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Service and Support Portal User Guide -
Creating service delivery outlets and adding
service information

This guide is for administrators who use the My Aged Care Service and Support
Portal. It explains how to create, update, and maintain information about service
delivery outlets.

The My Aged Care website and the Find a Provider tool display information about
each provider’'s aged care services. Keeping service delivery information accurate
helps older people and their support network find suitable services. It also enables
My Aged Care Contact Centre staff and assessors to refer clients to the right
services.
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Notes

e Providers must keep their service information up to date so My Aged Care can send referrals
to the appropriate service.

e Only Organisation Administrators can create outlets in the Service and Support Portal. Once
an outlet has been created, staff can be assigned to it and service delivery information can be
added.

e Only Organisation Administrators and Outlet Administrators can add or update service
information.

e An outlet is the entry point for clients to access services and may be linked to a physical
location. Although an outlet often represents a service location, its main purpose is to
manage client intake and service delivery. Your organisation must create at least one outlet in
the Portal to add and maintain service information. To display your services in the service
finders, you must have an active outlet and at least one operational service item with a
configured delivery area or service location.

e Residential Care and Support at Home providers must maintain pricing information.

e Forinformation about transferring services between outlets or moving clients between
services, refer to the My Aged Care Service and Support Portal user guide — Advanced outlet
and service management — Transferring clients and services.

Viewing outlets

| Team leaders and Staff members do not have access to the Outlet Administration tile. Only
users with the appropriate administrator role can view and manage outlets.

To view your organisation’s outlets:

1. Select Outlet administration from the home page.

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

Service and Support Portal Logout

Welcome Name

Tasks and noiifications Reports and documents

4

Govemment Provider Management System

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. The Outlet Administration page displays all outlets for your organisation.
1800 836 799 Mon-Fri 8am - 8pm Sat 10am - 2pm Welcome Name from Organisation

= Service and Support Portal Logout

#& Home | Outlet administration

Organisation name

Organisation ID 1-0000001

Outlet Administration

About McLean Care Ltd

]

Contact details Organisation philosophy

1 Example Street Cultural specialisations '::’) E):‘
SUBURB, STATE 0000 B B
Religious specialisations |® »@.

)
[§-)]
Nty

Support at Home organisation pricing

Make changes to Support at Home service pricing across all
managed outlets.

Outlets (53)

ADD NEW QUTLET

Filter by

Sort order

Current sort order is A-Z

]

Outlet name Outlet name Outlet name

Outiet ID: A-XXXXX1 Outlet 1D: A-XXXXX2 Outlet ID: A-XXXXX3

Contact: Name Surname Contact: Name Surname Contact Name Surname

Phone 0000 000 000 Phone 0000 000 000 Phone 0000 000 000

Email example@example.com.au Email example@example.com.au Email example@example.com.au
Website example.com.au Website example.com.au Website example.com.au

(<) verified Specialisations(s): (%) Verified Specialisations(s) (<%) Vverified Specialisations(s)

" Active " Active +" Active

Creating or adding a new outlet

Administrators must create outlets in the Service and Support Portal before they can add service
information.

When you create an outlet, the Portal automatically sets its status to Inactive. Before the outlet
can become operational, you must activate it and create at least one service item. This guide
explains how to activate an outlet later.

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Follow these steps to create an outlet:

1. Select Outlet administration from the home page.

1800 836 799 Mon-Fii 8am - 8pm Sat 10am - 2pm Welcome Name

Service and Support Portal Logout

Welcome Name

Tasks and nofifications Reporis and documentis Outlet administration

Govemment Provider Management System

2. On the Outlet Administration page, select ADD NEW OUTLET.

Outlet Administration

About Organisation Name )

Contact details Organisation philosophy

1 Example Street Cultural specialisations (?) (#)
SUBURB, STATE 0000 o

Religious specialisations -i’?} w‘i?‘j‘w

Support at Home organisation pricing (@)

Make changes to Support at Home service pricing across all
managed outiets.

Outlets (53)

ADD NEW OUTLET

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. Enter the outlet details.

To add an outlet address, select ADD OUTLET ADDRESS.

€ Add outlet

Outlet details

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

Ciitlet name *

rOLITIEt address *| ADD OUTLET ADDRESS I

CREATE OUTLET CAMNCEL

4. Enter the address details and select VALIDATE THIS ADDRESS.

All fields marked with an asterisk (*) are required

Unit number or building name and level (if applicable)

Streel number .g9. 201 or 34-36 % Street name *

Street type * M

Enter Suburb and postcode and select from the list below *

SUBURS IS NOT LISTED, CLICK HERE

Country *

Australia

I VALIDATE THIS ADDRESS

Special instructions (up to 100 characters)

SAVE ADDRESS CANCEL

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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5. Check that the address is correct, then select SAVE ADDRESS.

If the address is correct but does not appear in the search results, select Not found, use
entered address anyway.

Add address .

All fields marked with an asterisk (*) are required.
Unit number or building name and level (if applicable

Strewt number 9.9, 201 or 34-36 Streat name *

1 Street name

Swreattype

Street [v]

ENler SUBUID and Posicode and Eelest ram e B6! below *

SUBURE STATE Postcode

Country *
Ausiralia v

VALIDATE THIS ADDRESS

Did you mean
@ Lot X, 1 Street Name, SUBURB STATE Postcode
_) Not found, use entered address anyway: 1 Street Name, SUBURB STATE Postcode

Special instructions (up 1o 100 characters)

6. Complete the remaining fields. Select CREATE OUTLET to save the record and create the
outlet.

0 Add outlet

Qutlet details

AN fiekds marked with an asterisk (") must be compleled before submission

Oullel name *

gyl
Outlet address *

Lot X, 1 Street Mame, SUBURB
STATE Fostcode, Country

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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7. The outlet is now created and the address and contact details are saved.

The outlet remains Inactive until you add at least one service item and set the service item
status to Operational or Offline. Once this is done, you can change the outlet status to
Active.

You can now add or update information on the outlet record, including:

e  Organisational philosophy

e Support at Home pricing information (if applicable).

Any current verified specialisations appear in the Current Specialisation Verification
section. For more information about applying for and managing specialisations, refer to the
Specialisation Verification section of this guide.

Repeat these steps for any additional outlets your organisation needs.

#& Home | Outlet administration | View outlet - Outlet name

Outlet name

View ouflet

A The Outlet must have at least one service item in the status of "Operational” or "Offline" before its status can be set to Active.

About Outlet name

@) (#)

Address - Contact Details -
1 Street Name
SUBURB STATE Postcode Name Outlet name

Phone 00 0000 0000

Fax:

Email: outlet@email.com.au
Organisation philosophy Website
Cultural specialisations (2) (#)
Religious specialisations ‘;\ [:}ij\ 7

Support at Home pricing -

Support at Home pricing URL

Current Specialisation Verifications DD ACE CONTACT

You have successfully added an outlet. You need to add at least

one service item to this outlet before you can make it active.
Service item details are not published until you activate the outlet.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Editing the organisation philosophy
1. Add or edit cultural specialisations:

Select the Edit icon next to Cultural specialisations to select those groups that you have a
focus on providing culturally specific care to.

View outlet

About Outlet name

@ @

Address - Contact Details B
1 Street Name Name: Qutlet name
SUBURB STATE Postcode Phone: 00 0000 0000

Fax

Email outlet@email.com.au
Organisation philosoph Website:
Cultural specialisations (E:
Religious specialisations \Ej\ r\; ) @

Support at Home pricing

Support at Home pricing URL: www.outletname.com.au/pricing

Select all supported cultures for your outlet. You can also select a letter from the
Alphabetical listing to go to cultures starting with that letter. Select SAVE when finished.

Cultural Specialisations are self-nominated by the provider and will automatically apply to all
service items of the outlet. This specialisation is not published on the My Aged Care Website
but will be available in the internal service finder tool.

Cultural specialisations

Please select all supported cultures and press Save when finished

Maost selected

[] Bosnian [] Chinese [] Croatian
[] Dutch ] Egyptian [ Filipino
[] German Greek [l Hungarian
[ Indian [ Talian [ Lebanese
[] Macedonian [ Maltese [J Polish

[] Russian [ Serbian Sri Lankan
Ukrainian [ Vietnamese

Alphabetical listing

QIGICIOICIGICIOIOIOICIGIOIOIOICIOIIONGI OO DI

ola

Mew Zealander [] New Caledonian [] Ni-Vanuatu

[J Nauruan ] Niuean [ Northem European

[ Nerwegian [ Muer [J Nubian

[] Nepalese ] North American [ Native North American Indian
[] Nicaraguan ] Nigerian [ Namibian

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Add or edit religious specialisations:

Select the Edit icon next to Religious specialisations to indicate if you have a focus on
delivering care that aligns with particular religious needs or values.

View outlet

About Outlet name

@ @
Address ~ Contact Details ~
1 Street Name Name: Outlet name
SUBURB STATE Postcode Phone: 00 0000 0000
Fax:
Email outlet@email.com.au
Organisation philosophy \Website

sl . AN S 2N
Cultural specialisations ) (\:f ")

7"\ 2N\
Support at Home pricing

Support at Home pricing URL: www.outletname.com.au/pricing

. T N
?
Religious specialisations 2)

Select all supported religions for your outlet. You can also select a letter from the
Alphabetical listing to go to religions starting with that letter. Select SAVE when finished.

Religious specialisations are automatically applied to all service items offered within your
outlet. They are also published on the My Aged Care Find a Provider website.

Religious specialisations

Please select all supported religions and press Save when finished

Most selected

[] Anglican [] Baptist Buddhism

[ catholic [J Churches of Christ [ Eastern Orthodex
] Hinduism Islam [[] Jehovah's Witnesses
Judaism [[] Latter-day Saints [[J Lutheran

] Oriental Orthodox [J other Christian [ ther Protestant

[ Pentecostal [ Presbyterian and Reformed [ salvation Army

[] Seventh-day Adventist [[] uniting Church

Alphabetical listing

R o e FEY P FEY S St S S A ST et S S FDY S Fo Fon S ST St A Fwy
[ 1 1 1 | VLR (G)ytH) C1) Jd) (K) [TL) | 1 | | | I | ) ) VOV WD XD
\'5/ \ES_/ \{_:/ \EJ/ \E/ \E/ \@/ \Ij/ \l/ \f/ \P_:/ \I_‘/ \rli'l/ \N/ \9/ \E)/ \9/ \B/ \?/ \1—/ \L;‘l/ \‘Er/ \"E'I.I/ \>_(/
et =y
| 1 |
\Y/ \Z/

Zoroastrianism

m CANGCEL

3.  Your selections will appear in the View Outlet page and displayed in alphabetical order.

Organisation philosophy
Cultural specialisations @

Greek, New Zealander, Sri Lankan, Ukrainian

Religious specialisations @

Buddhism, Islam, Judaism, Zoroastrianism

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

All aged care service providers must deliver inclusive services that meet each person's individual
needs, regardless of where they live, their background, or their life experiences.

Some providers choose to offer specialised aged care services tailored to the needs of specific
groups or communities. Through Specialisation Verification, providers can formally demonstrate
their expertise in supporting these groups.

While all providers must meet the Aged Care Quality Standards, Specialisation Verification is
optional. It allows providers to show they have additional expertise in delivering specialised aged
care services.

To become verified, a provider must show that their service outlet meets the requirements of the
2025 Specialisation Verification Framework for a specific specialisation group or community.
Providers do this by submitting evidence to support their application.

A service outlet can be verified in any of the nine specialisation areas:

e Aboriginal and Torres Strait Islander persons, including the Stolen Generations

e Veterans or war widows

e People from culturally, ethnically, and linguistically diverse (CALD) backgrounds

e People who are financially or socially disadvantaged

e People who are experiencing homelessness or at risk of experiencing homelessness
e Parents and children who are separated by forced adoption or removal

e Care leavers, including Forgotten Australians and former child migrants placed in out of home
care

e Lesbian, gay, bisexual, trans/transgender or intersex or have other sexual orientations or are
gender diverse or bodily diverse

e People who live in rural, remote, or very remote areas.

Outlets with current verified specialisations appear in Service Finder and Match and Refer. This
helps assessors and My Aged Care contact centre staff find services that meet an older person's
specific needs.

Current verified specialisations also appear in the Find a Provider tool on the My Aged Care
website. This helps older people and their support network find, compare and choose suitable
aged care services.

A Specialisation Verification remains valid for three years from the date it is issued, unless it is
removed or renewed earlier.

Verification is applied at the outlet level. Any service items linked to that outlet automatically
inherit the verified specialisation.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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When an outlet has one or more current verified specialisations, the View Outlet page displays
the specialisation name, verification date and expiry date. The image below shows an outlet that
does not have any current verified specialisations:

QOutlet name

O (Active) Outlet Id 0-00AAAQ01

View outlet

About Outlet name

Address © Contact Details ©
;SgE;'BNgl::TE Postcode veme outet name

Phone 00 0000 0000

Fax:

Email: outlet@email.com.au
Organisation philosophy Website
Cultural specialisations @j\ wi :\w
Greek, New Zealander, Sri Lankan, Ukrainian —~
Religious specialisations (7) (#) Support at Home pricing o

Buddnism, Islam, Judaism, Zoroastrianism Support at Home pricing URL: www.outletname.com.au/pricing

ADD ACFI CONTACT
Current Specialisation Verifications

There are no current specialisation
verifications to display.

Changes to Specialisation Verification

More information about applying for verification can be found on the Department
of Health, Disability and Ageing About Specialisation Verification webpage.

MANAGE VERIFICATIONS

VIEW SERVICE ITEMS

Providers may have current verified specialisations that were assessed under the 2022
Specialisation Verification Framework. These specialisations will continue to appear alongside
any current verified specialisations assessed under the 2025 Specialisation Verification
Framework. All displayed specialisations use a consistent naming convention regardless of the
framework they were assessed under, shown below as the ‘Display Specialisation Name’:

2022 Specialisation 2025 Specialisation Verification Displayed Specialisation
Verification Framework — Framework — Specialisation Name
Specialisation Name Name

Aboriginal and Torres Strait = Aboriginal and Torres Strait Aboriginal and Torres Strait
Islander peoples and Islander persons, including Stolen | Islander persons, including
communities Generations Stolen Generations

Veterans Veterans or war widows Veterans or war widows

People from culturally and People from culturally, ethnically People from culturally, ethnically
linguistically diverse (CALD) and linguistically diverse (CALD) and linguistically diverse (CALD)
backgrounds backgrounds backgrounds

People who are financially People who are financially or People who are financially or

or socially disadvantaged socially disadvantaged socially disadvantaged

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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People who are homeless or
at risk of becoming
homeless

Parents separated from
children by forced
adoption/removal

Care leavers

Lesbian, gay, bisexual,
transgender and intersex
(LGBTI) people

People who live in rural or
remote areas

OFFICIAL

People who are experiencing
homelessness or at risk of
experiencing homelessness

Parents and children who are
separated by forced adoption or
removal

Care leavers, including Forgotten
Australians and former child
migrants placed in out of home
care

Lesbian, gay, bisexual,
trans/transgender or intersex or
other sexual orientations or are
gender diverse or bodily diverse

People who live in rural, remote or
very remote areas

People who are experiencing
homelessness or at risk of
experiencing homelessness

Parents and children who are
separated by forced adoption or
removal

Care leavers, including
Forgotten Australians and
former child migrants placed in
out of home care

Lesbian, gay, bisexual,
trans/transgender or intersex or
other sexual orientations or are
gender diverse or bodily diverse

People who live in rural, remote
or very remote areas

I From 1 November 2025, all new Specialisation Verification applications are assessed under
the 2025 Specialisation Verification Framework.

To view the current verified specialisations for a service item, refer to the Verified Specialisations
section of Adding and editing service attributes.

For information about how to:

e apply for Specialisation Verification

e manage a Specialisation Verification application

e view successful, unsuccessful, current, or expired applications for an outlet.

refer to the Specialisation Verification section in the My Aged Care — Service and Support Portal
user guide — Part 1: Administrator functions.

For more information about eligibility and evidence requirements visit the Specialisation
Verification for aged care services website page.

| From 1 November 2025, the Service and Support Portal assesses all new Specialisation
Verification applications under the 2025 Specialisation Verification Framework.

When you transfer a service item to another outlet, the Portal removes any verified
specialisations inherited from the original outlet. The transferred service item then
automatically inherits any current verified specialisations assigned to the new outlet.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Adding service items to an outlet

1. On the Outlet Administration page, select the name of the outlet where you want to add a
service item.

Outlet Administration

About Organisation name

OQutlets (1),

ADD NEW OUTLET

2z -

Current sort orderis A-Z

Outlet name

Outlet ID: 1-000000AA

Contact  Name Surmname
Phone: 00 0000 0000

Email name@email com.au
Websife:

2. On the View Outlet page, select VIEW SERVICE ITEMS.
View outlet

About Qutlet name

\p‘\ . ()

Address - Contact Details -
1 Street Name Name Outlet name
SUBURB STATE Postcode Phone 00 0000 0000

Fax

Email outlet@email.com.au
Organisation philosophy Website:
Cultural specialisations () ()
Religious specialisations () (#) A

Support at Home pricing -

Support al Home pricing URL: www.outletname.com.au/pricing

Current Specialisation Verifications

ADD ACFI CONTACT

There are no current verified diverse
need specialisations to display.

Changes to Specialisation Verification

More information about applying for verification can be found on the
Department of Health, Disability and Ageing About Specialisation Verification
webpage.

MANAGE VERIFICATIONS

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. On the View Service Items page, select the relevant Program tab. The page will display the

existing service items for that program. By default, the list is filtered by the selected criteria
(for example, Operational or Offline status), but you can apply other filters as needed.

View Service ltems
| ‘Commonwealth Home Support Programme Flexible Aged Care Programme Residential Care Support at Home
Fitter by ©)
Statis
Operational ~  Service avalatility -
ADVANCED SEARCH GLEAR FILTERS
Status is Operational
There are no ‘Operational’ service items from this programme linked to this outlet. To view service items in other statuses, please adjust the filter.

4. Select ADD A SERVICE ITEM.

View Service Items

Commonwealth Home Support Programme Flexible Aged Care Programme Residential Care Support at Home

Filter by €5}
Status
Offline - Service availability -

ADVANCED SEARCH CLEARFILTERS

Status is Offline

FILTER CLEAR

5. Select the program for the service you want to add.

(&) Add service item

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

Select the Programme that applies to this service item *

&

The funding type automatically displays as Funded. You cannot change this setting because

all Commonwealth aged care program services must be approved and funded by the
Australian Government.

Which of the following applies to this service item?
Funded

Mon-funded

Select the service item you want to add to the outlet, then select SAVE. To narrow the list of
available service items, enter search criteria and use the FILTER function.

If you are adding a new Support at Home service item, you must enter a unique name in the
Service Item Name field.

®

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

OFFICIAL


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

OFFICIAL

Non-Support At Home service item example

Add service ifem

must be completed before submission

Which of the fallowing applies 10 this service flem
@ Funded
©Non-funded

Filter the list of available service lems by entering full or partial details in the corresponding fleids below and selecting the Filter bution.

Senvice provider

Cottage Respite ~

Location Start date

Commonweakh Home Support Programme Provider name Respite Services 0001 Cottage Respite Aged Cars Planning Region NSW llawarra 0D Manth YYYY

O Commonwealth Home Support Programme. Provider name Respite Services 0001 Cottage Respite Aged Care Planning Region ACT ACT DD Month YYYY

e

Support At Home service item example

Add service item

All fields marked with an asterisk (*) are required

Select the Programme that applies to this service item *
Support at Home v

Programme & Service provider € Service itemname  NAPSID  Service type ¢ Startdate © End date &

® Support at Home  Provider name SAH 0001 Support at Home

Service Item Name: *

Please specify Service ltem Name

SAVE CANCEL

7. The new service item now appears in the outlet's service list. The Portal sets the service item
status to Offline by default. Before the service can appear in the public service finder, you
must change its status to Operational.

The Portal displays a confirmation banner to show that the service item was added
successfully and reminds you to edit and submit the service details.

If you add a new Support at Home service item, the Portal also reminds you to provide
Support at Home pricing information by adding either a website URL or an attachment.

A pricing URL or attachment for this service item has not been added, and cannot be set as Operational until added.
A A pricing URL can be set at the Outlet level and be apphed across all service lems. Indhidual pricing URLS or attachments for
each Service itern can be added using the edit icon.

This guide explains how to activate a service item later.

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Qutlet name
@ (Inactive) Outlet 0-00AAA001

Commonwealth Home Support Programme Flexible Aged Care Programme Residential Care Support at Home

Filter by

Status
Offline »  Service type availability -

ADVANCED SEARCH CLEAR FILTERS

Status is Offline

Support at Home (&) (#)

NAPS Service ID 00001 Service item name: Support at Home
Status

A pricing URL or attachment for this service item has not been added, and cannot be set as Operational until added.
A pricing URL can be set at the Outlet level and be applied across all service items. Individual pricing URLSs or attachments for
each Service item can be added using the edit icon.

You have successfully added a service item to this outlet.

After subtypes have been added successfully, click on "Edit’ to add
service details; expand the service item to view/edit details or remove
the sub types available; and "Submit’ to send the service details that

require approval to the Department for validation. You must then
i change the status to Operational for the service to be published.
Copyright © Commonwealth of Austrd Approval process may take up to 3 working days to complete.

ni Agedt Core | miyagedcer

8. After you add service items to an outlet, you can filter the service list by status, service
availability, and waitlist availability within each program.

View Service lfems

Commonwealth Home Support Programme Flexible Aged Care Programme Residential Care Support at Home

| Filter by )
Status
Operational - Service availability v

ADVANCED SEARCH CLEAR FILTERS

Status is Operational

FILTER CLEAR

Community cottage respite, C Ith Home Support Status Service availability
Programme, funded
Operational Offline No

@@

Location Waitlist availability
NAPS Service ID 00001, Service item name: Cottage respite Yes

@\ See Sub-types

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Adding and removing service sub-types

For the Commonwealth Home Support Programme (CHSP), you can add or remove service
sub-types from a single screen.

I This function does not apply to Support at Home services. Eligible outlets automatically
receive all approved services based on their registration category.

Follow these steps to add or remove a service sub-type:

1. On the Outlet Administration page, open the outlet where you want to manage service sub-
types. Select VIEW SERVICE ITEMS.

View outlet

About Qutlet name

() ()
Address g Contact Details
1 Street Name Mame Qutlet name
SUBURB STATE Postcode Phone 00 0000 0000
Fax
Email outlet@email.com.au
Organisation philosophy \Website

Cultural specialisations “::,‘

Religious lpecialisationsuj__ (#)
Support at Home pricing

Support al Home pricing URL: www.outletname.com.au/pricing

Current Specialisation Verifications

There are no current verified diverse
need specialisations to display.

Changes to Specialisation Verification

More information about applying for verification can be found on the
Department of Health, Disability and Ageing About Specialisafion Verification
webpage.

MANAGE VERIFICATIONS

2. Select See Sub-types under the relevant service to expand the service details.

View Service Items
Flexible Aged Care Programme  Residential Care  Support at Home

Filter by
D ic assistance, C Ith Home Support Programme, funded (& (&) ) o

! ’ — S Status Service availability  Waitlist availability
Aussie Healthcare Operational Offline No Yes

NAPS Service ID 00001, Service item name:|- Community and Home Support

ee Sub-types

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. Select ADD/REMOVE SUBTYPES.

Domestic Assistance, Commonwealth Home Support Programme, funded @. ) (?}I

ACT
NAPS Service ID 1-000000AA, Service item name: Domestic Assistance

Status Service availability Waitlist availability

Operational Offline Yes No Yes

r
L"J Hide Sub-types

ADD/REMOVE SUBTYPES

4. Select or clear the required sub-types. Select SAVE to apply your changes.

Add/Remove Subtypes

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

Which sub types are you adding to this service? *

SELECT ALL DESELECT ALL

Unaccompanied Shopping (delivered to home) General House Cleaning
Linen services

SAVE CANCEL

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Activating or deactivating a service item

1. On the Outlet Administration page, open the outlet that contains the service item you want to
activate or deactivate. Select VIEW SERVICE ITEMS.

View outlet

About Qutlet name

@ ) @

Address - Contact Details -
1 Street Name Name Outlet name
SUBURB STATE Postcode Phone: 00 0000 0000

Fax

Email outlet@email.com.au
Organisation philosophy Website
Cultural specialisations \‘:;“ ‘:7'_‘
Religious specialisations [Ff 7 A

Support at Home pricing

Support at Home pricing URL: www.outletname.com.au/pricing

Current Specialisation Verifications

There are no current verified diverse
need specializations to display.

Changes to Specialisation Verification

More informatien about applying for verification can be found on the
Department of Health, Disability and Ageing About Specialisafion Verification
webpage.

MANAGE VERIFICATIONS

i1

2. Under the Status section, select Operational to activate the service item or Offline to
deactivate it.

For non-Support at Home services, the status toggle appears on the right side of the screen
next to the service name.

For Support at Home service items, the status toggle appears at the top of the service item
listing. Changing the status applies to all service types and services within that service item.

Non-Support At Home Example

Allied health and th: , C Ith H S rt Pi 5 ) -
Alliea ! ealth and therapy, Commonwea ome Support Programme, Status Service availability
@) (7) Operational [eL TN E3
Location Waitlist availability

NAPS Service ID: 00001 Service item name: Community and Home Support Yes

\.._’/ | See Sub-types

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

Support at Home (@) (#) Status
Operational Offline

NAPS Service ID 0001, Service item name: Provider Support at Home

Assistive technology

- .
\¢~ ) See service types

Home modifications

- "
(«”) See service types

Home support

) i
(«”) See service types

Only service items with a status of Operational appear in the service finders.

Use the Offline status when you are not currently offering a service in a delivery area or
region. For example, you may set a service to Offline if it has reached capacity and cannot
accept new clients.

Editing a service item

1. You can update a service item by selecting the Edit (pencil) icon next to the service item or
service group name.

Non-Support At Home example
View Service ltems

o011 TR W BRSO S [ET L Il Flexible Aged Care Programme Residential Care Support at Home

Filter b
i
- . e N\
D c Home Support Programme, funded (2 Status Service availability  Waitlist availability
Operational Offline No Yes
NAPS Service ID . Service item name:

(+¥) Hide Sub-types

Support At Home example

View Service Items

Commonwealth Home Support Programme Flexible Aged Care Programme Residential Care Support at Home I

Filter by 3

Colopes e

Status
Operational Offline

Support at Home{g

NAPS Service ID 0001 Service item name: Provider Support at Home

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. The Service Item Details page displays. You can update information such as:

e Service item name

e Service delivery area

o Whether the service focuses on a specialised service area

e Promotional attachments (for residential facilities)

e Support at Home information, such as service-based pricing
¢ A detailed service description.

| For details about organisation philosophies and specialisations, refer to Editing the
Organisation Philosophy, Specialisations and Verified Specialisations sections.

Make the required changes and select SAVE.

Some information is read-only because it comes from contractual records and cannot be
changed in the Service and Support Portal.

You can add additional information in the Service Description field. This description
appears in the public service finder on the My Aged Care website and helps clients
understand and choose your services.

I The information available on a Service Details page differs between Support at Home and
Commonwealth Home Support Programme (CHSP) services.

For Support at Home services, you manage services by delivery area. Within each delivery
area, you can select multiple service types and services that your organisation provides.

For CHSP services, each service item is linked to a single service type and Aged Care
Planning Region (ACPR) based on contractual information. You cannot change these
contractual details in the Service and Support Portal.

Adding and editing service attributes

Service attributes for Support at Home, CHSP, Residential Care, and other aged care programs
are available in the Service Details section (or Support at Home Details section) within the Outlet
Administration tile.

Service Details page

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

Service and Support Portal = Staff Qutlet “vai‘ler 1
Syslem

# Home | Outlet adminisiration | View outiet- | View service lems | Service Details

Service details

Support at Home Details page

Service and Support Portal

# Home | Oullet adminisiration | View outlet. | View service items | Service Details

Support at home details

Attributes for individual services, also known as service sub-types, are managed within the
relevant service record.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Diet or nutrition li:f:l

Delivery hours o . o
. Mot specified Sub-type availability Waitlizt availability
Yes No Yes
Addifional services

= Mo transport information specified

Siaff Motes
» Not specified

Meals

Meal delivery

Service availability Waitlist availability

No ves PN

Some service attributes also appear on the View Outlet page.

View outlet

About Qutlet name

@ @

Address - Contact Details -
1 Street Name Name Outlet name
SUBURB STATE Postcode Ehone. 00 0000 0000

Fax:

Email outlet@email.com.au
Organisation philosophy Website:
Cultural specialisations @Jl Q‘)
Maltese, Ukrainian
Religious specialisations w\'?/jw \\fjjl Support at Home pri cin g N

Catholic, Hinduism, Islam. Judaism Support at Home pricing URL: www.outletname.com.au/pricing

To access service attributes:

1. Select Outlet Administration from the home page.

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

Service and Support Portal Logout

Welcome Name

]

My Aged Care interactions

Reports and documents

Govemment Provider Management System

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Select the relevant outlet.

Outlet Administration

About Organisation name

Outlets (1),

ADD NEW OUTLE

- .

Current sort order is A-Z

Outlet name

Outlet ID:1-000000AA

Contact  Name Sumame
Phone: 00 0000 0000
Emal  name@email com au

Website:

3. Select VIEW SERVICE ITEMS.

View outlet

About Outlet name

@ (&)

Address - Contact Details -
1 Street Name Name: Outlet name
SUBURB STATE Postcode Phone 00 0000 0000

Fax

Email outlet@email.com.au
Organisation philosophy \Website:
Cultural specialisations () ()
Religious specialisations () () 17

Support at Home pricing -

Support at Home pricing URL: www.outletname.com.au/pricing

Current Specialisation Verifications

ADD ACFI CONTACT

There are no current verified diverse
need specializations to display.

Changes to Specialisation Verification

More information about applying for verification can be found on the
Depariment of Health, Disability and Ageing About Specialisafion Verification
webpage.

MANAGE VERIFICATIONS

i1

4. Select the appropriate program tab:

e CHSP
e Flexible Aged Care Programme

o Residential Care
e  Support at Home.

View Service ltems
| Flexible Aged Care Programme Residential Care Support at Home

5. The Service Details tab contains key information about the service, including:
o Contact details
e Service delivery information

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

e  Specialisations

e  Operating hours

e Pricing (where applicable)
e  Service descriptions.

The Specialisations section includes three areas:

e Specialisation Verification
e Specialised Services
e Languages.

The following sections explain each of these attributes in more detail.

Specialisations
The Specialisation section includes Specialisation Verification, Specialised Services, and
Languages.

For Support at Home services, you manage these attributes at the program level. For other
programs, such as CHSP, you manage them at the service item level.

Specialisations

All services must reflect the unique characteristics and lifie experiences of individual recipients.

The outlet specialisations listed under Organisation Philosophy relate to cultural and religious
characteristics. For more information, refer to Editing the Organisation Philosophy.

Specialisation Verification
The Specialisation Verification section displays two lists:

o Verified: Displays all current specialisations verified for the outlet by the department under
either the 2022 or 2025 Specialisation Verification Framework.

o Not Verified: Displays the specialisations that the provider can apply to have verified for the
outlet.

You can only apply for, manage, or update Specialisation Verification at the outlet level.
Changes are automatically applied to all Operational and Offline service items linked to that
outlet, and the updated information displays in this section.

Specialisation Verification (2

Verified Not verified
~ Aboriginal and Torres Strait Islander perzons, including = People from culturally, ethnically and linguistically diverse
Stolen Generations (CALD) backgrounds

- People who are financially or socially disadvantaged

« Veterans or war widows

- People who are experiencing homelessness or at risk of
experiencing homelessness

= Care leavers, including Forgotten Australians and former
child migrants placed in out of home care

+ Parents and children who are separated by forced
adoption or removal

+ Lesbian, gay, bisexual, trans/transgender or intersex or
other sexual orientations or are gender diverse or bodily
diverse

+ People who live in rural, remote or very remote areas

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Specialised Services
You can indicate that a service item offers one or more Specialised Services.

Only select services where your organisation has specific practices, programs, or measures in
place to support that specialised service offering.

Specialised Services are self-declared by the provider and are not verified by the department.
They differ from the verified specialisations shown in the Specialisation Verification section.

Please provide details only for the services which have specific measures in place.

Specialised services
Which of the following applies to this service?

[] pementia [] Mental Health

[] continence [] vision

[] Hearing ] Terminal iliness

[l Respite care ] Mmobility

[ caters for cultural, spiritual or ethical food requirements [] wellness and reablement

[J Assistive Technology

Languages
To show that your outlet service item caters for specific language requirements:

1. In the Languages section under Specialisations, select SELECT LANGUAGES
AVAILABLE.

Languages ( ? ;

No languages specified

g ..;\I

SELECT LANGUAGES AVAILABLE

2. Select all supported languages for your outlet. To quickly find a language, select a letter from
the alphabetical list to view languages that begin with that letter. Select SAVE when you
have finished.

Supported languages

Please select all supported languages and press Save when finished

Most selected

[ Arabic Cantonese [J Croatian
Greek [ rtalian [[] Mandarin
[ Polish ] gpanish O vietnamese

Alphabetical listing

%©'@'@(E)©®@@@@@@@(E’)@@@@@@@@

[J zande [J Zomi (Dialect of Chin) [J Zonot (Dialect of Chin)
Zulu

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. The selected languages appear in the List of Languages section. To update the languages,
select the Edit (pencil) icon.

/:.’\

Languages ©)
- )
List of languages |\{/|

» Cantonese * Greek * Zulu

Hours of operation (non-Support at Home)

You can record hours of operation for CHSP and other non-Support at Home services. By
default, you can enter operating hours for Monday to Friday, Saturday, and Sunday.

If your service operates on different hours each day, use the Customise option to enter hours for
individual days.

To update hours of operation:
1. Open the service item by following the steps in Editing a Service Item.

2. Select the Edit (pencil) icon next to the relevant service sub-type.

View Service ltems
Flexible Aged Care Programme  Residential Care §| Support at Home
Filter by ()

Domestic assistance, C Home Support Programme, funded (&)

- Status Service availability Waitlist availability
Loddon-Mallee Operational Offline No Yes
NAPS Service ID 00001, Service item name: Provider - Community and Home Support
'JE‘ Hide Sub-types
ADD/REMOVE SUBTYPES
Shopping assistance General house cleaning
Delivery hours Subt Jabil \Waitist abil House cleaning level Sub-t iiabili \Waitiist availabili
« Not specified ub-type availability aitlist availability « Not specified ub-type availability aitlist availability
No ves T No Yes
Staff Notes Delivery hours
« Not specified « Not specified

Staff Notes
« Mot specified

® For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. Enter the start and end times for each applicable day and save your changes.

Diversional therapy

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

Hours of operation

What are the standard hours of operation for this service?

Start time End time
Monday 09:00 AM ~ 0500 PM -
ADD ADDITIONAL OPERATING HOURS
T d Start teme End time
uesday 09:00 AM ~  0500PM -

ADD ADDITIONAL OPERATING HOURS

Stant tme End ime

Wednesday 09:00 AM =  05:00PM -

ADD ADDITIONAL OPERATING HOURS

™ 4 Start time End time
ursaay 09:00 AM ~  0500PM -
ADD ADDITIONAL OPERATING HOURS
Start time End time
Friday 09:00 AM -~ 0500PM -
ADD ADDITIONAL OPERATING HOURS
Start & End time
[ saturday . - r: "
Start time End time
] sunday -

Delivery Hours (Support at Home)

Delivery Hours only apply to Support at Home services. They do not apply to other programs. For
information about other programs, refer to Hours of Operation.

1.  From the outlet page, select View Service Items, then select Support at Home.

Select the Edit (pencil) icon on the relevant service tile. In this example, you would open
Nursing care from the Home Support service group.

View Service Items

Commonwealth Home Support Programme Flexible Aged Care Programme Residential Care Support at Home:

Filter by @

Support at Home (&) (#) Status
NAPS Service ID 00001, Service item name: Outlet name Operational B UL

Agssistive technology
@I See service fypes

Home modifications
@I See service fypes

Home support

ide service types

Nursing care Service type availability Classification type @)

- No = Ongoings Shori-term
ide services

(]]

Nursing care
Nursing care consumables

Nursing care Nursing care
Nursing assistant clinical care Enrolled nurse clinical care

Service availability Waitlist availability Service availability Waitlist availability Senvice availability Waitlist availability

Yes No Yes m Yes No Yes “ Yes No Yes “

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. The Edit Service page opens. Review the standard delivery hours. These are selected by
default and cannot be changed.

All fiskds: marked with an asterisk (*) am requined

Delivery hours

What hours are offered Tor this sarice? *

O Mon-Standand howrs
Salurday

O Sunday

Pulilic holdays

3. Select the checkboxes for the delivery hours your service provides.

When you select a delivery hours option, the corresponding Common Price field becomes
active. Enter a price before you save the record.

Comeon Price - Shandard (Hogrs) "

57995

Group social support (Hours)

5120

$160

4. Select SAVE CHANGES at the bottom of the page.

Staffing notes

You can add staffing notes for each program. Use these notes to provide additional information
about the staff who deliver the service. You can maintain separate notes for each program.

Staffing:

Notes on staffing Shopping assistance that will appear on the public Service Finder 0/150

Service specific delivery details

Depending on the service, you can record additional delivery information on this page. This
information helps assessors find providers that can deliver services that meet a client's needs.

The fields available depend on the service type, so some services may show only certain options.

Transport service specific example

Delivery type

How is the service delivered?
[ Individual - face to face
[ Group - face to face

Delivery setting

What is the setting for this service?
[J Home
[J Community

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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You can also enter a service description and add other relevant information about the service.
The service description can contain up to 1,000 characters.

Service Description (2)

Description
Organisation name is a not for profit organisation that has been operating locally for more than 50 years. We are local, community owned and employ local people who care. We offer a range of services
from as little as one hour per manth up to several hours a day based on your needs

Our services include P

715/ 1000

Additional service information
‘You may wish to enter additional informatioen about the availability of the services you provide. For example, a particular service may be temporarily unavailable due to limited staffing, or a service may only
operate on certain weekdays or times.

Pricing information (Support at Home)

The Support at Home service item lets you set up the services you deliver and their prices for a
specific delivery area or region.

For information about room pricing in Residential Care refer to Adding a room type to a
residential facility.

Support at Home outlets must:

e Enter service-level prices that correspond to the delivery hours for all available Support at
Home services offered by the outlet.

e Add a pricing website link (URL). This is strongly recommended, as My Aged Care publishes
this link to help older people and their support network find your pricing information.

If you do not enter pricing information for Support at Home services, you cannot:

e Save a new service and make it operational

e Add or save a pricing website link (URL)

e Save changes to partially completed pricing information

e Confirm that you have reviewed the pricing information.

If you do not confirm your pricing information, My Aged Care will not publish your pricing data or

use it in tools such as the Fee Estimator.

Updating Support at Home Pricing Information at the Organisation Level
I This functionality is available to Organisation Administrators only.
I Organisational level pricing can be applied to every outlet service item that delivers Support
at Home services. It will override existing pricing changes at the outlet service level if they

already exist. Ensure that your Outlet Administrator/s are aware of your Organisational level
pricing changes before you apply pricing to all Outlets.

1. Go to the Outlet Administration page by following the steps in Viewing Outlets.

2. Select the View (magnifying glass) button to the right of the Support at Home Organisation
Pricing section.

If your organisation do not offer or deliver Support at Home program services, you do not need to
complete this.

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

QOrganisafion name
Cmparination i 0-000000001

Outlet Administration

About Organisation name -

Contact detads

1 Street Name
SUBURB STATE Postcode

OFFICIAL

Organisation philosophy

Caiursl Warcisistora, F

Foriin.s spe i atorn #

Support al Home organisation pricing

Wiskip Tsngeit 0 Soppeort I M L (g SCTOUL 58 manspad oaeen

A list of service groups and service types displays. This list will only show Service Groups

and Service types associated with the your Organisation’s Registration Categories. Select
the Edit (Pencil) button to the right of the service type/s that you would like to update.

The Last updated, Last updated to outlets, and Outlet update status columns are blank until
you add pricing for services within the service type record.

W Hoee | Supeen B Histe rgireniion (o)

Support at Home organisation pricing

Berwie e

3 Fobrusry JI04

7 Fatwsary 3038 Compisma 3

-
I Fepauy Jo0d I
&
&

for Service’ page appears.

For each service type that you selected Edit from the above step, the corresponding ‘Pricing

All of your organisation’s available services within the service type and the common price
fields for each delivery time period displays here. A domestic assistance page and a nursing

care page example are shown below.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Domestic assistance pricing page example

# Home | Outlet administration | Support at Home organisation pricing | Service pricing

Domestic assistance

All fields marked with an asterisk (*) are required

Pricing for services

Edits to service pricing will be applied to all instances of the services across all outlets you manage.

Common Price - Standard (Hours) * Common Price - Non-Standard (Hours)  Gommon Price - Saturday Commen Prics - On Sunday

General house cleaning (Hours)
5140 5150 5180 $250

TS MUS? B the MGST T2qUenty Chared price fr s SErvice

Common Price - Public Holidsy

5250

Laundry services (Hours
i ¢ ) Common Price - Standard (Hours)*  Common Price - Non-Standard (HoursTommon Price - Saturday Common Price - On Sunday

This must be the most frequentiy charged price for this service

Common Price - Public Holiday

Shopping assistance (Hours) . . . . .
Common Price - Standard (Hours)*  Common Price - Non-Standard (HoursTommon Price - Saturday Common Price - On Sunday

This must be the most frequentiy charged price for this service.

Common Price - Public Holiday

W

AVE APPLY TO ALL OUTLETS CLOSE

Nursing care pricing page example

# Home | Outlet administration | Support at Home organisation pricing | Service pricing

Nursing care

All fields marked with an asterisk (*) are required

Pricing for services

Edits to service pricing will be applied to all instances of the services across all outlets you manage.

Nursing assistant ciinical care (Hours) Comman Price - Standard {Hours) * Common Price - Non-Standard {Hours) Common Price - Saturday Commen Price - On Sunday
525 540 §60 570

This mus be the most frequently charped price for this s=rvics

Commaon Price - Public Holiday

§70
- < ice - Standard (Hours) * Frice - Non-S (Hours) Frice - =- 3
Enrolled nurse clinical care (Hours) omman Frice - Standard (Hours) Commen Frice - Non-Standard (Hours)  Comman Price - Saturday Commen Price - Gn Sunday
850 575 585 F100

This mus! be the most frequently charped price for this ssrvice

Common Price - Public Heliday

5100

Nursing care consumables Gommon Frice - Standard (Hours)
Market price

N service price required.

Common Price - Standard {Hours) * Common Price - Non-Standard (Hours)  Common Price - Saturday Common Price - On Sunday

Reqgistered nurse clinical care (Hours)
5100 $150 §175 $200

This must be the most frequently charged price for this ssrvics

Commaon Price - Public Holid:

5200

SAVE APPLY TO ALL OUTLETS CLOSE

All mandatory fields (marked with a red asterisk) must be entered, for example ‘Common
price — Standard (hours)'.

You must provide Common Price — Standard (Hours) for all Services that will be marked as
available. You can enter a value from $0.00 to $999.99.

If you do not deliver a service within the service type, you can enter $0.00 if you need to
enter a value in the mandatory field. You MUST then mark this service as not available on all

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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the applicable Support at Home service items. For any service listed as ‘Market Price’ are
you not required to enter a price value.

Select SAVE to save your progress and to be taken back to the Support at Home pricing
page. This will only save the pricing on the Organisation level.

Select APPLY TO ALL OUTLETS to apply the pricing you have entered to all of the
organisation’s outlets with a Support at Home service item. This is possible only after
entering all mandatory Service pricing under a Service Type.

When applying pricing to all Outlets, only the prices will be copied down where that service
delivery hours is selected. Standard hours are defaulted and will always be copied down.

For example, you enter all pricing at the organisation level. However, in some service items
the additional service delivery hours selected is only Non-standard and Saturday, then only
those prices will be copied to that service item.

Select CANCEL or CLOSE to go back to the Support at Home pricing page without any edits
made or saved.

I When applying organisational pricing to all outlets, the pricing will copy down to all Support at
Home Service items, regardless of Operational or Offline status.

5. When APPLY TO ALL OUTLETS is selected, an Information Banner appears: ‘We're
currently updating your selected pricing change across all outlets. This may take up to an
hour or more to complete. You can continue working while this runs in the background and
refresh this page to see if the update has completed. If any errors occur, information will be
sent to the designated organisation email contact’.

The Outlet update status will be displayed. For more information select the Question Mark
icon.

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

Service and Support Portal

Service e Staff % e
referals ot ferral cad eract d en ‘administration

& Home | Outet administration | Support at Home organisation pricing

0 Support at Home organisation pricing

2 Wers cumently updating your selected pricing change across all outlets. This may take up to an hour or more to complste. You can continue working while this runs in the background and refresh this page to see if the update has
1 completed. I any errors ocour, information wil be sent to the designaled organisation email contact

Service group = Service type = Lastupdated :  Lastupdated to outlets = Outlet update status

Assistive technology Equipment and products 01106/2026 In progress
Home modifications Home adjustments 0110612026 In progress (7

Home support Domestic assistance 01/06/2026 Error (7

Home support Home mainlenance and repairs 01106/2026 01/06/2026 Compleled

Home support Meals 01/06/2026 01/06/2026 Complated

Home support Social support and community engagement 0110612026 01/06/2026 Completed

Home support Transport 0110612026 Submitted (7

Home support Care management 01106/2026 01/06/2026 Complated (7

Home support Restorative care management 0110612026 01/06/2026 Completed (2 s
Home support Personal care 0110612026 01/06/2026 Completed (7 7
Home support Mursing care 0110612026 01/06/2026 Completed (7 7
Home support Allied health and therapy 01/06/2026 01/D6/2026 Comgleted (7 7
Home support Therapeutic services for independent living 0110612026 01/06/2026 Completed (7 #

CLOSE

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Updating Pricing Information at the Outlet Level

1. Choose your outlet from the Outlet Administration page tiles.

Outlet Administration

About Organisation name

Contact details Organisation philosophy
1 Street Name Cuttural specialisations ) (#
SUBURB STATE Postcode Afghan, Australian Aboriginal, Bosnian, Chinese, Croatian, Egyptian,

Filipino, German, Greek, Hunganan, ltalan, Karen, Lebanese,
Maltese, Polish, Russian, Serbian, Sri Lankan, Tongan,
Turkish, Ukrainian, Victnamese

Religious specialisations (7 ) (7
Anglican, Baptist, Buddhism, Catholic, Churches of Chnst, Eastern

Orthodox, Hinduism, islam, Jehovah's Witnesses, Judaism, Laner-day
Saints, Lutheran, Orental Orthodox, Other Christian, Other Protestant,
nd Army, Seventh-day

a
Adventist. Uniting Church

Outlets (32)

Filter by
~2 -
Cument sorl order is A-Z
Outlet A Outlet B Outlet C
Outiet ID 1-000000AA Outiet ID 1-000000AB Outiet ID 1-000000AC
Contact Name Surname Contact Name Surname Contact Name Surname
Snone 00 0000 0000 Fhons 00 0000 0000 Fhons 00 0000 0000
Email name@email.com.au Email Email
Website not available Vebsite Vebsite
") Verfied Speciaisations(s <) Verified Speciaiisations(s *) Verified Speciafisations(s)
_

2. The outlet details page will be displayed. Select the Edit (pencil) icon to the right of the
Support at Home pricing section.

View outlet

About Outlet name

) . @

Address - Contact Details -
1 Street Name Name: Outlet name
SUBURB STATE Postcode Shone 00,0000 0000

Fax

Email outlet@email.com.au
Organisation philosophy Website
Cultural specialisations (7) (/)
Religious specialisations (:1] (?‘:} 7.

Support at Home pricing —

Support at Home pricing URL:  www.website.com.au/pricing

Current Specialisation Verifications

ADD ACFI CONTACT

There are no current verified diverse
need specialisations fo display.

Changes to Specialisation Verification

More information about applying for verification can be found on the
Department of Health, Disability and Ageing About Specialisafion Verification
webpage.

MANAGE VERIFICATIONS

VIEW SERVICE ITEMS

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. The Support at Home pricing pop up appears.
Under the Full Price List section, a pricing schedule website link (URL) can be added.

To add a pricing schedule website link type in the URL in the Provide a website link
section. Ensure that the website URL you enter is a valid website address. Use the URL
Scheme field to select the if the URL is https:// or http://.

Finally, select whether you want to
e Apply to this outlet only, or
e Apply to this outlet and its Support at Home service items.

Then, select Save button.

Support at Home pricing

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

Provide a website link (%)

Is there a website link where clients can access Support at Home pricing informafion? Please ensure that this is a link fo your
pricing information website, not your website landing page. e.g. www.myagedcare gov.au/pricing

URL Scheme *

hitp:// -

Support at Home pricing URL *
www.website.com.au/pricing

Apply URL pricing changes fo this outlet and all its support at Home services items*®
) Apply to this outlet only
() Apply to this outlet and its Support at Home service items

4. The Pricing URL will now appear at the View Outlet page.

Support at Home pricing

Support at Home pricing URL: www.website.com.au/pricing

Updating Pricing Information at the Service Item Level

You can also update the service item pricing URL or supply a price schedule attachment specific
to that delivery area/region.

1. Choose your outlet from the Outlet Administration tile, then select View Service Iltems.

2. From the View Service ltems page, select the Support at Home tab, then the Edit (Pencil)
icon to the right of the ‘Support at Home’ heading.

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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View Service Items
Commonweealth Home Support Programme Flexible Aged Care Programme Residential Cars

Filter by @

Support at Home (i Status
s Offline

NAPS Service ID 0001, Senvice item name: Service name

Assistive technology

™
|\.-‘;| See service types

Home modifications

)
|\.-‘;| See service types

3. The Support at Home details Page appears. This contains all configuration available for the

service item.

1800 835 709 Wt .ty Bt Vi . pem

Servce and Support Portal

O | D - e An . | ‘oo e = s T

@ support at home details

PP B MO Lt S i
NS S 1

Crangen 13 e SRTWNG PRITANON WH I 15 81 KGO0 T JROFET SrVERs M T Mrvice Sem

Service delvery area

N e ey ot o e

4. Scroll to the bottom of the page to the Full Price List section.

In the URL Scheme section, select whether your website link is HTTP or HTTPS. Then, enter
the website link in the URL section. The below screenshot shows an example website link.

You can also upload a pricing schedule here.

Finally, select Save.

Full Price List

Provide a website link (%)
Is there a website link where clients can access pricing information? Please ensure that this is a link to your pricing information webpage, not your website landing
page. E.g. www.myagedcare.gov.au/pricing

URL Scheme *

http://

URL
www.website.com.au/pricing

Upload a pricing schedule (7)
You can upload files up to SMB. The following file types are accepted: jpg. jpeg. .png, .pdf. .docx

CHOOSE FILE | No file chosen

SAVE CANCEL

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Updating pricing information at the service level

| Service pricing at the Organisational level will be automatically applied to all service level

pricing.

Be aware of any Support at Home organisational pricing changes that the Organisational

Administrator may do.

At the service level, you can update pricing based on the unit type such as per hour, trip or meal
for individual services. If you have entered pricing at the Organisation level this information can
now be used to autofill, if the service level price does not already exist.

1.  Choose your Support at Home outlet from the Outlet Administration tile, then select View

Service Items.

2. Select the Support at Home tab, then expand any service groups/service types, then select
the Edit (Pencil) icon of the appropriate service card.

The below example shows the Home Support service group, Meals service type, and Meal

Delivery service.

View Service ltems

Filter by

Support at Home (@)(#)
NAPS Service 1D 0001, Service item name: Service item

Assistive technology

3 .
(") See service types

Home modifications

(") see service types

Home support
ide service types

Home maintenance and repairs

(*) see services

Home or community general respite

(") see services
.

Meals

Meals
Meal delivery

Service availability Waitlist availability

Yes No Yes No

Nutrition

(*) see senvices
-/

Status

[—
Commonwealth Home Support Programme  Flexible Aged Care Programme  Residential Care TG ETN

Operational Offline

Service type availability

Service type availability
Yes

Service type availability

e

Meals
Meal preparation

Service availability ‘Waitlist availability

Service type availability

ves TN

Classification type l\;’)

s Ongoings Shori-term

Classification type (#)

« Ongoings Short-term

Classification type I\;’)
« Ongoinge Short-term

Classification type t?)
« Ongoings Short-term

ADD A SERVICE ITEM

o

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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The Service Details page appears. The appearance of the page will vary depending on
which service you have selected.

An example of a generic service’s page is shown below.

When you edit a Service’s pricing, the system will autofill the common prices from the
Organisation level. This will only happen when:

e ifthere is price/s set at the Organisation level (also referred as reference price) and
e when you select the delivery hours option/s you offer for the service.

When the pricing is autofilled, an information banner also appears.

wfillad from organisation level. Please review and make changes if neadad, and click save changoes t anfirm

=i

These prices is pre-filled for your convenience. You can keep this figure or apply a new price
based on the delivery area, however you must ensure you save to apply the pricing data.

If you have not entered any pricing at the organisation level the fields will be blank and you
must at minimum supply a service price for Common price — Standard hours. When you
select additional delivery hours you must the enter the corresponding common price for that
period.

Generic Service Details Page Example

L] v

0 Service name

Saervica datails

A Rt Sarhed o &0 EEh | el

Chpiorwe'y Painars

e e o e paryca T

Pricing for senice

wes | el el Far prae g e by P Gevere=ed Bore =l o e 1 B s evsnd P oad panke

If service prices exist, and you adjust the availability setting (for example from No to Yes), the
system will provide a message to review the pricing. It is encouraged to check the price
details and complete any other prices for offered time periods and then save.

You can continue to add pricing in the other delivery hours offered e.g., Non-standard Hours,
Saturday, Sunday, and Public Holiday. There is flexibility to have Service item specific pricing.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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| Itis important to provide pricing at the service level to support My Aged Care website tools
such as Find a Provider or Fee Estimator. There is flexibility to have service level availability
and pricing by service delivery area (region).

This will be required to be completed for all services before changing the service item status
to Operational.

For (Hours) services, enter the per hour price delivered during the time period.

Pricing for service

General house cleaning (Hours) Commen Price - Standard (Hours) *

Thiz must be the most frequently charged price for thiz service

Common Price - Mon-Standard (Hours)

Commaon Price - Saturday

Common Price - On Sunday

Commen Price - Public Holiday

For meal delivery, enter the price per meal delivered during the time period. For example, in
the Common price — standard (hours) section, enter the price for each meal delivered during
standard hours.

Pricing for service
Common Price - Standsrd (Hours) *

Meal delivery (Meal
ry (Meal) 250

harped price for this sarvice

Commeon Price - Mon-Standard (HoursGommon Price - Saturday Common Price - On Sunday Common Price - Public Holiday

SAVE CHANGES CAMNCEL

For transport services, enter the price per trip during the time period. For example, in the
Common price — standard (hours) section, enter the price for each trip undertaken during
standard hours.

Pricing for service

Direct transport (Tri
port (Trip) Common Price - Standard (Hours) *

Thiz must be the mosf frequentiy charged price for this service.

Common Price - Mon-Standard (HoursTommon Price - Saturday Common Price - On Sunday Common Price - Public Holiday

Some services such as consumables will default to ‘Market price’. No price is required to be
entered.

Pricing for service

Nursing care consumables

SAVE CHANGES CANCEL

3. If a service is on a waitlist, it is highly recommended to add service pricing to ensure this is
visible on the Service Finder or Fee Estimator tools.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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4. All pricing information saved, including pricing schedule attachments, will appear by the next
day on the Service Finder on the My Aged Care website, and do not require approval from

the Department.

To view the pricing information entered, navigate back to the service where the pricing
was updated, expand the service, and select the magnifier icon.

Therapeutic services for independent living

® See services

Care management

® See services

Domestic assistance

iﬂe Services

Domestic assistance
General house cleaning

Senvice availability Waitlist availability

Yes No

Service availability

Domestic assistance
Laundry services

! !EE SEVICES

Service type availability

Service type availability

Service type availability

Yes No

Waitlist availability

Domestic assistance
Shopping assistance

Service availability

Classification type @
+ Ongoing= Short-te]

Classification type @
« Ongoing= Short-te

Classification type @
« Ongoing= Shori-te

Waitlist availability

A pop-up window will appear with the pricing information for that service.

Staff Notes
Not specified

General house cleaning

Additional services
Not specified

Delivery hours

Monday: 09:00 AM to 05:00 PM
Tuesday: 09:00 AM to 05:00 PM
Wednesday: 09:00 AM to 05:00 PM
Thursday: 09:00 AM to 05:00 PM
Friday: 09:00 AM to 05:00 PM

Service pricing

Common Price -

Common Price - Common Price -

Common Price - Common Price -

Standard Non-Standard Saturday On Sunday Public Holiday
(Hours) (Hours)
General house cleaning (Hours) £50 §75 $80 £90 $100
CLOSE

Reporting service pricing status

The Support at Home Pricing Status report enables Organisation Administrators and Outlet
Administrators to view the service price status and identify which Services require pricing updates
and when they were last updated.

The report will provide a full extract of all your Support at Home service pricing for all outlets,

service items and price fields.

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Go to Reports and Documents tile of the portal home page, then select the Support at Home
Pricing Status link.

its and as My Aged Care
S inter: s

. Staf Outlet Repo
Service and Support Portal administration administration documents

# Home | Reports and documents

My Reports
Name Requested Date ~ Status

Residential Demand Report By State 12 April 2024 Downloaded - View
Reports List
Description Formats
Support at Home Pricing Status Report Pdf, Csv, Excel
Quality Indicators Report - QI005 P, Csv, Excel
Facility Data Export (Report) - QIE0 Pdf, Csv, Excel
Facilty Summary Quarterly Report - Q1002 Version 1 Pd, Csv, Excel
Facility Detailed Quarterly Report - Q1003 Pdf, Csv, Excel
Facilty Data Export (Report) - QIED0 (1) P, Csv, Excel
AR2-09 Residential Classification Update Report Pdi, Csv, Excel

This will open a Report View page. Begin typing the Outlet name to select, you can add additional
outlets. Then, Select the output type and then the Request Report button.

1800 836 799  Mon i fam - Sprm Sal 10sm - 2pm

Service and Support Portal

i Home | RDFD‘I!.

Generate report
Rspais
A ekl rariosd wilh an aslen ) ane risguenis

SAH-001 Support at Home Pricing Status

HECGLUEST REPCEHT

The report will run and be available to download in your My Report section once completed.
There is an estimated 24 hours delay in the data entry to being available in the report. For
example, if you entered data into the portal yesterday, it should be available to view today.

Checking Pricing completion

Once you open the report, it will default to a sort order by Outlet and Operational service items
and available services. This is intended to help you identify any missing pricing required to be
entered.

A compliant Outlet is one where an Outlet is an active outlet with an operational Service item
where a service/s availability = yes and common price — standard hours field contains a price
value.

The following sample report shows compliance, non-compliance and where compliance rule is
not applicable.

Outlet ID Outlet name Outlet status Service ltlem Name Service ltem status Service name Available Waitlist Common Price - Standard Hour Commeon Price - Non-stanc Common Price - Satur« Common Price - Sunc Common Price - Public Holi Last updated Last updated by
1-00001 Outlet name  Active Service tem Operational General House CleaniYes  No  § 5000 $ - s - s - s - 220172028 Usemame
1-00002 Outlet name  Active Service item Operational Laundryservices  Yes Mo | RN s - 8 -8 -8 -

1-00003 Outlet name Active. Service item Operational No na 5 - 5 - 3 - 5 - 5

e Row 1 indicates compliance with the rule.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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o Row 2 with the red highlighted cell (under ‘Common Price — Standard Hour’ column)
indicates the non-compliant price for that service. Note that the report will NOT highlight any
non-compliant cells.

e Row 3 is not required to be assessed against the rule as the Service is not available. Any
service item that is Offline is also not assessed against the rule as well as Inactive Outlets.

Price review/maintenance

Pricing must be reviewed and updated quarterly. This report can assist in providing a review of all
the pricing entered and the last updated date. The last updated date is when any one of the
service price time periods has been updated.

You will be able to identify if a service price has not been updated based on the last updated
date. For example, if prices for the services have not changed in 3 or 6 months. This may indicate
that it needs a review against your common prices for that service.

Maintaining service and waitlist availability

You can maintain information about the availability of service items via the Service and Support
Portal.

To maintain a waitlist, you must ensure that the waitlist availability status on the service item is
set to Yes to turn on the waitlist, or No to turn off the waitlist. Service and waitlist availability
information will be displayed on the service finder via the My Aged Care website. When you
change availability information it will appear by the next day on the My Aged Care service finder
on the My Aged Care website. You will still be required to add service pricing if you waitlist a
service.

1. Navigate to the View Outlet details from the Outlet administration page for the outlet that
you want to edit service and waitlist information and select VIEW SERVICE ITEMS.

View outlet

About QOutlet name

(&) (#)
Address Contact Details -
1 Street Name Name Outlet name
SUBURB STATE Postcode Phone: 00 0000 0000
Fax
Email outlet@email.com.au
QOrganisation philosophy \Websits

Cultural specialisations () ()

Religious specialisations ( ; ) ( _,_':‘j
Support at Home pricing

Support at Home pricing URL: www.outletname.com.au/pricing

Current Specialisation Verifications

There are no current verified diverse
need specialisations to display.

Changes to Specialisation Verification

More informaticn about applying for verification can be found on the
Department of Health, Disability and Ageing About Specialisalion Verification
webpage.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Select the relevant service/waitlist availability status (Yes / No).by toggling the Yes | No

switch. The location of the Yes | No switches will depend on the type of outlet and service

chosen.

For non-Support at Home services such as CHSP or Residential Care: the toggles are to the
right of each service heading, and at the sub-type level by expanding See sub-types.

NAPS Service ID 1-0000000A . Service item name: Service item Services - At Client Location

) Hide Sub-types

ADD/REMOVE SUBTYPE

Dietitian or Nntrilioni

Delivery hours
* Not specified Sub-type availability  Waitlist availability

No Yes
Additional services

* No fransport information specified

Staff Notes
* Not specified

Meals, Commonwealth Home Support Programme, funded (@)(#) Status Service availability  Waitlist availability
ACT Operational Offline Yes No Yes
NAPS Service ID 1-000000A Service item name: Service item
{'.7"\" See Sub-types
Allied Health and Therapy Services, C Home Support Pr funded (&) (#) Status Service availability  Waitlist availability
ACT Operational <100 No Yes

Podial

Delivery hours
* Monday.

05:00 PM

* Wednesday: 09:00 AM to 05:00 PM

« Thursday:  09:00 AM to 05:00 PM

* Saturday:  09:00 AM to 05:00 PM

08:00 AM to 12:00 PM, 01:00 PM to

Additional services
« No transport information specified

Staff Notes
« Podiatrist is not available on Tuesdays or Fridays

Sub-type availability  Waitlist availability
Yes No Yes

For Support at Home services, expand the service group, then expand the service type, and
finally expand the service. There is a service availability toggle and a waitlist availability
toggle in each service’s card. For the Service type to be available you must have at least one
service with availability as Yes. To mark a service available you must provide the Common

Price - Standard (Hours) at a minimum.

Meals

[:;":] Hide services

Meals
Meal preparation

Meals

Meal delivery

Service availability

ves [N

Service availability Waitlist avail ability

Yes No Yes No
[ ves |

Service type availability

[ ves

Waitlist availability

ves 2NN

Classification type

= Ongeoing- Shori-ferm

Editing a service delivery area

Information about the areas you deliver Commonwealth-funded services in (referred to as
service delivery areas in the portal) are pre-filled, based on your contractual information. All
providers (except Residential care) must review their service delivery area information and edit if
required. It is important that you ensure the service delivery area(s) is accurate. This information
is publicly displayed in the service finders and forms the basis of the referrals sent by contact

centre staff and assessors.

For service items under the CHSP and Flexible Aged Care programs, select the at client
location option. For Residential based services, select the at provider location option.

I For Support at Home services, service delivery area details are defaulted to at client
location. Any edits will apply for all service types and services underneath the Support at

Home provider’s listing.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Follow these steps to edit a service delivery area:
1. Navigate to the service item page from the Outlet Administration tile.

2. On the View Service Items page, select Edit next to the relevant service item, or for the
Support at Home program, the Edit icon next to the Support at Home heading.

Non-Support at Home example

View Service ltems

(L LTV BT i E Sl Flexible Aged Care Programme  Home Care Packages | Residential Care

ADD A SERVICE ITEM

Filter by @
P
Meals, Commonweaith Home Support Programme, funded ‘ Status Service availability Waitlist availability

ACT operational [T No (Gl o |

NAPS Service ID 1-0000000A |, Service item name: Service item

\\.(_‘/\ See Sub-types

Support at Home example

Commonwealth Home Support Programme Flexible Aged Care Programme Home Care Packages Residential Care Support at Home I

I

Filter by

Support at Home (2 Status

otine

NAPS Service ID 0001, Service item name: Service item

Assistive technology

R .
\\‘) See service types

The Service details page will display.

3. Select Edit (Pencil) next to the Service delivery area section.

Non-Support At Home example

Service details

Al fiekds marked with an asterisk (*) are required

Allied health and therapy, Commonwealth Home Support Programme, funded
NAPS ID: 00001

N
QOutlet name - service

Service delivery
Service provider name Organisation name

Facility name Quilet name - service
Facility previously known as

Facility locally known as

Service start date DD Month Year
Service end date

Maximum permissible interest rate (MPIR)

Service delivery are

Alphabetical listing

®EO0OE ) () (1
Suburh Posicode -
SUBURB XXXX I
SUBURB XXX
SUBURB XXXX

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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For Support at Home, there are no suburbs listed.

Support at Home example

Support at home details

All fields marked with an asterisk (*) are required.
Support at Home, Support at Home, funded
NAPS ID: 00001

Service hem Nome: *
Outlet name - service

Service delivery
Service provider name Organisation name

Facility name Outlet name - service
Facility previously known as

Facility locally known as

Service start date

Service end date

Maximum permissible interest rate (MPIR)

Changes to the following information will apply to all support at home program services in this service item

Service delivery are

No service delivery area or location specified

4. The Edit Service Delivery Details page appears.

Select the service delivery type.

Edit service delivery details

All fields marked with an asterisk (*) are required

Select whether the service will be delivered at the provider location or at the client location (list of available areas). If you wish to deliver the service
both at the provider location and at the client location, create separate service items for each mode of delivery.

Delivery type*
O Atprovider location @ At client location

If prompted,

e Select ‘At provider location’ for residential services

o Select ‘At client location’ for non-residential services.

Note: For Support at Home, this choice is hidden. By default, ‘At client location’ is selected.
Once selected, the choice cannot be changed without assistance from the Contact Centre.

If you have selected At provider location, enter the address of the provider then select
Validate This Address. Then select Save Changes.

5. Search for and add suburbs and locales.

You can search by states, region, postcode and/or suburb.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Non-Support at Home - Edit service delivery details page - At client location

Edit service delivery details

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

client location, create separate service items for each mode of delivery.

Delivery type*
() At provider location ® At client location

Check to see if the list of serviced suburbs covers all the areas where this service is delivered.

you click "Add whole state’.
ou can add all the suburbs for a selected state and region when you click "Add whole region'.

Search

By state

Please select the suburbs that will comprise the area where the service will be delivered

To remove suburbs from the list, select the suburbs and click 'Remove selected’. To remove all the suburbs from your delivery area click 'Remove all’.

Select whether the service will be delivered at the provider locafion or at the client location (list of available areas). If you wish to deliver the service both at the provider location and at the

To add suburbs to the list, use the search tool to find the suburbs fo include. You can use full or partial suburb names as input. You can add all the suburbs for a selected state when

By region

By postcode

By suburb

Alphabetical listing

Select Suburb
(] ALBION PARK
O BROUGHTON VILLAGE
PREVIOUS ° 2 3 4
REMOWE ALL

SAVE CHANGES CANCEL

DOEOEPEOEOHOOOOMHWOEAOREOVVWR®E

Siate Posicode

NSW 2527

NSW 2534
NEXT

I

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Non-Support at Home - Edit service delivery details page - At provider location

Ediit service delivery details

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

Select whether the service will be delivered at the provider location or at the client lecation (list of available areas). If you wish to deliver the service both at the provider location and at the client
location, create separate service items for each mode of delivery.

Delivery type*
[® At provider location| O At client location

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

Unit numbser or building name and level {if applicable)

Sireet bype *

Street number eg. 201 or 34-35 * Strest name * Street -

Enter suburb or postcode and select from the list below * SUBURB NOT LISTED

Couniry *

Australia -

WALIDATE THIS ADDRESS

Support at Home - Edit service delivery details page

Edit service delivery details

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

Select whether the service will be delivered at the provider location or at the client location (list of available areas). If you wish to deliver the service both at the provider location and at the client
location, create separate service items for each mode of delivery.

Please select the suburbs that will comprise the area where the service will be delivered

Check to see if the list of serviced suburbs covers all the areas where this service is delivered.

To add suburbs to the list, use the search tool to find the suburbs fo include. You can use full or partial suburb names as input. You can add all the suburbs for a selected state when
you click "Add whole state’.

“fou can add all the suburbs for a selected siate and region when you click "Add whole region’.

To remove suburbs from the list, select the suburbs and click 'Remove selected’. To remove all the suburbs from your delivery area click 'Remove all’.

By postcode

By suburb

Mo delivery areas specified

SAVE CHANGES CAMCEL

If you have selected At client location, you can choose the state or suburb(s) the service is
delivered in. By default, the entire region, in which you are funded to provide service, is
selected.

You can choose to search for a specific suburb to add, add all the suburbs in the selected
state, or add all the suburbs in the selected region.

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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To remove suburbs from the list, select the suburbs you wish to remove using the checkbox
and select REMOVE SELECTED, or use REMOVE ALL to start configuring your list of
suburbs from the beginning.

Finally, select Save Changes to save the selected suburbs.

Select Cancel to go back to editing the service.

Alphabetical listing
DAHEBOOE®HOHOOEOLMMNO©E@Q@®ES MWW ™M@
Select Suburb State Posicode
0O ASHLEY NSW 2400
0O BULLARAH NSW 2400
0O BURREN JUNCTION NSW 2386
O CROOBLE NSW 2400
O DRILDOOL NSW 2386
O MALLOWA NSW 2400
O MOREE NSW 2400
O NOWLEY NSW 2386
O TERRY HIE HIE NSW 2400
0O TULLOONA NSW 2400
REMOVE ALL
Ceoee I

Adding a room type to a residential facility
1. Choose your outlet from the Outlet Administration tile, then select View Service Items.

2. Atthe View Service Items page, navigate to a Residential Care service then select See
room types.

View Service ltems

Commonwealth Home Support Programme Flexible Aged Care Programme Home Care Packages Residential Care

Filter by )

Operational . ervice availabiity . aitlist availability v

Status is Operational

Resi ial P Resi ial Care, funded (@)(#)

Status Service availability Waitlist availability
NAPS Service ID0001. Service item name Service name ider Location Offline No Yes

1 Street Name, SUBURB STATE Postcode

<) See room types

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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3. Then select ADD ROOM TYPE.

Residential Permanent, Residential Care, funded lél w;w
NAPS Service ID 0001, Service item name: Service name

1 Street Name, SUBURB STATE Postcode

‘_\_,“,;‘ Hide room types

ADD ROOM TYPE

4. The Room type page will be displayed. Enter the required information in the General room
information and Pricing information sections.

Fields marked with a red asterisk (*) are mandatory.

Room type

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

COPY PREVIOUS ROOM TYPE INFORMATION

General room information

Room name *

(up to 100 characters)

Room type *

Number of reoms of this type: *

Pricing information

Please enter the Maximum refundable deposit amount: *
E.g. §630000

£

Maximum daily payments: §
Example comhbination payment

Example RAD at 50% $
Example DAP at 50% §

Explanation of payment options

Residents choose how to pay for their accommodation: by refundable deposit (lump sum), daily amount, or a combination of both. A daily amount accrues daily and is paid periodically,
for example monthly. A combination payment includes both a partial refundable deposit and a daily amount. Residents have 28 days after permanent admission to decide their payment
method.

ADD ADDITIONAL TEXT

SAVE SAVE AND SUBMIT REQUESTED CHANGES FOR APPROVAL CAMCEL

Accommodation prices above the maximum allowed Refundable Accommodation Deposit
amount (or equivalent daily payment) must be approved by the Independent Health and
Aged Care Pricing Authority (IHACPA).

If IHACPA have not approved this price, or you have not submitted an application for
approval of this price, you cannot publish this price. You cannot charge this price until it is
approved by IHACPA.

Please note that when an approval is granted IHACPA, the approved amount is not
automatically updated on the My Aged Care website. Providers must update their own
pricing information using the Aged Care Service and Support Portal.

5. Enter the required information under Key feature statement. Select SAVE AND SUBMIT
REQUESTED CHANGES FOR APPROVAL after all required information has been entered.
This room information will display on the service finder once approved by the department
(allow 3 business days).

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

Room description: *

012000

Room size: *

Common areas description: *

012000
Specific accommodation or design features

@ Not applicable

O Applicable

Additional care and services included in room price

@ Not applicable

O Applicable

Additional care and services available at additional cost
@® Not applicable

O Applicable

Extra service fee

O Yes
® No
I SAVE AND SUBMIT REQUESTED CHANGES FOR APPROVAL I CANCEL

| If you save the room type but do not select Submit, you will be notified that there are room
types requiring approval by the department and be prompted to submit the room type to the
department prior to displaying on the public service finder.

i Room details that require approval have been sent to the Department for validation prior to being published. Approval process may take up to 3 working days to complete.

Activating an outlet

After service items are added, outlet(s) need to be made active so that the following occurs:
e The service items display in the service finder
e Contact centre staff and assessors can send electronic referrals to the appropriate outlet
e Assessors can match and refer to active services.

1. Navigate to the View Outlet details from the Outlet administration page for the outlet that
you want to activate and select ACTIVATE OUTLET.

# Home | Oullet adminisiration | View oullet - Outlet name

Qutlet name

@ (inactive) Outlet id 0-00AAADO1 ACTIVATE QUTLET REMOVE QUTLET

View outlet

About Outlet name

(&) (&)
Address - Contact Details -
1 Street Name Name: Outlet name
SUBURB STATE Postcode Phone: 00 0000 0000
Fax
Email outlet@email.com.au
Organisation philosophy Website:

Cultural specialisations (7)) @)

©) For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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2. Select ACTIVATE OUTLET at the bottom of the pop up, to confirm that you wish for this
information to be displayed in the service finder. A warning message will display.

Activate outlet

n You are about to activate Outlet Name.
This will publish this outlet and its services to the Service Finder.

ACTIVATE OUTLET CANCEL

Your outlet is now active and operational service item information will display in the service finder,
and will display as Active in the Service and Support Portal.

Qutlet name

() (Active) Outiet Id 0-00AAA001

Outlet name

View outlet

Qutlet 1D: 1-000000AA

Contact: Name Surname About Qutlet name
Phone: 00 0000 0000

Email: name@email.com.au Address

Website: not available Eoaeame

SUBURB STATE Postcode

(F'] Verified Specialisations(s):

Organisation philosophy
Cultural specialisations \:;\ \,;‘\

~ Aciive ~

Religious specialisations (2) G {)\

Deactivating an outlet

To remove an outlet from the service finders and stop referrals being sent to the outlet, it must be
deactivated. An outlet cannot be made inactive if there are accepted and commenced services.

Navigate to the View Outlet details from the Outlet administration page for the outlet that you
want to deactivate and select DEACTIVATE OUTLET.

Outlet name

Cl (Active) Outiet Id 0-O0AAAQ01 DEACTIVATE OUTLET

View outlet

About Outlet name

7 (#)
Address 2 Contact Details =
1 Street Name Name: Outlet name
SUBURB STATE Postcode Phone 00 0000 0000

Fax:

Email outlet@email.com.au

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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Select DEACTIVATE OUTLET again at the bottom of the pop up, to confirm that you wish to
deactivate the outlet.

Deactivate outlet

You are about to deactivate Outlet Name.
Please ensure you arrange for any linked staff members to be reassigned.
Any service items provided by the outlet will not appear in search results.

| DEACTIVATE OUTLET |CANCEL

The outlet is now inactive, does not display on the relevant service finder or receive referrals, and
displays as Inactive in the Service and Support portal.

V Outlet name has been deactivated.

Qutlet name

Removing an outlet from the Service and Support Portal

To remove an outlet from the Service and Support Portal, it must be in the status of ‘Inactive’.

1. Navigate to the View Outlet details from the Outlet administration page for the inactive
outlet you wish to remove and select REMOVE OUTLET.

Qutlet name

@ (inactive) Oullet Id 0-00AAACDT ACTIVATE GUTLET

View outlet

About Outlet name

(D) \f/'l
Address @ Contact Details =
1 Street Name Name: Qutlet name
SUBURB STATE Postcode Phone 00 0000 0000
Fax:
Email: outlet@email.com.au

2. Select REMOVE OUTLET at the bottom of the pop up to confirm you wish to remove the
outlet.

Remove outlet

n You are about to remove Outlet Name.
This will remove this outlet from your list.

REMOVE OUTLET CANCEL

For further information, go to My Aged Care | www.myagedcare.gov.au | 1800 836 799
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The outlet will no longer display in the Service and Support Portal.

V Outlet name has been removed.

| If you want to create an outlet with the same name as the one you removed earlier, you will
need to call the My Aged Care service provider and assessor helpline on 1800 836 799.

For more information or support

Further information is available from the Service and Support Portal Resources page.

The My Aged Care service provider and assessor helpline is available on 1800 836 799.

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