENT FOR ASSESSMENT || & VIEW CLIENT REFORT

Client summary Client details Support network Approvals Plans Aftachments Services My Aged Care interactions Notes Tasks and Notifications

Residential Funding Classificafions

Name’s support network People [name] supports Pending documents Declined, ended and cancelled relationships

Supporters

@0

Name SURNAME

Relationship

Is [client]’s Supporter from DD/MM/YYYY.
Contact details

Aged Care 1D AAXXXXXXX1

Phene: 00 0000 0000

Address: XX Street Name
SUBURB, STATE, POSTCODE

Vv Active

Supporter Organ e |
No relationships

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Creating a Supporter Lite relationship

The steps for creating a Supporter Lite relationship are the same as for creating a Supporter

relationship. The difference is in the consent declarations.
1.  From the Support Network screen, Select CREATE RELATIONSHIP button.

Support network

Client summary Client details Support network Approvals Plans  Attachments Services My Aged Care interactions Notes Tasks and Notifications Residential Funding Classifications|

Name's support network People [name] supports Pending documents Declined, ended and cancelled relationships

2. Complete Sections 01 to 04 and enter all required information.

[ASSessOor Fortal

Residential
Funding
Referrals

Assessment Review

Delegate Organisation
referrals requests i

Find a service Reports and Aged
decisions administration i

Assessments  Reviews provider documents Assess(

My Dashboard  Find a client

i Home | Assessments | Name SURNAME | Add support relationship

@ Create relationship for Name

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

) . .
About [Name]'’s relationship The support relationship to be established for [Name] is:
Itis important to select these options carefully as they may impact who has
access to the client's My Aged Gare record, and what actions they can perform ® Supporter

O Supporter Guardian

O Agent

O Carer

O Emergency Contact

O eP

O Support Person

Is the support relationship with a Person or an Organisation? *

@ Person: O Organisation:
Someone who is not part of a support organisation (e.g. a family member) Staff at a support organisation

Is this person present (in person or by phone/video call) with the client? *

@ Yes

Assessment Review Delegate Organisation A Find a service Reports and

My Dashboard  Find a client referrals requests Assessments  Reviews decisions administration provider documents

| Home | Assessments | Name SURNAME | Add support relationship

02

Add support person details Please enter the details of your support person.

Enter support person and relationship details
Title (Select one) First name: *
Mr - Name
Last name: *
Surmname

SEARCH

1 client record(s) exist that match these details. Select the correct record that matches the information provided to you by the client.
Select Name Date of birth Gender Postcode Telephone number

@ Name Surname DD/MMIYYYY Gender 0000 (STATE)

You have selected

Name Aged Care ID

Name Surname AAQ0000001

Date of Birth Medicare card number
DD/MM/YYYY

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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| Name SURNAME | Add support relationship

Address Phone

XX Street Name
SUBURB
STATE 0000

Please confirm that this is Name Surname's record before proceeding. This will ensure you create a relationship
with the correct person. *

Gender Date of birth:
Gender DD/MM/YYYY

Email address:

Country code
& Australia +61 - Mobile phone number:

Telephone number

Relationship to Name Surname:*
O chid

O Parent

O Spouse/Partner

O Neighbour

@ Friend

(O Other

A Home | Assessments | Name SURNAME | Add support relationship

(eg. ddimmdyyyy)

03

N " i Registration of a supporter or organisation form
Reg of supp or or form 0 PP o
Complete and upload a Registration of supporter or organisation form for processing by CHOOSE FILE No file chosen
My Aged Care.

Name of attachment

04
Add documentation Add documents

Add documents to support creation of relationship (Up to 5 files, 10 MB total, 5MB each)

D AN ATTACHMET

Legal Documentation

Add supporting documentation 1o create refationship.

No documents uploaded.

Medical Documentation

No documents uploaded.

Other Documentation

No documents uploaded.

3. In Section 05 — Consent, select Yes for the first consent declaration.

05
| consent to being registered as a supporter under the Aged Care Act 2024 for the client named in this form. | understand that | may request, access and
Consent receive information and and in line with the client's will and preferences, to support them to do a thing under, or for the
purposes of, the Aged Care Acr?024 (other than for the purposes of means testing).
| consent to the Department disclosing my name, contact details, role and status (current, suspended or cancelled) as a supporter to the client and any other
supporiers that are registered for the client.
| understand that the Australian Privacy Principles may not apply to the client or another supporier if they receive any information or document containing my
personal information
| acknowledge that as a supporter, | must comply with the duties impased on me by the Agad Care Act 2024, including to respect the client’s right to privacy an
1o have their personal information protected. If my circumstances change in a way that affects my ability or capacity to act as a supporter, | will contact My Aged
Care. "

@ Yes O No |

CORTIIEY OF THEETEST

If you have a conflict of interest (either real, potential or perceived) acting as a supporter for the client named in this form, please advise below.
For more information regarding what a Conflict of Interest is please visit: My Aged Care websile

| have & conflict of interest (either real, potential or perceived) acting as a supporter for the client named in this form

O Yes ® No I

are

« | am voluntarily registering as a supporter.
« The information | provide to My Aged Care is accurate, complete and correct.

Iunderstand and have read:

« The duties of a supporter. view details
« Terms and conditions of registering in My Aged Care. view details

| consent to registering the person named in this form as my supporter under the Aged Care Act 2024. | understand that my supporter may request, access and
receive information and and in line with my will and preferences, to support me to do a thing under, or for the purposes
of, the Aged Care Act 2024 (other Ihan for the purposes of means festing). | consent to the Department collecting my personal information from my supporter
and using it for aged care purposes. | understand that the Australian Privacy Principles may not apply to my supporter if they receive any information o
document, provided fo them in their capacity as my supporter. *

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. When the second consent question appears, select No.

An information message appears to advise that the client has not consented to sharing
certain information with the Supporter.

| consent to registering the person named in this form as my supporter under the
Aged Care Act 2024. | understand that my supporter may request, access and
receive information and documents, and communicate information, in line with
my will and preferences, to support me to do a thing under, or for the purposes
of, the Aged Care Act 2024 (other than for the purposes of means testing). |
consent to the Department collecting my persenal information from my supporter
and using it for aged care purposes. | understand that the Australian Privacy
Principles may not apply to my supporter if they receive any information or
document, provided to them in their capacity as my supporter. =

@® Yes O No

| consent to any information or document that may or must be given to me under
the Aged Care Act 2024 to also be given to my supporter. | understand this will
include historical information and documents that exist on my client record in My
Aged Care_*

O Yes ® No

You have chosen not to consent to sharing certain information with
your prospective supporter. This means that if your prospective
supporter agrees to this registration, they will be registered as your
supporter under the Aged Care Act 2024 but will not be given
automatic access to information that may or must be provided to
you under the Act. While they will be a supporter under the Act, they
will be recorded as a ‘supporter lite’ to reflect your choice. You can
seek to end or change a registration at any time.

=te

| declare that:

» | am voluntarily registering a supporter.
* The information | provide to My Aged Care is accurate, complete and
correct.

| understand and have read:

+ The duties of a supporter. view details
* Terms and conditions of registering in My Aged Care. view details

CREATE RELATIONSHIP CANCEL

5. Review the information you entered and select CREATE RELATIONSHIP.

T TIISTTToT T oTeTIeT T TamTCa T T TOT T O Ty SUpp o o anmac T ime—goo TeTEeT e T C T oA T Ot T SO PP oT e TTia - To Ty T EEALL
receive information and documents, and communicate information, in line with my will and preferences, to support me to do a thing under, or for the purposes
of, the Aged Care Act 2024 (other than for the purposes of means testing). | consent to the Department collecting my personal information from my supporter
and using it for aged care purposes. | understand that the Australian Privacy Principles may not apply to my supporter if they receive any information or
document, provided to them in their capacity as my supporier. *

® Yes O No

| consent to any information or document that may or must be given to me under the Aged Care Act 2024 to also be given to my supporter. | understand this will
include historical infermation and documents that exist on my client record in My Aged Care. ~

O Yes ® No

You have chosen not to consent ‘o sharing certain information with your prospective supporter. This means that if your prospective supporter

. agrees to this registration, they will be registered as your supporter under the Aged Care Act 2024 but will not be given automatic access to

1 information that may or must be provided to you under the Act. While they will be a supporter under the Act, they will be recorded as a ‘supporter
lite’ to reflect your cheice. You can seek to end or change a registration at any time

I declare that:

« | am voluntarily registering a supporter.
= The information | provide to My Aged Care is accurate, complete and correct.

| understand and have read:

+ The duties of a supporter. view details
+ Terms and conditions of registering in My Aged Care. view details

CREATE RELATIONSHIP CANCEL

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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6. A green banner appears to confirm that the relationship was created successfully.

\/ Relationship added successfully.

7. The new relationship appears on the Support Network screen under the SUPPORTERS
tab. The relationship tile shows the date the relationship becomes active, based on the
date you entered when creating the relationship.

Supporters

EZ3o o

Nam: RNAME

Relationship

Will be [client]'s Supporter Lite from DD/MM/YYYY.

Contact details
Aged Care 1D AAXXXX1

Address: XX Street Name
SUBURB, STATE, POSTCODE

EX3o o

Nam RNAME

Relationship

Will be [client]'s Supporter Lite from DD/MM/YYYY.

Contact details
Aged Care 1D ARXXXXXXXX2

=

Activating a Supporter Lite relationship

After you create a Supporter Lite relationship, it appears in the client's Support Network tab

with a Pending status and an ACTIVATE
view the relationship in their own account.

Supporters

EX3o o

Name SURNAME

Relationship

Will be [client]’s Supporter Lite from DD/MM/YYYY.

Contact details
Aged Care |D AAXXXXXXX1

Address: XX Street Name
SUBURB, STATE, POSTCODE

X Pending

button. Once activated, the Supporter Lite can also

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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1.  On the relevant Supporter Lite tile, select ACTIVATE.

Activate Relationship

All fields marked with an asterisk (") are required
Consent

| consent to being registered as a supporter under the Aged Care Act 2024 for the client named in this form. | understand that |
may request, access and receive information and documents, and communicate information, in line with the client’s will and
preferences, to support them to do a thing under, or for the purposes of, the Aged Care Act 2024 (other than for the purposes
of means testing).

| consent to the Department disclosing my name, contact details, role and status (current, suspended or cancelled) as a
supporter to the client and any other supporters that are registered for the client.

| understand that the Australian Privacy Principles may not apply to the client or another supporter if they receive any
information or document containing my personal information.

| acknowledge that as a supporter, | must comply with the duties imposed on me by the Aged Care Act 2024, including to
respect the client’s right to privacy and to have their personal information protected. If my circumstances change in a way that
affects my ability or capacity to act as a supporter, | will contact My Aged Care. *

O Yes ® No
| declare that:

« | am voluntanly reqgistering as a supporter
« The information | provide to My Aged Care Is accurate, complete and correct.

| understand and have read:
= The duties of a supporter. view details
« Terms and conditions of registering in My Aged Care. view details

| consent to registering the person named in this form as my supporter under the Aged Care Act 2024 | understand that my
supporter may request, access and receive information and documents, and communicate information, in line with my will and
preferences, to support me to do a thing under, or for the purposes of, the Aged Care Act 2024 (other than for the purposes of
means testing). | consent to the Department collecting my personal information from my supporter and using it for aged care A

ACTIVATE CANCEL

2. Review the information in the pop-up window and complete any required consent
responses.

Select ACTIVATE.

Activate Relationship

« Terms and conditions of registering in My Aged Care. view details

| consent to registering the person named in this form as my supporter under the Aged Care Act 2024 | understand that my
supporter may request, access and receive information and documents, and communicate information, in line with my will and
preferences, to support me to do a thing under, or for the purposes of, the Aged Care Act 2024 (other than for the purposes of
means testing). | consent to the Department collecting my personal information from my supporter and using it for aged care
purposes. | understand that the Australian Privacy Principles may not apply to my supporter if they receive any information or
document, provided to them in their capacity as my supporter.

Yes No

| consent to any information or document that may or must be given to me under the Aged Care Act 2024 to also be given to
my supporter. | understand this will include historical information and documents that exist on my client record in My Aged
Care. *

Yes No

You have chosen not to consent to sharing certain information with your prospective supporter. This means that if
. your prospective supporter agrees to this registration, they will be registered as your supporter under the Aged
1 Care Act 2024 but will not be given automatic access to information that may or must be provided to you under the
Act. While they will be a supporter under the Act, they will be recorded as a ‘supporter lite’ to reflect your choice.
You can seek to end or change a registration at any time.

| declare that:

» | am voluntarily registering a supporter.
» The information | provide to My Aged Care is accurate, complete and correct.

| understand and have read:

» The duties of a supporter. view details
« Terms and conditions of registering in My Aged Care. view details

ACTIVATE CANCEL

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. A green banner appears to confirm that the relationship is active.

V Relationship successfully activated.

4. Check the Supporter Lite tile to confirm the status has changed from Pending to Active.

Name SURNAME
Relationship

Is [client]’s Supporter Lite from DD/IMM/YYYY.

Contact details
Aged Care |D. AAXXXXXXX1

5. If you set the relationship to start on a future date, it remains Pending until that date. The
Supporter Lite tile displays a message showing when the relationship will become active.

Name SURNAME

Relationship

1 Relationship will be active on 01 November 2025.

Will be [client]’s Supporter Lite from DD/MM/YYYY.

Contact details
Aged Care ID: AAXXXXXXX1

Address: XX Street Name \,
SUBURB, STATE, POSTCODE

X Pending

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Creating a Supporter Guardian relationship

Before you create a Supporter Guardian relationship, check that the client and relationship do
not already exist in My Aged Care. Search for the client and review their current support
relationships. For more information, refer to My Aged Care — Assessor Portal User Guide 1 —
Registering and referring clients for assessments.

Once you have confirmed there are no duplicate records, you can create a Supporter Guardian
relationship for the client.

1. From the client’'s Support network tab, select CREATE RELATIONSHIP.

Name SURNAME

Gender, XX years old, DD Month Year, AAO0000001 Primary contact: Name Surname (Role)

XX Street Name, SUBURB, STATE POSTCODE
View support network

SUppor‘I’ neMOrk REFER THIS CLIENT FOR ASSESSMENT & VIEW CLIENT REPORT

Client summary Client details Support network Approvals Plans Attachments Services My Aged Care interactions Notes

Tasks and Notfifications Residential Funding Classifications

CREATE RELATIONSHIP NOTIFY MY AGED CARE OF A DEATH
Name's support network People [name] supports Pending documents Declined, ended and cancelled relationships

2. On the Create relationship for client page, go to Section 01 — About client's
relationship and select Supporter Guardian.

For Is the support relationship with a Person or an Organisation?, select Person.

@ Create relationship for Name

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

01

About [Name]’s relationship

It is important to select these options carefully as they may
impact who has access to the client's My Aged Care ~
record, and what actions they can perform () Supporter

The support relationship to be established for [Name] is:

I @® Supporter Guardian I

O Agent

O Carer

(O Emergency Contact
O 6P

(O Support Person

Is the support relationship with a Person or an Organisation? *

@® Person: () Organisation:
Someone who is not part of a support organisation Staff at a support organisation
(e.g. a family member)

3. Answer the following questions:
e Is this person present with the client (in person or by phone/video call)?

¢ Does the client have a completed Registration of a Supporter or organisation
form?

To continue, at least one answer must be Yes.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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® Person: (O Organisation:
Someone who is not part of a support organisation (e.g. a family member) Staff at a support organis

Is this person present (in person or by phone/video call) with the client? *
Yes
IO No
Does the client have a completed 'Registration of supporter or organisation’ form with them? *

Yes

1O No

If both answers are No, the system displays an error message and you cannot continue.

s this person present (in person or by phone/video call) w e client?
O Yes
® No
Does the client have a completed 'Registration of supporter or organisation’ form with them? *
O Yes
© Noj

CREATE RELATIONSHIP CANCEL

x Unable to create this relationship if the support person is not present with the client and an "Registration of a supporter or

organisation’ form has not been completed.

4. In Section 02 — Add support person details, enter the Supporter Guardian's first name
and last name, then select SEARCH. This helps prevent duplicate records.

02

Add support person details Please enter the details of your support person.

Enter support person and relationship
details.

Title (Select one) - First name: *

Last name: ~

(==

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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5. If the search does not return a matching record:

e Select CONTINUE TO REGISTER.
e Follow the steps in Registering a new person for a support relationship.

Please enter the details of your support person.
Title (Select one First name: *
Mr - Name
Last name: *
Surname
| SEARCH
Select Name Date of birth Gender Posicode Telephone number
I There are no client records found I

If the support person you wish to create a relationship is not found in My Aged Care, you can continue registering the support person in My Aged Care

CONTINUE TO REGISTER

6. If the search returns a matching record:

e Select the correct record.
e Select the confirmation checkbox to confirm you have chosen the correct person.

02
Add support person details Please enter the details of your support person.

Enter support person and relationship details

First name: *

Title (Select one) - Name

Last name: *

Surname

SEARCH

1 client record(s) exist that match these details. Select the correct record that matches the information
provided to you by the client.

Select Name Date of birth Gender  Postcode Telephone number
@) Name Surname DD/MM/YYYY Gender 0000
- (STATE)

You have selected

Name Aged Care ID

Name Surname AA00000001

Date of Birth Medicare card number
DD/MM/IYYYY

Address Phone

XX Street Name

SUBURB

STATE 0000

[ Please confirm that this is Name Surname’s record before proceeding. This will ensure you
create a relationship with the correct person. *

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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7. Enter the Relationship to client and Relationship start date. You can also enter a
Relationship end date.

| Iflegal documents include an end date, the relationship end date must match the date in
those documents.

Relationship to Name Surname:*
) Child

) Parent

() Spouse/Pariner

) Neighbour

® Friend

O Other

When should the relationship start?
You can also enter an end date if there is a preferred time you would like the relationship to end.

Relationship start date (DO/MM™YY™Y) on or after: *
DD/MMAYYYY Relationship end date (DDMMYYYY):

. q. daimmdayyl]

8. In Section 03 — Registration of Supporter or organisation form, upload the registration
form and enter an attachment name.

03
Registration of supporter or
organisation form

Complete and upload a Registrafion of supporter or
organisation form for processing by My Aged Care.

Registration of a supporter or organisation form

CHOOSEFILE | No file chosen

Name of attachment

9. In Section 04 — Add documentation, indicate whether you can verify the Supporter
Guardian's legal authority to act on the client's behalf.

| ¢ If you can verify the legal documents, select Yes and upload the verified documents.

¢ If you cannot verify the documents, select No, upload the documents, and select
SUBMIT TO MY AGED CARE. My Aged Care creates a pending relationship and
sends the documents to the My Aged Care Contact Centre for verification.

¢ If no legal documents are available, advise the prospective Supporter Guardian that
you can submit the request for review, but they must provide evidence of their legal
decision-making authority before My Aged Care can register them as a Supporter
Guardian. They can submit the documents through their online account or through
the My Aged Care Contact Centre.

04
Add documentation To become a Supporter Guardian, you must provide the legal document regarding the
Add supporting documentation to create relationship. person you are registering with as a Supporter. For more information see My Aged Care

website.

Are you able to verify the Supporter Guardian documents? *
O Yes ® No

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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10. Select ADD AN ATTACHMENT and upload the required supporting documents.

e You must upload a legal document, such as a guardianship order or enduring power of
attorney.

e Enter a name for each document.

e If needed, upload a medical practitioner's letter to support the request.

e If you have a combined legal and medical document, upload it as Legal
Documentation.

For more information, refer to My Aged Care Assessment Manual.

Add documents
Add documents to support creation of relationship (Up to 5 files, 10 MB total, 5MB each)

ADD AN ATTACHMENT

Legal Documentation™
No documents uploaded.
Medical Documentation
No documents uploaded.
Other Documentation

No documents uploaded.

11. If you have additional documents, upload each file and select UPLOAD. Make sure all
documents meet the requirements shown on screen.

Add an atftachment _

i Please note: Some attachments will be viewable by other people with authorised access to this client record. Please refer to your

portal guide for details.

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

You can upload files up to 5 MB to this record. The following file types are accepted:
Jpea. jpg. .bmp, .png, docx, .xlsx, .pdf, .txt

CHOQSE FILE Legal.docx
MName of the attachment: * Type of attachment *
Legal Documentation Supporter Guardian| Legal -
Label:

(230 characters)

UPLOAD CANCEL

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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To remove a document, select Delete next to the relevant document.

To become a Supporter Guardian, you must provide the legal document regarding the person you are registering with as a Supporter. For more information see My
Aged Care website.

Add documents
Add documents to support creation of relationship (Up to 5 files, 10 MB total, 5SMB each)

ADD AN ATTACHMENT

Legal Documentation*

Legal Documentation Supporter Guardian

Legal. docx [68.49KB] | DELETE

Medical Documentation

Medical documents

Medical letter pdf [573.51KB] | DELETE

Other Documentation

Supporting Docs

Supporting Docs docx [13.04KB] | DELETE

12. In Section 05 — Consent, complete the Supporter Guardian's consent declaration.
e The Supporter Guardian must select Yes for the request to continue.
e Ifthe Supporter Guardian selects No, you cannot submit the request.

05

I confirm that | am a legally appointed decision maker for the client named in this form. | understand that
my legal authority for my appointment must be active when | am acting on behalf the client, and that |
must act in line with the state or territory arrangements for that appointment, including within the scope of
my decision-making authority.

Consent

| consent to being registered as a supporter under the Aged Care Act 2024 for the client. | understand
that | may request, access and receive information and documents, and communicate information, in line
with the client’s will and preferences, to support them to do a thing under, or for the purposes of, the
Aged Care Act 2024 (other than for the purposes of means testing).

| consent to the Department disclosing my name, contact details, role and status (current, suspended or
cancelled) as a supporter to the client and any other supporters that are registered for the client. |
understand that the Australian Privacy Principles may not apply to the client or another supporter if they
receive any information or document containing my personal information.

| acknowledge that as a supporter, | must comply with the duties imposed on me by the Aged Care Act
2024, including to respect the client's right to privacy and to have their personal information protected. If
my circumstances change in a way that affects my ability or capacity to act as a supporter, | will contact
My Aged Care. *

® Yes O No

13. Complete the Conflict of Interest declaration.

e Select Yes or No.
e If you select Yes, enter the conflict of interest details.

e Select View Details to review the duties of a Supporter and the My Aged Care terms
and conditions.

When complete, select SUBMIT TO MY AGED CARE.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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® Yes ) No

Conflict of interest

If you have a conflict of interest (either real, potential or perceived) acting as a supporter for the client
named in this form, please advise below.

For more information regarding what a Conflict of Interest is please visit: My Aged Care website

| have a conflict of interest (either real, potential or perceived) acting as a supporter for the client named
in this form. *

® Yes ) No

Conflict of interest description: *

Conflict of interest details go here

367500
I declare that:

» | am voluntarily registering as a supporter.
* The information | provide to My Aged Care is accurate, complete and correct.

I understand and have read:

» The duties of a supporter. view details
* Terms and conditions of registering in My Aged Care. view defails

SUBMIT TO MY AGED CARE I CANCEL

14. The system returns you to the client's Support Network screen. The Supporter Guardian
relationship appears with one or more of the following:

e agreen banner confirming the relationship was created successfully
¢ a yellow Pending banner
e an information message advising that delegate approval is required.

Client summary Client details Support network Approvals Plans Attachments Services My Aged Care interactions N

Name's support network People [name] supports Pending documents Declined and ended relationships

Supporters

Nam RNAME Nam RNAME

Relationship Relationship

Will be [client]'s Supporter guardian from DD/MM/YYYY. Will be [client]'s Supporter guardian from DD/MM/YYYY.
Contact details Contact details

Aged Care 1D° AAXXXXXXX1 Aged Care 1D° AAXXXXXXX2

Phone: 00 0000 0000 Phone: 00 0000 0000

Address: XX Street Name, SUBURB, STATE, POSTCODE

\/ Name Surname successfully registered and relationship added

If the status reason is Pending Delegate Decision, the relationship displays a Pending
status and a message stating Relationship undergoing delegate approval until the
delegate makes a decision.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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@ SU p por‘l‘ ne‘lwork REFER THIS CLIENT FOR ASSESSMENT & VIEW CLIENT REPORT

Client summary Client details Support network Approvals Plans Attachments Services My Aged Care interactions Notes

Tasks and Notifications

CREATE RELATIONSHIP NOTIFY MY AGED CARE OF A DEATH
NEMEEEN GNPV @ People [name] supports Pending documents Declined, ended and cancelled relationships

Supporters

o I 0o

Name SURNAME

Relationship

Name SURNAME

Relationship

i Relationship undergoing delegate approval .
Is [client]’s Supporter from

DD/MM/YYYY.

Will be [client]’s Supporter guardian
from DD/MM/YYYY. Contact details

Aged Care 1D AAXXXXXXX1
Contact details

Aged Care ID: AAXXXXXXX1
Phone: 00 0000 0000

Address: XX Street Name, SUBURB,
STATE, POSTCODE

z s

Supporter Organisations

No relationships

Agents

No relationships

Other relationships

No relationships
\/ Relationship added successfully and is subject to delegate decision.

15. To add more documents later, select ADD DOCUMENTS on the Supporter Guardian tile.

® Support network
Client summary Client details Appmvals

Name's support network People [name] supports Pendin

Supporters

ADD DOCUMENTS

Name SURNAME

Relationship

Will be [client]’s Supporter guardian from DD/MM/YYYY.

Contact details
Aged Care 1D AAXXXXXXX1
Phone: 00 0000 0000

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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16. If additional documents are required, a yellow banner appears below the relationship tile to
indicate that documents are still pending.

Supporters

ADD DOCUMENTS

Name SURNAME

Relationship

Will be [client]’s Supporter guardian from DD/MM/YYYY.

Contact details
Aged Care 1D AAXXXXXXX1
Phone: 00 0000 0000

z Pending

Creating a Supporter Organisation relationship
Before you create a Supporter Organisation relationship, check that:

e the organisation does not already have a matching relationship in My Aged Care
e no previous Supporter Organisation relationship has been cancelled
e the organisation can meet the duties of a Supporter.

Search for the organisation and review its current support relationships. For more information,
refer to My Aged Care — Assessor Portal User Guide 1 — Reqistering and referring clients for
assessments.

Supporter Organisation relationship requests require delegate approval.
1. From the client's Support network tab, select CREATE RELATIONSHIP.

Name SURNAME

Gender, XX years old, DD Month Year, AAD0000001 Primary contact: Name Surname (Role) - 00 0000 0000
XX Street Name, SUBURB, STATE POSTCODE No rolsl e

® Support network

Client summary Chent details Approvals Plans Attachments Services My Aged Care interactions Notes Tasks and Notfications

CREATE RELATIONSHIP

Name's support network People [name] supports Pending documents Declined and ended relationships.

2. On the Create relationship for client page, go to Section 01 — About client's
relationship. Select Supporter, then select Organisation.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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€ Create relationship for Name

All fields marked with an asterisk (*} are required.
01
About [Name]’s relationship

The support relationship to be established for [Name] is:

® Supporter

) Supporier Guardian

O

Agent

O

Carer

O Emergency Contact
O 6P
(O Support Person

Is the support relationship with a Person or an Organisation? *

O Person: Organisalion:
Someone who is not part of a support organisation (e.g. a family | Stsff at 3 support organisation |
member)

3. In Section 02 — Add support organisation details, search for the organisation by
entering:

e the organisation name, or
e a suburb or postcode.

Select SEARCH.
You can also limit the search by distance from a suburb or postcode.

Suburb or Postcode search example

N
L

Add support organisation details Search for support organisation *

Enter suppont organisation and relationship details. - -
. s=n o () Enter organisation name

® Enter suburb/posicode

Eniler suburb or pasicode and sslect from the =t below:

SUBURB, STATE, POSTCODE

Within XX kms of the selected suburb/postcode

Organisation name search example

Add support organisation details Search for support organisation *
Enter suppart organisation and relationship details ® Enter organisation name
) Enter suburb/postcode
Enler anganisatan name *

Organisation name

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Only recognised Supporter Organisations appear in the search results. If you cannot find
an organisation, refine your search or search on the My Aged Care website.

4. Select the organisation from the search results.

5. Enter the relationship start date.

If required, enter:

e arelationship end date, and/or

o the full name of the staff member the client wants to work with exclusively.

® Organisation name Branch name - location Support SUBURB, STATE,
type POSTCODE

You have selected

Organisation Branch

Organisation name Branch name - Location

Address Phone

XX Street Name 00 0000 0000

SUBURB

STATE 0000

All supporters at the organisation will be able to assist Name Surname.
If Name Surname only wants to work with one person they already know, please enter the person’s full name here.

Full name of support person:

When should the relationship start?
Enter an end date if you would like the relationship to be time limited.

Relationship start date (DD/MMYYYY) on ar afler: *
DD/MMAYYYY Relationship end date (DDMMMAYYYY):

(e.g. ddimminyd

6. In Section 03 — Registration of Supporter or organisation form, select CHOOSE FILE
and upload the registration form. Enter a name for the attachment.

03
. & . - Registration of a su rter or organisation form
Registration of supporter or organisation form 2 b 9
Complete and upload a Registration of supporter or organisation form for processing by My Aged CHOOSE FILE Document name.docx
Care

Name of attachment *
Registration of Supporter

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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7. In Section 04 — Add documents, select ADD AN ATTACHMENT and upload any
supporting documents related to the registration.

Add documents
Add documents to support creation of relationship (Up to 5 files, 10 MB total, SMB each)

D AN ATTACHMEN

Legal Documentation
No documents uploaded.
Medical Documentation
No documents uploaded.
Other Documentation

No documents uploaded.

8. On the Add an attachment screen, select the file and then select UPLOAD.

Add an attachment

S Please note: Some attachments will be viewable by other people with authorised access to this client record . Please

refer to your portal guide for details.

All fields marked with an asterisk (*) are required

You can upload files up to 5 MB to this record. The following file types are accepted:
Jjpeg, .jpg, .bmp, .png, .docx, xlsx, pdf, txt

CHOQSE FILE Legal.docx

Name of the attachment: * Type of attachment *
Legal Documentation Supporter Organisation Legal -
Label

P
(250 characters)

| UPLOAD CANCEL

9. In Section 05 — Consent, complete the Supporter Organisation's consent declaration by
selecting Yes or No.

Consent Organisation name / Branch name confirms that it is a legally appointed decision maker for the client named in this form.
Organisation name / Branch name understands that their legal authority for its appointment must be active when it is acting on
behalf the client, and that it must act in line with the state or territory arrangements for that appointment, including within the
scope of its decision-making authority.

Organisation name / Branch name consents to being registered as a supporter under the Aged Care Act 2024 for the client. It
understands that it may request, access and receive information and documents, and communicate information, in line with the
client's will and preferences, to support them to do a thing under, or for the purposes of, the Aged Care Act 2024 (other than for
the purposes of means testing).

Organisation name / Branch name consents to the Department disclosing its name, contact details, role and status (current,
suspended or cancelled) as a supporter to the client and any other supporters that are registered for the client.

Organisation name / Branch name understands that the Australian Privacy Principles may not apply to the client or another
supporter if they receive any information or document containing its personal information

Organisation name / Branch name acknowledges that as a supporter, it must comply with the duties imposed on it by the Aged
Care Act 2024, including to respect the client's right to privacy and to have their personal information protected. If the
circumstances of Organisation name / Branch name change in a way that affects its ability or capacity to act as a supporter, it
will contact My Aged Care.

O Yes O No

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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If you select No, you cannot continue and the SUBMIT TO MY AGED CARE button
remains unavailable.

Organisation name / Branch name acknowledges that as a supporter, it must comply with the duties imposed on it by the Aged Care Act
2024, including to respect the client's right to privacy and to have their personal information protected. If the circumstances of
Organisation name / Branch name change in a way that affects its ability or capacity to act as a supporter, it will contact My Aged Care. *

) Yes ® Mo
| declare that:
= QOrganisation name / Branch name is voluntarily registering as a supporter.
= The information we provide fo My Aged Care is accurate, complete and correct.

| understand and have read:

» The duties of a supporter. view details
= Terms and conditions of registering in My Aged Care. view details

SUBMIT TO MY AGED CARE CAMCEL

If you select Yes, complete the Supporter Organisation's Conflict of Interest declaration.

Organisation name / Branch name acknowledges that as a supporter, it must comply with the
duties imposed on it by the Aged Care Act 2024, including to respect the client’s right to privacy
and to have their personal information protected. If the circumstances of Organisation name /
Branch name change in a way that affects its ability or capacity to act as a supporter, it will
contact My Aged Care. *

® Yes ) No

Conflict of interest

If you have a conflict of interest (either real, potential or perceived) acting as a supporter for
the client named in this form, you are required to provide details to the System
Governor, including how this conflict will be avoided or managed.

If you have a conflict to report, please call My Aged Care to finish this registration.
My Aged Care can be contacted on 1800 200 422

() Yes () No

If you select Yes to the Conflict of Interest declaration, enter the conflict of interest details.

I Record the conflict of interest details in the Supporter Organisation's own words and
ensure the organisation agrees with the wording.
Review the final clauses of the declaration.

Select View Details to review the duties of a Supporter and the My Aged Care terms and
conditions.

Select SUBMIT TO MY AGED CARE.

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

If you have a conflict of interest (either real, potential or perceived) acling as a supporter for the client named in this form, you are
required to provide details to the System Governor, including how this conflict will be avoided or managed.

If you have a conflict to report, please call My Aged Care to finish this registration. My Aged Care can be contacted on
1800 200 422

® Yes O Mo

Conflict of interest descrplion: *

Conflict of Inferest details go herg]

7
36 /500

| declare that:

= Organisation name / Branch name is voluntarily registering as a supporter.

« The information we provide to My Aged Care is accurate, complete and correct.
| understand and have read:

= The duties of a supporter. view details
» Terms and conditions of registering in My Aged Care. view defails

SUBMIT TO MY AGED CARE I CANCEL

10. The Supporter Organisation relationship appears on the client's Support Network screen.
A green banner confirms the relationship request was submitted successfully.

Name SURNAME

Gender, XX years old, DD Month Year, AA00000001

Supporter Organisations

Organisation name

Is [client]'s Supporter from DD/MM/YYYY.

Contact details
Branch Branch name - Suburb

Fhone: 00 0000 0000

Address: XX Street Name, SUBURB, STATE,
POSTCODE

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Creating a Supporter Guardian Organisation relationship

Before you create a Supporter Guardian Organisation relationship, check that the organisation
and relationship do not already exist in My Aged Care. Search for the organisation and review
its current support relationships. For more information, refer to My Aged Care — Assessor Portal
User Guide 1 — Registering and referring clients for assessments.

Once you have confirmed there are no duplicate records, you can create a Supporter Guardian
Organisation relationship request for the client.

Supporter Guardian Organisation relationship requests require delegate approval.

1. From the client's Support network tab, select CREATE RELATIONSHIP.

Name SURNAME

Gender, XX years old, DD Month Year, AAO0000001 Primary contact: Name Surname (Role)

XX Street Name, SUBURB, STATE POSTCODE
View support network

SUppOr‘I’ neTWOrk REFER THIS CLIENT FOR ASSESSMENT & VIEW CLIENT REPORT

Client summary Client details Support network Approvals Plans Attachments Services My Aged Care interactions Notes

Tasks and Notifications Residential Funding Classifications

CREATE RELATIONSHIP NOTIFY MY AGED CARE OF A DEATH
Name’s support network People [name] supports Pending documents Declined, ended and cancelled relationships

2. On the Create relationship for client page, go to Section 01 — About client's
relationship. Select Supporter Guardian, then select Organisation as the relationship

type.

) Create relationship for Name

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

01

About [Name]’s relationship

It is important to select these options

carefully as they may impact who has
access to the client's My Aged Care record O Supporter
and what actions they can perform.

The support relationship to be established for [Name] is:

@ Supporter Guardian

O Agent

O carer

O Emergency Contact
O cP

O Support Person

Is the support relationship with a Person or an Organisation? *

O Person: ( Organisation:
Someone who is not part of a support \___Staff at a support organisation
organisation (e.g. a family member)

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. In Section 02 — Add support organisation details, search for the organisation by
entering:

e the organisation name, or
e a suburb or postcode.

Select SEARCH.

You can also limit the search by distance from a suburb or postcode.

Suburb or Postcode search example

Add support organisation details Search for support organisation *

Enter support organisation and relationship details.

() Enter organisation name
® Enter suburb/postcode

Enier suburh or pasicode and select from the st below: *

SUBURB, STATE, POSTCODE

Within XX kms of the selected suburb/postcode

Organisation name search example

Add support organisation details Search for support organisation *

Enter support organisation and relationship details @® Enter organisation name

) Enter suburb/postcode

Enier arganisafaon name *

Organisation name

SEARCH CLEAR

4. Select the organisation from the search results.
5. Enter the relationship start date.
You can also enter:

e a relationship end date, and/or
o the full name of the Supporter Guardian within the organisation that the client wants to
work with exclusively.

| Ifthe legal documents include an end date, the relationship end date must match the date
in those documents.

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

Select  Organisation Branch offered

® Organisation name Branch name - location Support SUBURB, STATE,
type POSTCODE

You have selected

Organisation Branch

Organisation name Branch name - Location

Address Phone

XX Street Name 00 0000 0000

SUBURB

STATE 0000

All supporters at the organisation will be able to assist Name Surname.
If Name Surname only wants to work with one person they already know, please enter the person’s full name here.

Full name of support person:

When should the relationship start?
Enter an end date if you would like the relationship to be time limited.

Relstionship start daste (DDMMYYYY) an ar afier; *
DDIMMNYYY Relationship end date {DDMMY YY)
{2.g. ddimmdyyyyl

6. In Section 03 — Registration of Supporter or organisation form, select CHOOSE FILE
and upload the registration form. Enter a name for the attachment.

03
. 5 ——— Registration of a supporter or organisation form
Registration of supporter or organisation form
Complete and upload a Registration of supporter or organisation form for processing by My Aged CHOOSE FILE Document name.docx
Care

Name of attachment *
Registration of Supporter

7. In Section 04 — Add documentation, indicate whether you can verify the organisation's
legal authority to act on the client's behalf.

If you can verify the legal documents, select Yes and upload the verified documents.

e If you cannot verify the legal documents, select No, upload the documents, and select
SUBMIT TO MY AGED CARE. My Aged Care creates a pending relationship and
sends the documents to the My Aged Care Contact Centre for verification.

e Iflegal documents are not available, advise the organisation that it must submit the
required documents through its online account or through the My Aged Care contact
centre before My Aged Care can establish the relationship.

04

Add documentation To become a Supporter Guardian, you must provide the legal document regarding the

Add supporting documentation to create relationship. A person you are registering with as a Supporter. For more information see My Aged Care
website.

Are you able to verify the Supporter Guardian documents? *

) Yes ® No

8. Select ADD AN ATTACHMENT and upload the required supporting documents.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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You must upload a legal document, such as a guardianship order or enduring power of
attorney.

e Enter a name for each document.

e If required, upload a medical practitioner's letter to support the client's need for a
Supporter Guardian organisation.

e For more information, refer to My Aged Care Assessment Manual.

Add documents
Add documents to support creation of relationship (Up to 5 files, 10 MB total, 5SMB each)

ADD AN ATTACHMENT

Legal Documentation™
Mo documents uploaded.
Medical Documentation
No documents uploaded.
Other Documentation

No documents uploaded.

Select the required file and then select UPLOAD.

Add an attachment

i Please note: Some attachments will be viewable by other people with authorised access to this client record. Please refer to your

portal guide for details.

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

You can upload files up to 5 MB to this record. The following file types are accepted:
Jpeg, .jpg, .bmp, .png, .docx, .xIsx, .pdf, txt

CHOOSEFILE | Legal.docx

Mame of the attachment: * Type of attachment *
Legal Documentation Supporter Guardian| Legal -
Label:

2
(230 characters)

UPLOAD CANCEL

Repeat this process until you have uploaded all required documents. Make sure all
documents meet the requirements shown on screen.

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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To become a Supperter Guardian, you must provide the legal document regarding the persen you are registering with as a Supporter. For more information see My
Aged Care website.

Add documents
Add documents to support creation of relationship (Up to 5 files, 10 MB total, 5SMB each)

ADD AN ATTACHMENT

Legal Documentation*

Legal Documentation Supporter Guardian

Legal.docx [68.49KB] | DELETE

Medical Documentation

Medical documents Jen C

Medical letter pdf [573.51KB] ~ DELETE

Other Documentation

Supporting Docs

Supporting Docs.docx [13.04KB] | DELETE

9. In Section 05 — Consent, complete the Supporter Guardian Organisation's consent
declaration.

The Supporter Guardian Organisation, or the assessor on its behalf, must select Yes for
the request to continue.

If you select No, you cannot continue and the SUBMIT TO MY AGED CARE button
remains unavailable.

Uo

Consent

Organisation name / Branch name confirms that it is a legally appointed decision maker for the client
named in this form. Organisation name / Branch name understands that their legal authority for its
appointment must be active when it is acting on behalf the client, and that it must act in line with the state
or territory arrangements for that appointment, including within the scope of its decision-making authority.

Organisation name / Branch name consents to being registered as a supporter under the Aged Care Act
2024 for the client. It understands that it may request, access and receive information and documents,
and communicate information, in line with the client's will and preferences, to support them to do a thing
under, or for the purposes of, the Aged Care Act 2024 (other than for the purposes of means testing).

Organisation name / Branch name consents to the Department disclosing its name, contact details, role
and status (current, suspended or cancelled) as a supporter to the client and any other supporters that
are registered for the client.

Organisation name / Branch name understands that the Australian Privacy Principles may not apply to
the client or another supporter if they receive any information or document containing its personal
information.

Organisation name / Branch name acknowledges that as a supporter, it must comply with the duties
imposed on it by the Aged Care Act 2024, including to respect the client's right to privacy and to have
their personal information protected. If the circumstances of Organisation name / Branch name change in
a way that affects its ability or capacity to act as a supporter, it will contact My Aged Care. *

D Yes ® No

| declare that:

« Organisation name / Branch name is voluntarily registering as a supporter.
» The information we provide to My Aged Care is accurate, complete and correct.

| understand and have read:

« The duties of a supporter. view details
» Terms and conditions of registering in My Aged Care. view details

SUBMIT TO MY AGED CARE CANCEL

10. After you select Yes, complete the Conflict of Interest declaration.

Select Yes or No.

If you select Yes, enter the conflict of interest details in the text box.

11. Select View Details to review the duties of a Supporter and the My Aged Care terms and
conditions.

Select SUBMIT TO MY AGED CARE.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Organisation name / Branch name acknowledges that as a supporter, it must comply with the duties
imposed on it by the Aged Care Act 2024, including to respect the client’s right to privacy and to have their
personal information protected. If the circumstances of Organisation name / Branch name change in a
way that affects its ability or capacity to act as a supporter, it will contace My Aged Care. *

® Yes ) No

Conflict of interest

If you have a conflict of interest (sither real, potential or perceived) acting as a supporter for the client
named in this form, you are required to provide details to the System Governor, including how this
conflict will be avoided or managed.

If you have a conflict to report, please call My Aged Care to finish this registration. My Aged Care
can be contacted on 1800 200 422

® Yes ) No

Conflict of interest description: *

Conflict of interest details go herd

36/ 500

| declare that:

= Organisation name / Branch name is voluntarily registering as a supporter.
» The information we provide to My Aged Care is accurate, complete and correct.

| understand and have read:

» The duties of a supporter. view details
» Terms and conditions of registering in My Aged Care. view details

| SUBMIT TO MY AGED CARE CANCEL

12. The relationship appears on the client's Support Network screen. Depending on its status,
you may see:
e agreen banner confirming the relationship request was submitted successfully
¢ a yellow Pending banner
e an information message advising that delegate approval is required before the
relationship can be approved.

Pending banner, Pending delegate approval example

Name'’s support network Pecple Name supports Pending documents. Declined, ended and cancelled relationships

Supporter Organisations

Organisation name

i Reiationship undergoing delegate approval

Will be Name Surname’s Supporter
guardian from DD/MM/YYYY.
Contact details

Branch Branch name

Phone: 00 0000 0000

Address: XX Street Name, SUBURB,
STATE, POSTCODE

X Pending

Agents

No relationships

Other relationsk

No relationships

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Creating an Organisational Agent relationship

Before you create an Organisational Agent relationship, check that the client and relationship do
not already exist in My Aged Care. Search for the client and review their current support
relationships. For more information, refer to My Aged Care — Assessor Portal User Guide 1 —
Registering and referring clients for assessments.

Once you have confirmed there are no duplicate records, you can create an Organisational
Agent relationship for the client.

1. From the client’'s Support network tab, select CREATE RELATIONSHIP.

Name SURNAME

Gender, XX years old, DD Month Year, AAO0000001 Primary contact: Name Surname (Role) - 00 0000 0000
XX Street Name, SUBURB, STATE POSTCODE No selationships recorded

@ Support network 8

Chient summary Chent details Approvals Plans Attachments Services My Aged Care interactions Notes Tasks and Notfications

CREATE RELATIONSHIP

Name’s support network People [name] supports Pending documents Declined and ended relationships

2. On the Create relationship for client page, go to Section 01 — About client's
relationship and select Agent.

@) Create relationship for Name

All fields marked with an asterisk (*) are required.
01

About [Name]'’s relationship The support relationship to be established for [Name] is:

It is important to select these options carefully as they may
impact who has access o the client's My Aged Care O
record, and what actions they can perform. () Supporter

) Supporter Guardian

® Agent

O Carer
(O Emergency Contact
OGP

) Support Person

3. In Section 02 — Add support organisation details, search for the organisation by
entering:
e the organisation name, or
e a suburb or postcode.

Select SEARCH.

You can also limit the search by distance from a suburb or postcode.

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

na

UL

Add support organisation details

Enter support organisatien and relationship details

Search for support organisation *
() Enter organisation name
® Enter suburb/postcode

Enler suburb or pasicode and select from the st below: *

SUBURB, STATE, POSTCODE

Within XX kms of the selected suburb/postcode

Organisation name search example

Add support organisation details

Enter support organisation and relationship details

Search for support organisation *

® Enter organisation name
O Enter suburb/postcode

Enler anganisaion name *

Organisation name

I  Only approved Agent Organisations appear in My Aged Care. If you cannot find an
organisation, refine your search or search on the My Aged Care website.

4. Select the organisation from the search results.

I Agent Organisations may provide different types of support. The Support Offered column
may show Advocate, Care Finder, or Indigenous Facilitator.

Support
Select Organisation Branch offered Suburb
o] Organisation name Branch name Support SUBURB,
type STATE,
POSTCODE
O Organisation name Branch name Support SUBURB,
type STATE,
POSTCODE
_— SUBURB,
2 Organisation hame Branch name Support STATE,
type POSTCODE
® Organisation name Branch name Support SUBURSB,
type STATE,
POSTCODE | «

You have selected

Organisation Branch

®

Organisation name

Branch name

Address Phone

XX Street Name 00 0000 0000
SUBURB

STATE 0000

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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5. Enter the relationship start date.
You can also:

e enter a relationship end date, and/or
o record the name of the specific agent the client wants to work with exclusively.

Depending on the organisation's support type, the nominated person will act as the client's
Advocate, Care Finder, or Indigenous Facilitator.

All supporters at the organisation will be able to assist [client].

If [client] only wants to work with one person they already know, please enter the person’s
full name here.

Full name of support person

Name Surname

Name Surname will be [client]'s:*

(® Role

When should the relationship stant?
Enter an end date if you would like the relationship to be time limited.

Relationship start date (DDA YY"

DD/MM/YYYY

) on or after, *

Relationship end date (DDMM/YYYY) ()

(0. ddmminvy,

All supporters at the organisation will be able to assist [client].

If [client] only wants to work with one person they already know, please enter the person’s
full name here.

Full name of support person:

Organisation name / Branch name will be [client]'s:*

@ Role

When should the relationship start?
Enter an end date if you would like the relationship to be time limited.

Relationship start date (DDVMMY™™™) on or after: *

DD/MM/YYYY Relationship end date (DDMM/YYYY):

{e.g. dd/mmdnryy)

6. In Section 03 — Registration of Supporter or organisation form, select CHOOSE FILE
and upload the registration form. Enter a name for the attachment.

03

- & - - Registration of a supporter or organisation form
Registration of supporter or organisation form : £ E
Complete and upload a Registration of supporter or organisation form for processing by My Aged CHOOSE FILE Document name.docx

Care

Name of attachment *
Registration of Supporter

7. In Section 04 — Consent, record the client's consent for the Agent Organisation to support

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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them by selecting Yes or No.

e If you select No, you cannot create the relationship and the CREATE RELATIONSHIP
button remains unavailable.

e Ifyou select Yes, select CREATE RELATIONSHIP to complete the request.

04

Consent
Has [client] consented to Name Surname at Organisation name/ Branch name accessing their
information in My Aged Care in order to assist them to make decisions as their agent? *

I declare that:
» | am voluntarily appeinting an agent.
= The information | provide to My Aged Care is complete and correct.

I authorise My Aged Care, including Commonwealth funded service providers and s to:
» Collect information about me from my agent.
= Discuss my progress in My Aged Care with my agent.

I understand that:

« Making this Appointment will create a Client Record for me in My Aged Care, if | don't already have
one.

= This Appointment is specific to interactions with My Aged Care.

+ My agent may receive correspondence about me from My Aged Care.

= | can cancel this Appointment at any time by calling My Aged Care on 1800 200 422 or through my
Online Account.

= Giving false or misleading information is a serious offence.

[®) Yes| O No

CREATE RELATIONSHIP CANCEL

8. The system returns you to the client's Support Network screen. The Agent Organisation
relationship appears with a green banner confirming the relationship was created
successfully.

The relationship remains in Pending status until it is activated. For more information, refer
to Activating a pending relationship.

Agents
(0]

Organisation name
Organisation name

Branch name

- i R hip will 1
Will be Name’s agent (advocate) from 1 elationship will be active on 01 November 2025

DD/MM/YYYY.
Will be Name’s agent (care finder)

Contact details from DD/MM/YYYY.
Branch Branch name
Phone: 00 0000 0000

Address: XX Street Name, SUBURB,
STATE, POSTCODE

Contact details
Branch Branch name - SUBURB

Phone: 00 0000 0000

Address: XX Street Name, SUBURB,
STATE, POSTCODE

X Pending X Pending

Other relationships

No relationships

V Relationship added successfully and will be active on 01/11/2025.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Creating a Carer, Emergency Contact, GP, or Support Person relationship

Before you create a new relationship, check that the client and relationship do not already exist
in My Aged Care. Search for the client and review their current support relationships. For more
information, refer to My Aged Care — Assessor Portal User Guide 1 — Registering and referring
clients for assessments.

Once you have confirmed there are no duplicate records, you can create a relationship for a
carer, emergency contact, GP, or support person.

The process is the same for all four relationship types.

1. From the client’'s Support network tab, select CREATE RELATIONSHIP.

Name SURNAME
Gender, XX years old, DD Month Year, AAOO000001 Primary contact: Name Surname (Role) - 00 0000 0000
XX Street Name, SUBURB, STATE POSTCODE No rolat Taconied

® Support network

Client summary ~ Client detaits Approvals  Plans  Aftachments  Services  MyAged Careinteractions  Notes  Tasks and Notfications

CREATE RELATIONSHIP

LELEERVIELRENEUS  People [name] supports ~ Pending documents  Declined and ended relatonships

2. On the Create relationship for client page, go to Section 01 — About client's
relationship and select the relationship type you want to create.

ST

Create relationship for Name

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

01
) - .
About [Name]’s relationship The support relationship to be established for [Name] is:
It is important to select these options carefully as they may impact who has access to the
client's My Aged Care record, and what actions they can perform. O Supporter

O Supporter Guardian

O Agent

O Carer
(O Emergency Contact

QO GP

O Support Person

CREATE RELATIONSHIP CANCEL

3. In Section 02 — Add support person details, enter the person's first name and last
name, then select SEARCH. This helps prevent duplicate records in My Aged Care.

\Add support person details Please enter the details of your support person
ner support pe tionship detay
Mr *  Name
Last name: *
Surname
-
Select Name Date of birth Gender Posicode
There are no client records found

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. |If the search does not return a matching record:

e Select CONTINUE TO REGISTER.
o Follow the steps in Registering a new person for a support relationship.

Please enter the details of your support person.

Title (Select one) First name: *

Mr v Name

Last name: *

Surname

SEARCH

Date of birth Postcode

There are no client records found

If the support person you wish to create a relationship is not found in My Aged Care, you can continue registering the

CONTINUE TO REGISTER

5. If the person is already registered in My Aged Care:

e Search using their first and last name.
e Select the correct record from the search results.
e Select the confirmation checkbox to confirm you have chosen the correct person.

Please enter the details of your support person.

First name: *
Title (Select one) - Name

Last name: *

Surname

SEARCH

3 client record(s) exist that match these datails. Select the correct record that matches the information provided to yo

Select Name Date of birth Gender Postcode
(@) Ms Name Surname Unknown Gender

|| ® Ms Name Surname DD/MM/YYYY Gender 0000 (State)
@) Ms Name Surname DD/MM/YYYY Gender 0000 (State)

6. In the Relationship to client field, select the option that best describes the relationship.

Select CREATE RELATIONSHIP.

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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You have selected

Name Aged Care ID

Mr Name Surname AAD0000001

Date of Birth Medicare card number
DD/MM/YYYY 00000000000

Address Phone

XX Street Name 00 0000 0000
SUBURB

STATE 0000

Please confirm that this is Mr Name Surname’s record before proceeding. This will ensure you create a relationship with the correct person. * I

Date of birth.
DD/MM/YYYY

Gender

Email address:

Country code

& Australia +61 - Mobile phone number

3 Australia +61 = Mobile phone number

Telephone number

ha\aliunship o Name Sumame*
O Child

QO Parent

O Spouse/Partner

O Neighbour

O Friend

@ Other

7. The new relationship appears on the client's Support Network screen.

| After you add a carer relationship, a REQUEST CALL BACK option becomes available on
the carer's relationship tile.

Name SURNAME : )
Gender, XX years old, DD Month Year, AAOO000001 Primary contact: Name Surname (Role) - 00 0000 000
Carer: Name Surname
View Support network

Other relationships

Relationship Relationship Relationship

Is [client]'s Support Person from DD/MM/YYYY. Is [client]'s Emergency Contact from DD/MM/YYYY. | Is [client]'s Carer from DD/MM/YYYY,

Contact details
Aged Care 1D AAXXXXXXX1
Fhone 00 0000 0000

Address. XX Street Name, SUBURB, STATE,
POSTCODE

Contact details Aged Care 1D AAXXXXXXX2
Aged Care 1D AAXXXXXXX2

T

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Registering a new person for a support relationship

If the person is not already registered in My Aged Care, you can create a new record and add
the relationship.

1. In Section 02 — Add support person details, select CONTINUE TO REGISTER.

Please enter the details of your support person
Title (Select one) First name: *
Mr v Name
Last name: *
Surname
Select Name Date of birth Gender Postcode T
IThere are no client records found I

If the support person you wish to create a relationship is not found in My Aged Care, you can continue registering the

CONTINUE TO REGISTER

2. Enter the support person's details, including:

o Title
e First name

e Lastname

e Gender

e Date of birth, or estimated age if the date of birth is unknown

e Email address

¢ Mobile phone number or contact phone number, including the country code.

These contact details can be used for SMS and email notifications.

Mr v Name

Last name: *

Surname

SEARCH

[Title

Mr -

First name: * Last name: *
Name Surname
[Gender =

Gender v

Please enter the date of birth. If the date of birth is not known, please enter an estimated age in the Age field. This will then be used to automatically determine
|an approximate date of birth for the representative.

PDate of birth * or
DD/MMAYYYY Age

Please enter email address and mobile phone number in order to set up SMS and email notification preferences later.

Email address:

email@email.com.au

ICountry code: Mobile phone number:
Fﬂ Australia +61 - 0000 000 000

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. Select the person's relationship to the client.

4. If you want to record the person's home address, select Add home address for
relationship.

[] Add home address for relationship

Relationship to Name Surname*

O Child

O Parent

O Spouse/Partner
O Neighbour

@® Friend

O Other

REGISTER AND CREATE RELATIONSHIP CANCEL

5. Enter the address details:

e Street number

e Street name

e Street type

e Suburb and postcode.

Select the correct address from the list that appears.

If the address does not appear, select SUBURB IS NOT LISTED, CLICK HERE and enter
the address manually.

g Add home address for relationship|

Home address

Unit number or building name and level (if applicable)

Street number e.g. 201 or 34-36 * Street name *
XX Street name
Street type *

Street type -

Enter Suburb and postcode and select from the list below *

SUBURB, STATE, POSTCODE

SUBURB IS NOT LISTED, CLICK HERE

Country *
Country

VALIDATE THIS ADDRESS

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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6. Enter the country and select VALIDATE THIS ADDRESS.

g Add home address for relationship)|

Home address

Unit number or building name and level (if applicable)

Street number e.g. 201 or 34-36 * Street name *
XX Street name
Street type *

Street type v

Enter Suburb and postcode and select from the list below *

SUBURB, STATE, POSTCODE

SUBURB IS NOT LISTED, CLICK HERE

Country *

Country
VALIDATE THIS ADDRESS

7. If the system cannot validate the address:
e Check that the address is correct.
e Ifthe address is correct, select Not found, use entered address anyway.
e If required, enter additional information in the Special instructions field.

8. Select REGISTER AND CREATE RELATIONSHIP.

Country *

Country

Special instructions (up to 100 characters)

Relationship to Name Surname*
O Child

O Parent

O Spouse/Partner

O Neighbour

@® Friend

O Other

REGISTER AND CREATE RELATIONSHIP CANCEL

9. The system returns you to the client's Support Network screen. The Agent Organisation

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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relationship appears with a green banner confirming that the relationship was created
successfully.
Other relationships

Name SURNAME

Relationship

Is [client]'s Support Person from DD/MM/YYYY.

Contact details
Aged Care 1D AAXOOCKXT
Phone: 00 0000 0000

Address’ XX Street Name
SUBURB, STATE, POSTCODE

v Active

I \/ Name Surname successfully registered and relationship added.

I You can also view this relationship in the Supporter's Support Network tab.

1. Select the Supporter's name on the relationship tile.

Other relationships

Name SURNAME

Name SURNAME

Is [client]'s Support Person from DD/MM/YYYY.

2. On the Supporter's record, select the Support Network tab. Select People
[Supporter] Supports to view the people the Supporter supports.

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Name SURNAME
Gends

G years old, DD Month Year, AAD0000001
XX Street Name, SUBURB, STATE POSTCODE

©® Support network

Client details [ETRITE LY I Attachments My Aged Care interactions ~ Notes
[r—
Name's support network People name supports Pending documents Dedling|

Supporters

No relationships

Other relationships

Name SURNAME

Relationship

Name is [client]'s Support Person from DD/IMM/YYYY.

Contact details
Aged Care 1D AAXXXXXXX1
Frone 00 0000 0000

Activating a pending relationship

|  This function does not apply to Supporter Guardian relationship requests.

A Registered Supporter, Agent, or Organisation relationship has a Pending status when:

e one or more parties have not provided consent
¢ the relationship requires delegate approval
e required documents are missing.

Pending status does not apply to Carer, Emergency Contact, GP, or Support Person
relationships.

I Clients can nominate Supporters and Organisational Agents through the Apply for an
assessment online form on the My Aged Care website. These relationships are created
with a Pending status and must be activated before the support person or organisation
can assist the client. An assessor or team leader can obtain the missing consents and
activate the relationship.

You can activate a pending relationship in two ways:

e from an assessment referral
e from the client's Support Network tab.

Via Assessment Referrals

You can view pending Supporters and other support people in your Current assessments tab.
1. In the assessor portal, select the Assessments tab.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Find the client and select the Expand (double-arrow) icon in either Card View or List
View.

Name

SURNAME

@ SUBURB, STATE, POSTCODE

Aged care user |D: AAXXXXXXX1

Date accepted: DD/MM/YYYY

Delegate Decision due by.: DD/MM/YYYY

L’f Comprehensive A 3 days overdue

X Awaiting Delegate Decision w Low

3. If the client has pending support relationships, a notification banner appears on the client's
tile. Select the support relationships link to open the client's Support Network tab.

Team Leaders can also view this banner on assessment referrals and reviews and can use
it to activate pending support relationships.

Name SURNAME

A Name Surname has pending relati
Aged XX (DD Month Year), Gender Referred from [referrer] on DD Month Year
Accepted on DD Month Year
Preferences

No preference was recorded Delegate Decision due by DD Month Year

Client story
No client story was recorded

Assessment details

Assessment type Comprehensive
Comments

Assessment reason  Self-Referral I

Assessment setting  Non-Hospital

Assessor Name Surname

Triage conducted by Name Surname )

Support plan DD Month Year ®
Comprehensive Assessment DD Month Year @\ l
VIEW FULL CLIENT RECORD & VIEW CLIENT REPORT n

4. Find the pending support person's tile and continue from Step 3 in the Via Support
Network Tab section.

o

Organisation Name

Will be [client]’s Agent (Care finder) from
DD/MM/YYYY.

Contact details

Eranch Organisation name, outlet name
Phone: 0000 000 000

Address: XX Street Name, SUBURB,
STATE, POSTCODE

xPen(hg

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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| Ifaclient's registered Supporter has died, notify My Aged Care as soon as possible. This
helps keep the client's records up to date and allows appropriate support arrangements to
be reviewed.

The client, a registered Supporter, or another authorised person can notify My Aged Care
by contacting the My Aged Care Contact Centre. My Aged Care may request supporting
documents, such as a death certificate, to verify the update.

To report the death of a client's nominated Supporter:
1. Search for the nominated Supporter using the FIND A CLIENT tile.
2. Open the Supporter's record and go to the CLIENT DETAILS page.
3. Select NOTIFY MY AGED CARE OF A DEATH.

Via Support Network Tab
1. Open the client's record.

If the client has a pending support relationship, a notification appears on the Client
Summary page.

Name SURNAME

Gender, XX years old, DD Month Year, AA00000001

XX Street Name, SUBURB, STATE POSTCODE
Identifies as Aboriginal and Torres Strait Islander

® Client summary

A Name Surname has pending support relationships

| Client summary | Client details Support network Approvals Plans Attachments Serl

Client tracker

Client summary

2. Select the Support Network tab.

The Client's support network sub-tab opens by default. This tab shows the people and
organisations that have active or pending relationships with the client.

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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DD Month Year, AADOCO0001
URB, STATE POSTCODE

ginal and Torres Strait Islander

Name’s support network People [name] supports  Pending documents  Declined and ended relationships

Supporters

Name SURNAME Name SURNAME

Relationship Relationship

Primary Contact
Will be [client]'s Supporter from DD/MM/YYYY.
Contact details Is [client]'s Supporter guardian from DDIMM/YYYY.

Aged Care ID° AAXXXXXXX1
Contact details

Aged Care 1D AAXXXXXXX1
Fhone 00 0000 0000
Address XX Street Name SUBURB STATE POSTCODE

- E—

3. To activate a pending relationship, select the ACTIVATE button on the relevant relationship
card.

Name SURNAME

Gender, XX years old, DD Month Year, AADODOQ0O1
XX Street Name, SUBURB, STATE POSTCODE
Identifies as Aboriginal and Torres Strait Islander

Name's support network People [name] supports Pending documents Declined and ended relationships

Supporters

Name SURNAME

Relationship

Nam RNAME
Relationship

Primary Contact

Will be [client]'s Supporter from DDIMM/YYYY.

Contact details Is [client]’s Supporter guardian from DD/MM/YYYY.
Aged Care 1D AAXXXXXXX1 "
Contact details

I You cannot activate relationships that are waiting for delegate approval in the Assessor
Portal.

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

Name SURNAME

Relationship

i Relationship undergoing delegate approval

WIlI be [client]’s Supporter guardian
from DD/MM/YYYY.

Contact details

Aged Care 1D AAXXXXXXX1

Address. XX Street Name
SUBURB, STATE, POSTCODE

z Pending

4. Complete the information in the activation pop-up.

The information displayed depends on the consents and documents already provided when
the relationship was created.

e Make sure each person understands the declaration and consent they are providing.
e Record consent by selecting Yes.

e For most relationship types, both parties must consent before you can activate the
relationship.

e For Supporter Guardian relationships, only the prospective Supporter Guardian's
consent is required.

e Upload any required documents.
e Select ACTIVATE.

The following example image shows the Activate Relationship pop-up for a registered
Supporter relationship.

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

L d

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

Consent

Has Agent Organisation / Care Finder Service consented to assist Client in My Aged Care, and
acknowledged the declaration below *

| declare that:

o« Any information my organisation or | provide to My Aged Care about myself, staff, the organisation, or the person
being assisted is complete and correct.

o Any information my organisation or | obtain from My Aged Care will be kept confidential and will not be disclosed to
any unauthorised person without the permission of the person making this appointment.

o The information provided in this form is complete and correct.

| understand that:

« Making this Appointment will create a record for the person being assisted in My Aged Care, if the person being
assisted doesn't already have one_

@« This Appointment is specific to interactions with My Aged Care.

o [f my organisation or | am the nominated Primary Contact, | {or my organisation) will be the first point of telephone
contact for My Aged Care for the person being assisted

o This Appointment can be cancelled at any time by calling My Aged Care on 1800 200 422 or through the Service and
Support Portal.

o | mustinform My Aged Care of any changes to my address and contact details, and changes in the circumstances of
the person who has appointed me.

= Biving false or misleading information is a serious offence.

o | may receive correspondence on behalf of the Aged Care Client | am assisting.

Has Client consented to Agent Organisation / Care Finder Service accessing their information
in My Aged Care in order o act on their behalf as their agent. *

| declare that:

o | am voluntarily appointing an agent.
« The information | provide to My Aged Care is complete and correct.

I authorise My Aged Care, including Commonwealth funded service providers and assessors to:
o Collect information about me from my agent.
o« Discuss my progress in My Aged Care with my agent.

| understand that:
o Making this Appeintment will create a Client Record for me in My Aged Care, if | don'i already have one.
This Appointment of representation is specific to interactions with My Aged Care.
My agent may receive correspondence about me from My Aged Care
| can cancel this Appointment at any time by calling My Aged Care on 1800 200 422 or through my Online Account.

]
o
o
= Biving false or misleading information is a serious offence.

CAMNCEL

5. After activation, the relationship displays as Active in the Support Network tab. The
relationship card shows the support person's or organisation's details, including contact
information, primary contact status (if applicable), and the relationship type and duration.

Name SURNAME

Gender, XX years old, DD Month Year, AAO0000001
XX Street Name, SUBURB, STATE POSTCODE
Identifies as Aboriginal and Torres Strait Islander

Name SURNAME Name SURNAME

Relationship Relationship

Primary Contact
Is [client]'s Supporter from DD/MM/YYYY.
Contact details

Aged Care 1D: AAXXXXXXX1

Is [client]'s Supporter guardian from DD/MM/YYYY.

Contact details

Aged Care 1D AAXXXXXXX1

Phone: 00 0000 0000

Address: XX Street Name SUBURB, STATE,
POSTCODE

\/ e

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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| If a relationship remains pending because a party has not provided consent within 30 days,
the relationship status changes to Lapsed.

Supporters

Nam RNAME
Relationship

Is [client]’s Supporter from DD/MM/YYYY.

Contact details
Aged Care 1D: AAXOOOIXX 1
Phone. 00 0000 0000

-0 Lapsed

Removing a relationship

You can remove most relationship types. However, a client cannot request the removal of a

Supporter Guardian relationship.
1.  On the relevant relationship card, select the rubbish bin icon.

Name SURNAME

Relationship

Is [client]’s Supporter person from DD/MM/YYYY.

2. Select a reason for removing the relationship.

Remove relationship

x Please select the reason for removal

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

You are about to remove the relationship between Name SURNAME and support person Name SURNAME. This will be reflected in their records immediately.

Plaase select the reason for remowal *
Select one__ -

_

Unable to Fuffill Duties

Unaware of Relationship
No Longer Required
‘Appoint Another Supporter
Other

REMOVE RELATIONSHIP CANCEL

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. In the confirmation window, select REMOVE RELATIONSHIP.

All fields marked with an asterisk () are required.

‘You are about to remove the relationship between Name SURNAME and support person Name SURNAME. This will be reflected in their records immediately.

Flease select the reason for removal: *

Unable to Fulfill Duties -
REMOVE RELATIONSHIP CANCEL

4. The relationship is removed from the client's Support Network tab and moves to the
Declined and Ended Relationships tab.

Name SURNAME

Gender, XX years old, DD Month Year, AAO0O00001

MName’s support network People [name] supports Pending documents Declined and ended relationships

Supporters

Mo relationships

Supporter Organisations

No relationships

Agents

Mo relationships

Other relationships

Name SURNAME

Relationship

Was [client]'s Support Person from DDIMM/YYYY to DD/MMYYY'Y.

Removing a relationship from the Supporter's record

A registered Supporter can also remove a relationship from the People [client] supports tab.

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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1. Open the Support Network tab. Select People [client] supports to view the people the
client supports.

©® Support network
Client summary Client detail Approvals Plans Attachments Services My Aged Care i

Name's support network Peope name supports Pending documents Declined, ended and cancelled relationshipj

Supporters

Nam RNAME

Relationship

Nam RNAME

Relationship

Name is [client]'s Supporter from DD/MM/YYYY. Name is [client]'s Supporter from DD/MM/YYYY.

Contact details Contact details

2. Inthe Supporters section, find the relevant client card and select the red bin icon.

Supporters

Nam RNAME

Relationship

Name is [client]'s Supporter from DD/MM/YYYY.

Contact details C

3. Inthe REMOVE RELATIONSHIP window, select a reason for removal:

e Unable to fulfil duties

e Unaware of relationship

¢ No longer required

e Appoint another Supporter
e Other.

All fields marked with an asterisk (") are required

You are about to remove the relationship between Name SURNAME and support person Name SURNAME. This will be
reflected in their records immediately.

Please select the reason for removal: *
Select one.

Unable to Fulfill Duties
Unaware of Relationship
No Longer Required
Appoint Another Supporter
Other

REMOVE RELATIONSHIP CANC

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. Select REMOVE RELATIONSHIP.

Remove relationship

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

You are about to remove the relationship between Name SURNAME and support person Name SURNAME. This will be
reflected in their records immediately.

Please select the reason for removal: *

No Longer Required -

REMOVE RELATIONSHIP CANCEL

5. A green banner confirms that the relationship was removed successfully.

\/ Relationship successiully removed.

Viewing Suspended Relationships

The System Governor may suspend a relationship when they receive information that requires
them to review the relationship. During the review process, the Supporter, Supporter Lite, or
Supporter Guardian receives a notification and can respond before the System Governor
decides whether to lift the suspension or cancel the relationship.

While a relationship is suspended, the Supporter cannot receive information or act on behalf of
the client.

You can view suspended Supporter, Supporter Lite, and Supporter Guardian relationships in
the client's Support Network tab. These relationships display a Suspended status.

I Departmental staff initiate suspension actions. Once a relationship is suspended, My
Aged Care updates the relationship status across all My Aged Care portals.

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

Gender, XX years old, DD Month Year, AAO0000001

XX Street Name, SUBURB, STATE POSTCODE

Client summary Client details Approvals Plans Attachments Services My Aged Care in

| People [name] supports Pending documents Declined, ended and cancelled relationships|

Supporters

Name SURNAME Name SURNAME

Relationship

Relationship

Supported [client] from DD/MM/YYYY. Is [client]'s supported from DD/MN

Contact details
Aged Care 1D AAXXXXXXX1

A ] R

Viewing Declined, Ended and Cancelled relationship

A relationship can have a Declined, Ended, or Cancelled status.

A relationship is Declined when a nominated Supporter chooses not to accept a relationship
request from the client or an assessor. This status applies only to people nominated for a
Supporter role.

The System Governor can also decline a relationship if:

e a conflict of interest cannot be managed, or

o other information supports declining the relationship, such as a previous cancellation
between the parties.

e Arelationship is Cancelled when the System Governor starts the cancellation process.

| Departmental staff initiate decline and cancellation actions. Once processed, My Aged
Care updates the relationship status across all My Aged Care portals.

An Ended relationship means the Supporter can no longer access information or act on the
client's behalf. This status appears when someone removes the relationship in the assessor
portal by following the Removing a relationship process.

You can view Declined, Ended, and Cancelled relationships in the Declined, Ended and
Cancelled relationships tab.

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

Gender, XX years old, DD Month Year, AAD0000001 Primary contact: Name Surname (role) - 00 0000 0000

XX Street Name, SUBURB, STATE POSTCODE

Client summary Client details Support network Approvals Plans Attachments Services My Aged Care interactions Notes Tasks and Notifications Residential Fund

Name's support network  People [name] supports LELTNE VTSNS | Declined, ended and cancelled relationships

Supporters
Name SURNAME Name SURNAME Name SURNAME
Relationship Relationship Relationship
Supported [client] from DD/MM/YYYY. [Client] asked Name Surname to support Was supported by name from DD/MM/YYYY
[client] from DD/MM/YYYY. to DD/MM/YYYY.
Contact detalls
Aged Care 1D AAXXXXXXX1 Contact details Contact details

00 0000 0000 Aged Care 1D AAXXXXXXX2 Aged Care 1D AAXXXXKXX3

£55 XX Street Name SUBURB, STATE, POSTCODE Phone. 00 0000 0000
Address. XX Street Name SUBURB, STATE, POSTCODE

° Enced I x Deined

Configuring notification preferences for clients and their support people

Clients and the people who support them, including agents, registered Supporters, support
organisations, carers, and other support people, can choose to receive email and/or SMS
notifications about key events in the client's My Aged Care journey. These notifications can
include updates when:

e client registration is complete

e an assessment is finalised

e the client is approved for care following a home support or comprehensive assessment

e Support at Home funding is assigned

e a Support at Home letter is issued, such as an assignment or withdrawal letter

o permanent Residential Care is assigned

e a Residential Care letter is issued, such as an assignment or withdrawal letter

e a Support Plan Review request is submitted

e a support relationship is activated, declined, inactivated, or nearing expiry

o documents relating to support relationships are submitted or actioned.

Support organisations acting as Agents, Supporters, or Supporter Guardians automatically
receive email notifications when the information may or must be provided to the client under the
Act. These organisations cannot receive SMS notifications.

People with a Supporter Lite role only receive notifications about changes to their own record.
My Aged Care does not send any other automated notifications to this role.

New clients can choose to receive email and/or SMS notifications during registration. Existing
clients and support people can update their notification preferences through:

o the assessor portal

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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e the client's online account
o the My Aged Care contact centre on 1800 200 422.

To receive SMS notifications, the client or support person must have a verified mobile phone
number. Verify the mobile number before you configure naotification preferences.

The steps below use the client's record as an example. You can follow the same process for a
support person by opening their Client Details tab.

Follow the steps below to set up and manage email and SMS notifications.

Verifying mobile phone number
1. Open the client's record and select the Client details tab.

If the client's mobile number is not verified, a notification banner appears asking you to
verify the number.

Name SURNAME

Gender, XX years old, DD Month Year, AAOO000001

XX Street Name, SUBURB, STATE POSTCODE

If possible, please verify Name Suname’s mobile phone number when you are with them.

Client summary Client details Support network Approvals Plans Attachments

About Name

Personal information

Born DD Month Year, Nationality, born in Country, marital status, lives alone
Status: Active

To contact Name

Contact details:
« 00 0000 0000(home) - Preferred contact number
N
?

« 0000 000 000(mobile) Unverified | VERIFY | (

N

2. Select VERIFY next to the mobile number.

Name SURNAME

Gender, XX years old, DD Month Year, AAO0O000001

XX Street Name, SUBURB, STATE POSTCODE

Client summary Client details Support network Approvals Plans Attachments Services My Aged

About Name
. . P
Personal information &)
Born DD Month Year, Nationality, born in Country, marital status, lives alone
Status: Active
To contact Name @

Contact details:
« 00 0000 0000 (home) - Preferred contg

= 0000 000 000 (mobile) Unverified

* name@email.com.au

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. Enter the 6-digit verification code sent to the client's mobile phone, then select VERIFY.

Verify Name's mobile phone number

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

We've sent the verification code to Name's mobile phone number, 0000 000 000. Enter it below.

Verification code: *

0.g. 123456

f you didn't get the code, Click here to get another code. You can generate a new code 3 times. If you need help call 1800 836 799

VERIFY CANCEL

4. After you enter the correct code, the mobile number status changes from Unverified to
Verified and the system displays a confirmation message.

Name SURNAME

Gender, XX years old, DD Month Year, AAG0000001
XX Street Name, SUBURB, STATE POSTCODE

Client summary Client details Support network Approvals Plans Aftachments Services My Aged (]

About Name

Personal information 7

Born DD Month Year, Nationality, born in Country, marital status, lives alone

Status: Active

To contact Name 7)

Contact details:
* 00 0000 0000 (home) - Preferred contact number
+ 0000 000 000 (mobile) @ Verified
* name@email.com.au (email)

Primary Contact 4
This is who My Aged Care will contact first

Name Surname (role)

Notification preferences 4

Current preferences:

= Name Surname (role) (_Emai ) @

Configuring notification preferences

I My Aged Care only sends SMS notifications to verified mobile phone numbers.

Refer to Verifying Mobile Phone Number.

1. In the Client details section, select the edit icon next to Notification preferences.

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

Gender, XX years old, DD Month Year, AAC0000001
XX Street Name, SUBURB, STATE POSTCODE

Chient details

About Name

Personal information

Born DD Month Year, Nationality, born in Country, marital status, lives alone
Status: Active

To contact Name
Contact details:
* 00 0000 0000 (home) - Preferred contact number

« 0000 000 000 (mobile) @ Venfied
* name@email.com.au (email)

Primary Contact
This is who My Aged Care will contact first

Name Surname (role)

Notification preferences

Current preferences:

No notification preferences found

2. In the pop-up window, choose who will receive email and/or SMS notifications.

e To enable notifications about a client, tick Consent to send SMS and emails about
[client’s name] checkbox.

e Select the people who should receive notifications, including the client (Self) and any
support people listed.

e Clear a checkbox to stop sending natifications to that person.
e  When you finish, select SAVE CHANGES.

I Email notifications for support organisations are mandatory and appear for information
only. You cannot remove them.

Notification preferences

L]
1 You must verify the mobile phone number to receive SMS. You can verify the mobile phone number from the profile page.

Email nofifications to support organisations

Email notifications to arganisations can't be removed

Consent fo send SMS and emails about Name Surname

Manage email notifications Manage SMS notifications

MNo emails will be sent unless at least one person below is selected Mo SMS will be sent unless at least one person below is selected
SMS notifications will only be sent to verified Australian and Norfolk

[[] Name Surname, role Island mobile numbers

[] Name Surname, role Unverified

SAVE CHANGES CANCEL

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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I Clients and support people must provide an email address and/or mobile phone number
and consent to receive notifications from their own record.

My Aged Care does not send notifications if the person does not have a valid email
address, a verified mobile phone number, or consent to receive notifications.

If a client and a support person share the same verified mobile number, My Aged Care
sends only one SMS notification to that number.

3. After you save your changes, the Notification preferences section displays the selected
recipients and their notification methods using Email and SMS icons.

Motification preferences

Current preferences:

= Name Surname (role) (E'
= Organisation name (_EmaIL )

Requesting a call back from Carer Gateway or National Dementia Helpline

Carers who are registered in My Aged Care can access support services for themselves
through the Carer Gateway and the National Dementia Helpline.

You can record the client's and carer's consent in the assessor portal and request a call back
from one or both services.

1. Find the client who has a carer. Refer to viewing my client's relationships for instructions.

2. In the Other Relationships section, find the carer's relationship card and select REQUEST
CALL BACK.

Name SURNAME

Relationship

Is [client]’s Carer from DD/MM/YYYY.

Contact details
Aged Care 1D AAXXXXXXX1

REQUEST CALL BACK

3. Review the information on the Request Call Back screen. This screen explains:

e how My Aged Care will share the client’s and carer’s information

e the services available through Carer Gateway and the National Dementia Helpline.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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¢ Home | Find a client | Name SURNAME | Request Call Back

Request call back - Name Surname

Consent is required to share personal infarmation about My Aged Care clients and their carers with Carer Galeway Service Providers (CGSP) and/or the National Dementia Helpline. CGSP will be able lo assis! Carers to access support in-person, by
phone or online services. Support services for a Carer may include carer suppart, emergency respile, information, general advice, fulure planning, counselling, peer support, coaching or access o financial assistance (which can be used for a range of
practical caring supports including flexible respile options). The National Dementia Helpiine provides support (o people living with dementia and their carers, lamilies, and iends. A My Aged Care client and/or their carer should only be referred o the
National Dementia Helpline if the chent has difficulty with their memory or has been diagnosed with demeniia, or has previously engaged with Dementia Australia.

Aperson's personal information is confidential and provided solaly to the CGSP or National Dementia Helpline. Privacy will be maintained and information protected. My Aged Care will obtain carer details and consent and only pass carer defails to tha
carer's local CGSP or National Dementia Helpline

Al fields marked with an asterisk () are required.

[ Request call back from Carer Gateway [ 7 [ Request call back from National Dementia Helpline | 7
Client's consent for Carers Galeway No Clients consent for Natienal Dementia Helpline No
Yes Yes
Carer's consent for Carers Gateway No Carer's consent for National Dementia Helpline No
Yes Yes

REQUEST CALL BACK

4. Record the client's and/or carer's consent for each selected service.
Review or update the client's and carer's contact details.

Select REQUEST CALL BACK.

# Home | Find a client | Name SURNAME | Request Call Back

Request call back - Name Surname

Consent s required to share personal information about My Aged Care clients and their carers with Carer Gateway Service Providers (CGSP) and/or the National Dementia Helpline. CGSP will be able to assist Carers to access support in-person, by
phone or online services. Support services for a Carer may include carer support, emergency respite, information, general advice, future planning, counseling, peer support, coaching or access to financial assistance (which can be used for a range
of practical caring supports including flexible respite options) The National Dementia Helpline provides support to people living with dementia and their carers, families, and friends. A My Aged Care client and/or their carer should only be referred to
the National Dementia Helpline if the client has difficulty with their memory or has been diagnosed with dementia, or has previously engaged with Dementia Australia.

Aperson's personal information is confidential and provided solely to the CGSP or National Dementia Helpline. Privacy will be maintained and information protected. My Aged Care will obtain carer details and consent and only pass carer details to
the carer’s local CGSP or National Dementia Helpline.

Allfields marked with an asterisk (*) are required.

Request call back from Carer Gateway (7 ) [J Request call back from National Dementia Helpline (7 )

Client's consent for Carers Gateway No Client's consent for National Dementia Helpiine No
® Yes Yes

Carer's consent for Carers Gateway No Carer's consent for National Dementia Helpline No
® Yes Yes

Carers Contact Details

Contact numbs 7 airee 80 gl 7

00 0000 0000
mail add

Client Contact Details

0000 000 000 ~
addres

| To submit a call back request:

e the carer must consent to the request

e both the client and carer's home addresses must be recorded

e if the client or carer has a phone number recorded in their profile, the contact
number must also be completed.

Viewing call back and consent history

The Assessor Portal records call back requests and consent information in the My Aged Care
Interactions tab.

1. Open the client's record and select the My Aged Care Interactions tab.

2. From the View Interaction drop-down list, select Call Back Requests, then select GO.

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

Gender, XX years old, DD Month Year, AAO0000001
XX Street Name, SUBURB, STATE POSTCODE Carer: Name §
View support

Interactions
Client summary Client details Support network Approvals Plans Attachments Services

View Interaction:

Call Back Requests v
Show All
Appointments
Assessor contact
Calls

Emails

Fax

Letters
Complaints

Web

Inbound Referrals
Send publications

AcceCall Back Requests

3. Review the Carer Call Back Requests displayed on the screen.

View Interaction
Call Back Requests -
ADD INTERACTION

All dates and times are in Australian Eastern Standard Time (AEST)

Carer Call Back Request:

(ID: 2-77871642074)
Carer AC60093911 Hecghege Hgc has requested a call back request from Carers ACT
Comments: Carer AC60093911 Hcghcge Hgc has requested a call back from Carers ACT.

Carer Call Back Request:

(ID: 2-77871642079)
Carer AC60093911 Hcghege Hgc has requested a call back request from National Dementia Helpline
Comments: Carer AC60093911 Hcghcge Hgc has requested a call back from National Dementia Helpline.

More information

For additional help, contact the My Aged Care service provider and assessor helpline on 1800
836 799.

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