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1 Background and overview of thssessor Portal

1.1 Purpose of th&uide

This wser guide (Administrabr User Guide) outlines howResidential Assessment Funding
Administratorsinteract withthe My Aged Car@ssessor Portgthe Assessor Portal

TheUser Guide provides an overview of the portal and describes the functions that an individual
with the OrganisatiomrAdministratorrole in theAssessor Portalanperform.

1.2 What this guide does not cover
The User Guide does not cover:

9 Detailed instructions w how toset uporganisations ithe Relationship Authorisation
Manager the Australian government digital user authentication tamin be found on the
RAMwebsite

1 Detailed instructions on functitsthat residential funding assessperform. Ttose
activities are described in the dedicatéddACC appiser guide.

1.3 Privacy requirements

Assessment organisations are required to comply with the legislative requirements under the
Privacy Act 198@Privacy Act), including the Australian Privacy Principles when using the My Aged
CareAssessor Portallhe Privacy Act regulates personal information about individuals, including the
collection, use, storage and disclosure of personal information, acelsado andaorrection of that
information.

1.4 Document Key

A This symbol is used to highlightportant information that should be followed to ensure a
smooth progression through system functionality.



https://info.authorisationmanager.gov.au/

2 Introduction to using thé\ssessor Portal

TheAssessor ¢ttal is usedoy:

1. Administrators to
I Geate and managestaffrecords and

1 Assignstaffto residential fundingassessmensutlets.

2. Residential Funding Assessors to:

1 Activate the ANACC app

1 Viewtheir current work (assigned) arrécent work
3. Residential Funding Team Leaders to:

1 Manageand assigmeferrals for residential funding assessments
1 Viewthe progress of Residential Funding Assessmemis
1 Generatereportsabout Quality Assurance and TrainingsAssments

2.1 Portalset-up and managemerdverview

The following steps are required to set up an organisaitioly Aged Care:
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Steps Activity Responsibility Document
Reference
1. Create the residential funding assessment Department of N/A
organisation irthe National Approved Provider  Health
System (NAPS) aily Aged Care based on the
approved application
2. Nominate anAdministratorincluding completion  Furding 2.2
of Org Admin Access form Assessment
organisation
3. Instruct residential funding assess@usd team Funding 3
leadsto create a myGoviD OO0 2 dzy' i 0 A 1 Assessment
already have one) and provide it to the organisation
Organisation RAM administrator.
4, Link staff myGovli» organisation RAM Funding 3.2
Assessment
organisation
5. Create andink the Administratorto the Department of N/A
Assessment Management Organisation Health
6. Providethe OrganisationStructure to the Funding N/ A ¢ off
Department of Health; i.e. name aflresidential ~ Assessment system
funding assessment outlet(s), key contact(s), organisation process
address
7. Create residential funding assessmeutlets in Department of N/A
My Aged Care Health
8. Createresidential fundingeam leads and Funding 5
assessorgrestricted and unrestrictedj the Assessment
Assessor Portal organisation
9. Assigrstaff to outlet(s) Funding 5.2
Assessment

2.2 Nominating arAdministrator

organisation

! Refer to the ANACC app user guide https://www.health.gov.au/resources/publicationsi
applicatiorruserguide
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To gain access to thassessor Portayour organisation will first need to nominate @mganisation
Administrator TheAdministratoris the initial user to gain access to the portal for your organisation.
The Department is responsible for setting ue thitial administrator for youorganisation.

To nominate the firsAdministratorfor your organisation, you will need to complete asubmit an
AdministratorRegistration Form. This form is emailed to the Key Personnel (listed on your contract)
when your organisation is added to the My Aged Care system.

TheAdministratoris responsible for setting uthe organisation's structur&y creating staff user
accountsand assigimgthem to the residential funding assessment outleike Administratorcan
also create any additional organisatiadministratorsfor your organisation as required.
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3 AccessSecurity Rguirements

MyGovID is the primary login option fany userto securely access and uge My Aged Care
portals

Accessinghe Assessor Portastaff must have an individual myGoy#dd be authorised to act on
behalf of their organisation through the Relationship Authorisation Managerice For further
information refer to3.2How do | set up a new authorisation?

¢ KS 2 NH I Bfincible duth@iw(lDdsiness owner or listed associate on the Australian Business
Register) must have StandardmyGovID to set up RAM. The Principle authority is responsible for
setting up authorised users and RAM authorisation administrators. More information on this is
provided in sectior8.2How do | set up a new authorisation?

Before you can authorise a user to act on behalf of your organisation, they must have an active
myGovID.

A VANguard Federated Authentication Service (VANguard FAS) is an alternative liogin opt
for organisations witta corporate network structure that includes a Sin@gnrOn System (e.g.
Active Directory Federation Service).

Further information on accessing My Aged Care using VANguard FAS is available on the
5 S LJ NI websffdi Q &

3.1 WhataremyGoviD and RAM?

myGovIDs a secure login that allows individuals to prove their identity when interacting with
eligible online govetrment services on behalf of an organisation.

Each user downloads the myGovID app to a compatible device and registers for a myGovID digital
identity. The app is compatible with most smart devices running

9 iOS 10 or later on Apple devices
1 Android 7.0 (Mugat) or later

The app is used only to authenticate with the My Aged @aseessor Portagand users can continue
to use their preferred device to undertake their business activities.

RAM lets organisations manage their authorised contacts in one place and control who can act on
their behalf across eligible government online services. The mipGow RAM services are free and
used by many organisations to interact with other online government services.

CKS t NAYOALX S I dziK2NRGE O02NJF w!a ldziK2NRalFGAz2Y
2NBIF yA&l GA2y Qa | dza(dBN} i RAM ¢ind graaés RofeSsitaiseldcuzygoverNdent
services.

A Eachdigital identity can only be linked to an ABNceand linked to a single My Aged Care
portal account. Some staff members may require access to both the My Aged Care assessor and
service provider portals. Organisations can refeDtal portal accest® My Aged Care for
information abouttheir staff members' optios.

After an organisation is set up in RAM, an unlimited number of digital identities can be linked to
their ABN. Each persavho requires access to participatingline governmenserviceson behalf of
a businessnust have a separate myGovID.



https://info.authorisationmanager.gov.au/principal-authority
https://agedcare.health.gov.au/programs/my-aged-care/vanguard-federated-authentication-service-fact-sheet
https://www.health.gov.au/resources/publications/logging-in-to-the-my-aged-care-portals-using-vanguard-fas
https://abr.gov.au/AUSkey/Where-you-can-use-AUSkey
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The myGovID identity strengths available to users are outlined below:

Identity Strength Requirements
Standard myGovID 1 Install myGovID app on a compatible device
1 A wique email address that only the user has access to
1 ¢KS dzaSNRa FdzAf €S3aAFf yIYS
I 100 point check by verifyirgf least twosupported Australian
identity documents
Basic myGovID 1 Install myGovID app on a compatible device
(must be reauthorised 1 A wique email address that only the user has access to
every 12 months) 1 ¢KS dzaSNQRa FdzZf €S3aAFf yIYS

The primary roles in the Relatiship Authorisation Manager are outlined below:

Role Functions

Principle authority 1
1

RAM authorisation T
administrator

Authorised user T

Sets up the organisation in RAM
Creates and manages authorisations for others, including
customising access to online government services

Creates and manages authorisations for others, including
customising access to online government services

Can work on behalf of an organisation
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3.2 How do | set up a new authorisation?

A To use the Relationship Authorisation Manager (RAM) you will need to emaatible
browser. The following browsers are compatible with RAM:

Internet Explorer version 9.0+
Google Chrome version 39+
Mozilla Firefox version 30+
Safari version 5+

= =4 =4 =4

To set upa new authorisation in RAM, a Principle authority or RAM authorisation administrator must
follow the steps below:

1 Log in toRAM
1 SelectView or manage authorisations, machine credentials and clouftware
notifications
9 Select the business you would like to add an authorisation to
1 ClickAdd new user
9 Select the representative typeStandard or Basic user (this is based on the identity strength
the user can achieve) and th&wontinue
1 Complete the following information:
0 Representative detailsA Yy Of dzZRAYy 3 (G KS dzaSNR& FdzA f yIYS |y
o Authorisafon details¢ selectYesh T &2 dzQR f A1S (GKS dzaSNI G2 o
administrator (enter a start date and end date if applicable) orsdleck ¥ &2 dz R2 y Qi
want the user to be an authorisation administrator
o Agencyaccesst 2 0F 1S a59t ! wtlag9 bley fn G S99 Gl G KS t S@St
Custom or None) for the user
0 Summang review details and accept the Declaration
o Customise access (for Standard users anifyfustom access is selected, you will be
NERANBOGSR (2 (KS !Adeess Manfgarltoyset getmissionst 2y h FF A C
An authorisation request with an authorisation code will be emailed to the new user. The user must
accept or decline the authorisation requesithin seven daysor the code will expireand a new
request will need to be sent. To resend a code (for Pending authorisations):

A

Log in toRAM

SelectView or manage authorisations, machine credentials and cloud software
notifications

Selet the business name associated with the user

Clickviewy SEG G2 GKS dzaSNDa vyl YS

ClickReissue a codeinder Authorisation code details

Confirm the code réssue by selectinGontinuein the confirmation modal.

=a =

= =4 =4 =



https://info.authorisationmanager.gov.au/
https://info.authorisationmanager.gov.au/
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3.3 How do | manage authorisations?

To edit or emove an existing authorisation, a Principle authority or RAM authorisation administrator
can follow the steps below.

1 Log intoRAM

1 SelectManage authorisations

i Select the business name associatathwhe user

f ClickEditorRemoved (i1 2 LISNX I ySyGfe SyR GKS dzaSNRa | dziK?2

The edits you can make toy  ut@idrisatiore will depend on thei Uthorisation{ 0 I {i dza ¢

Authorisation status What can be edited

Pending | dzil K2 NA & SR dza S Wddrass y |
Authorisation start and finish dates
Authorisation administrator status

Agency access level

Authorisation start and finish dates
Authorisation administrator status
Agency access level

Accepted or Active

Inactive

=A =A4-Aa-a 488

No action can be taken

3.4 Users with Multiple Roles or from different Organisations

JAN

9 All staff must have an individual myGovID linked to their organisation via RAM.

 If a staff member requires access to multiple organisations inthe prtald ® RA F F|SNB y (i
they willneeda separatestaff portal accountfor each of the organsiation¥hey however
only need ONE myGovID

3.4.1 myGovID Access Principals
1 Organisation Relationship Authorisation Manager (RAM): Only one myGovID can be created
for each ABN.
1 myGovID Eactuser requires to have only one myGoviD.
o Itis recommended that a personal email address is used for this purpose.
o myGovID can be used outside of Business context.
1 myGovID can be linked to multiple Organisation RAMSs.
o If a person is going to represent mulgprganisations, iis recommended that they
use a mique email address for their myGovID. Thistdes multiple organisations to
authorise the individual to act on their behalf.

3.4.2 My Aged Care Access Principals:
9 Each user should have an authorisegGovID linked to theirOrganisation RAMo access
MyAgedCareortals.MyAgedCare portals are:
Assessor portal;
Service Provider Portal;
Hospital Portal; and
Client portal.
Staff accounts, for each portare created by using a unique Email addres

T
)l
)l
)l
T



https://info.authorisationmanager.gov.au/
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If a user requires access to both Assessor and Service Provider portals, they will need to
have two email addresses.

The email that is used to create MyAgedCare staff account, does not, need to match the
email that was used for creation of their myGovID.

9 If a user works for multiple organisations, they will need to have multiple accounts within
MyAgedCarédo act on behalf of each of these organisations. They also need to be
authorised by all those organisations.

3.5 Where can | go for more informatiam myGouD?

1 For information about these services, visit timgGovIDand RAMwebsites.
9 For technical support relating to these services, firigit FAQs at

o0 myGovlD Need helpdr

0 Relationship Authorisation ManageHelp

T LT @2dzONB dzyl 6t S (2 ¥FAY RovIDKIRAM websizd N&Icdnz2 21 Ay 3
email the Australian Taxation Office (ATO) technical helpdetgchabical.help@ato.gov.au



https://www.mygovid.gov.au/
https://info.authorisationmanager.gov.au/
https://www.mygovid.gov.au/need-help
https://info.authorisationmanager.gov.au/help
mailto:technical.help@ato.gov.auailto?subject=AUSkey%20technical%20help%20request
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4 Organisatiorstructurein the Assessor Portal

Userswith the OrganisatiorPAdministrator rolein the Assessor Portal, are responsible for ensuring
that the information about their organisation's assessment servacesccurate.

4.1 Overview

As theAdministrator, you are responsiblr creatingthe outlet structurefor your organisatiorand
informing the Department of Healtlso that this can be created My AgedCarein line with the
funding regions you have been contracted to deliver servicdsigiure 1 is one example of an
organisatiorstructure in My Aged Care

Organisation

ABC Ltd
Level
|

[ - ! <

Northern

Outlet Level Queenslan Territory
I . v
Func!lng Townsville Mount Isa Daly Waters

Region

FIGURHE: SAMPLE ORGANISATION STRUCTURE A
[ SGQa F&dadzyS GKS 020S aidNHzOGdzNB o6St2y3a G2 | NF
ABC Ltd. that operates within two states and haffices in Mount Isa, Daly Waters and Townsville.

In Figurel, the orgaimsation is structured around states and offices within each towFkidare2,
the organisation is structured arourtde geographic location of offices and towns.

Organisation ABC Lig
Level

f_l—

Outlet Level Westside Eastside
-
[ ) 1

Funding Daly |

Region Waters Mount Isa| | Townsville

FIGURR: SAMPLE ORGANISATION STRUCTURE B
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As part of the initial setup, Departmental staff will create the organisadiueh outletstructure
(based on your Registration forrfgr you. As theAdministrator, you will then be responsible for
assigimgadministrative and assessmestiaffto your outlets.

A TheDepartment of Health will create and manage outlets on behalf of the Residential Furjding
Assessment Organisatiorhe following sections are for your information.

It is recommended that for any changes to your organisagioncture, you contact the Department

4.2 Creating outlets
StepICNRY (GKS K2YSLI ISz aStSO0 WhNEBIFIYAalLGAZ2Y | RYAY

Assessor Portal Logout

Welcome Ruby

Step 2 Add a new outlet.

In this viewany existingutlets, their status, contact details and roles within each outiék be
listed.

Outlets (8)

2D NEW OUTLET

.
xz g |

Current sart arder is A-Z

AGZ Outlet ANACC ASh

Jofn Smith RGEG ey Posllewaile
0251211200 02 6262 6262 023785 4981

Wi abg com James Suns@lest cbhbp
hitpw bayside vie gov au

Administeator
Residantal Funing Assesser (Restrictad)

- KL
¢2 ONBFGS || yS¢ 2dzift SGz Ot A0l 2y G!RR | yS¢g 2dzif
_6 Bayside City Council

Contact details
74 7 ROYAL Avenue
SANDRINGHAM, VIC 3191

Qutlets (8)

ADD MEW OUTLET |
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In the first part of the screen, you will need to fill in the outlet details. These include:

i Outlet name

1 Contact Details of the person in charge of that outlet

9 COutlet address

1800 836 799 M

A “ortal

#Home | Manage oulels and st | Baysige Gty Councl

© Add outlet

Outlet details

Contact details

Please note that fields marked wittred aserisk* are mandatory information.

When adding the address, note that it is an interactive field and keeps updating based on the

provided information.

All fields marked with an asterisk (%) are required

Unit numiber or building name and level (if applicable)

Add address

Enter Suburb and posteode and select from the st below *
PHILLIP, ACT, 2606

Sirius Building

" Streetnumbereg 201 or 3438+ Strest name *
1 furzer
Strasttype ®
st

| SUBURE IS NOT LISTED, CLICK HERE |

Country*
Australia P
| VALIDATE THIS ADDRESS
Special instructions (up to 100 characters) ‘ | &
SAVE ADDRESS CAMNCEL ‘

Once the address is entered, you need to validate &8 Of AO1 Ay 3 2y G+ f AR
available addresses based on your entry will be shown.

[atN

w
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Add address

Street number e.g. 201 or 34-35* Street name * o
1 furzer

Street type *

st

Enter Suburb and postcode and select from the list below *
PHILLIP, ACT, 2606

| SUBURE IS NOT LISTED, CLICK HERE

Country *
Australia

VALIDATE THIS ADDRESS

Did you mean

© TRADESMAN UNION CLUB 6 FURZER Street PHILLIP ACT 2606 |
O 12 FURZER Sireet PHILLIP ACT 2606

O DAS GARAGE 16 FURZER Street PHILLIP ACT 2606

O 23 FURZER Street PHILLIP ACT 2606 -
O 25 FURZER Street PHILLIP ACT 2606

© 26 FURZER Street PHILLIP ACT 2606

O ALEXANDER BUILDING 35 FURZER Street PHILLIP ACT 2606
O ALBERMARLE BUILDING 45 FURZER Street PHILLIP ACT 2606
O POST OFFICE 49 FURZER Street PHILLIP ACT 2606

© 54 FURZER Street PHILLIP ACT 2606

I O Not found, use entered address anyway: Sirius Building 1 furzer $t PHILLIP ACT 2606 I |

Special instructions (up to 100 characters)

W

SAVE ADDRESS CANCEL ‘

You should be able to find your address in the suggested list. If not, use the last available option:

Gb2iG FT2dzyRX¢é FyR Of AO1 2y aG{I @S ! RRNBaa¢ o

4.3 Addirg Service Items (Funding Regions)

Step 1:Entring the Service Details.

¢2 FTRR GKS a{ SNIAOS L {SYéreatngalzoulléd&Rioniakbvepas Ay GKS
editing an outlet TheService Details section is locatatthe bottom of the outlet screen.

Service details

. . |

Filter service items by

nars o Fumding region stale M Funding rogion FILTER

createcuner [SHESSE
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¢tKS ASNBAOS GelL)S akKz2dzZ R 0S aSid G2Y awSaARSyGAl ¢

Service details

Service type I m
. o

In-Hospital Assessment
Aged Care Assessment
Homo Sunooch Secocoment
I_ Residential Funding Assessment -I
Fi

MNAPS ID Funding regior|

The next step is to assign the funding region.
hyOS G(KS dwSaARSYUAlIf CdzyRAYy Aistaiadl haavalsbglié A a
funding regions within your contract will be displayed.

|I Filter service items by
Weps © Fundng regon sizie ¥ Funang mgen

QX
w
~n

se NAPSID  Start date

o REA Four Rosidential Funding Assassment Bayside City Councl AcT AcT ‘Aget Cars Planning Rogion 55684 24 Fobiruary 2020
RFA Thiee Residential Funding Assessment Bayside Cily Councl AcT AcT ‘Ageit Care Flanning Region 0753 24 May 2020

L] RFA One Residential Funding Assessment Bayside City Counch Contral West nsw Aget Cars Pianring Region 45678 26 Fetruary 2020 S000%
B RFATHO Resicential Funding Assessment Baysice City Councl Cenal Cosst NS ‘Aged Care Planning Region Tas45 26 February 2020 10.00%
a RFA Assessment Residantial Funding Assessment Bayside Cily Councl Central West New ‘Age Gare Planning Region 12345 20 February 2020
= RFA Assessment Resicential Funding Assessment Baysice City Counct AT AcT ‘AQeq Care PN Region 12365 28 Febnuary 2020
o UAT BAysida Residantial Funding Assessment Bayside Gity Councl Act et ‘e Care Planning Rogion 7890 18 February 2020
o RFAONE Residential Funding Assessmen Bayside City Counch et et ‘Aged Caré Fanning Region i 8 Febnuary 2021
o RFATwo Residential Funding Assessment Bayside Cily Councl AcT AcT ‘Agei Care Flanning Region 2888 9 Febnuary 2021
o RFA Thiee Resicential Funding Assessment Bayside City Councl et et ‘Aged Care Flanning Region £ 8 Febnary 2021
o RFA Four Residential Funding Assessment Bayside Cily Councl AcT AcT ‘Age Care Flanning Region 5656 9 Febnuary 2021

mlm;

A You may like to use the available filters to reduce the number of available funding regiong and
make the process of allocation easier.

You need to seledt least onefunding region. You also can select as many funding region as you
want to allocate to your outlet. In this example three funding regions have been selected. Once all

A 4 A x

the fundingregioda | NS aSt SOGSRXZ Ot AO01 2y &/ NBFGS hdzift Sié
Notes:
1 Inthe case of any issues preventing the creatiomobutlet a system erromwill be returned

x The selected Assessment Service for Central West has already been esiablished as operational under outlet AGZ Ouilet ANACC.

g O

1 Each outlet needs at least one funding region.
1 Each funding region can only be associated toautéet. However, each outlet can have
many funding regios
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At this stage your outlet will be Inactive.

_ O rae _
RFA Outiet 2 ANACC RLZ Outlet ANAGC RLZ2 Outiet ANACC
R Ty
o Lass bilam
2 a7 8547 026362 5457
g com g com
v Aaminigsior  Resicenlial Funding Assessor Aumiristitoe Resitental uiing ssessnr
- Rasidantsl Funaing Assassor [Restktsg) Resigerll Funang Assessar Mesirites)

0 o + s
e _ A

— - —

eiom

e o

mmmmmm Rassntal Furdng fsss:
e S

0 e

4.4 Activating outlets

You will need to havetdeast oneservice item (residential funding assessmeintjedto an outlet
before you can activatthe outlet. Once activated, Residential Funding Assessment referrals can be
issued to the outlet.

The steps to activate an outlet are outlined below.
StepICNRY (GKS K2YSLI ISz aStSO0 WhNBIFIYAalLGAZ2Y | RYAY

1800836 799  Mon

Assessor Portal

Welcome Ruby

»

Organisation administration

Step 2 You will see that your outlet is inactive. To activate an outlet, select the name of the outlet
2y GKS Whdzif SGi OFNRQ® /fA0] 2y (GKS yIrYS 2F (KS 2
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®
I g

RFA Outlet 2 ANAGC RLZ Outlet ANACC RLZ2 Outlet ANACG

1¥TIOLIZ 1583010 TYEELST

John Cos: Aps Lats DiLads

04123456789 02 6457 9647 02 6362 5467

emzi@emat com aps@lads com Slads com
v Administrator  Residential Funding Assessor Administrator Residential Funding Assessor
+ RESIdential FUNAING ASsasser (Restctsd) RESIGENY3I FUNAING ASS&S50F (ResTIcted )

TestUATR test training 1
sonvazxes 1vvassst 1¥VAGGI
soce o Wiz
o2 €262 6262 o404 010 263
Jrr— Resdental Funcing Assessor
Residential Funding Assessor (Restricted)
o Acive @ macve

Step 3 Activate outlet.

1800 836 799  Mon-Fri sam - Bpm Sat 10am - 2pm

Assessor Portal

e Ruby
Organisalion Reports and Tasks and , o
adminisiaion ‘documen nafificaon C 5
#4 Home | Manage outets and staff | Bayside City Council

fraining 1

@ (nactive) Outlot ¢ 1-YVAGE 1

© View outlet
About training 1
@ @
Address = Contact Details
Name John Witkar

25 FURZER Streel
PHILLIF ACT 2606
moer 0404 010 203

Service Details

RFA Thee Residental Funding Asssssment traning 1 act act ‘Aged Care Planning Region 9999 091022021 Operational

Staff members @

O |

Sdect Activate Outletnd thenconfirm the outlet activation.

n You are about to activate training 1
Aclivating this outlet will ensure that the outlet and assessment services will be available for referral.

ACTIVATE OUTLET

CANCEL

If the outlet is created successfully, you will be taken back to the Outlets saitethe below
success prompt displayed

V You have successfully added an outlet. To add staff, at least one Assessment Service must be set to operational and the outlet activated.

Step 4: Your outlet is now active. This can be seenon¥heA S¢ 2dzit SGQ LI 3ST |
FRYAYAAUNI GA2YQ LI ISP | 2dzNI AY T2 NKavDepait 3
who will be issuing residential funding referral to your o
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5 Setingup Assessor Portalccess for a new user

5.1 Administrator homepage
People assigned an Administrator role can view and manage information for the entire organisation.
As anAdministrator, you will seghe following tiles on your home page

9 Organisation administration;
1 Reportsand documents;

9 Tasks and notifications; and
1 My Aged Care interactions

1800 836 799  Mon Fn 8am - Bpm Sat 10am - 2pm

Assessor Portal

Welcome Ruby

You may be provided with an extra role to review the progress of Residential Funding Assessments.
In this case, you will have a feadditionaltiles available to you.

1800 836 799  Mon-Fii 8am - 8pm Sal 10am - 2pm

Assessor Portal

Welcome Ruby
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5.2 Create newtsff accountsassign roleand outlets

The steps to create a new staff account are outlined below
Step 1:Navigatetahed h NB I YA &l GA2%b. I RYAYA&AGONI GA2YQ

1800836799 w

Assessor Portal

Welcome Ruby

Organisation adminisiration

Step2CNRY G(KS W{dlITFQ (lrox astS0O0 U!RR yS6 aidl FTFUC

1800 836 799  Mon-Fri Bam - Spm Sat 10am - 2pm > =

Assessor Portal

Orga nd 2 senice ACCapp  Reports and 25k an: My Aged C
# Home | Manage staf

Bayside C_ity Council

Organisation Id 1-A5-22

© Bayside City Council

outiets [ER

Contact details
747 ROYAL Avenve
SANDRINGHAM. VIC 3191

Staff (8)
Filter by ®
oy - o . satnne

Step3: Enter staff details (First name, last name, unique email address and a contact number) and
select whether they are accredited.

Assessor Portal

# Home | Manage staif | Add staf member

°Add staff member
Staff details
All fields marked with an asterisk ("} must be completed befors submission
e - ToumLoader
John fohn martin@lads com

wiregstio
Accreditation ()
Accredilad

O Yes
® Mo

Step4: assign role(s) to staff.
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X
Manage roles

All fields marked with an asterisk (*) are required.
Please select the role(s) *
O Administrator O Team Leader
Residential Funding Assessor (7)) Residential Funding Assessor Team Lead ()
Residential Funding Assessor (Restricted) '/'},« R

CANCEL

Step 5:Assign to staff outlet(s) and SaReles.Note that you caronly assign staff to Active Outlets.

X
Manage role - Residential Funding Assessor

All fields marked with an asterisk (*) are required 17

Please select outlets for Residential Funding Assessor role *
[ select all outlets

O AGZ Outlet ANACC g RLZ Outlet ANACC|
BACK SAVE ROLES CANCEL

Note:

f Either(i K Residential Funding Assesgor Résldeéntial Funding Assessor (Restricted)
role can be selected for each sta#. they cannot be assigned both rales

1 AdResidential Funding Assessor Ré&idantialFunding Assessor (Restrictédan also be
I Reésidential Funding Team Lead

T LT GKS | aaA3dySRzyNBAyS A& aCaAR2MNES 2INA lafwS & A R
OWSAUdNROGSRUVEST (GKS !dAGNI €AY 1 SFEEGK t NI
Disdpline of the Assessareedsto be recorded.

y i A

S
Ol AU,

¥
i
fs
:
)
)

Note:

i Staff caralsotake the role ofan Administratomvhich will allow them to update outlet
information and manage staff against outlets for which they are the administratoiffodo

soselectd ! RYAYAAGNI 62N Ay (GKS alylF3aS NRftSa FyR (




Feb 2022

Manage roles

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

Please select the role(s) *
D Administrator D Team Leader
Residential Funding Assessor (?) Residential Funding Assessor Team Lead (?)

Residential Funding Assessor (Restricted) @

SAVE CANCEL

1 Indicate whether the person is going to take the respoittigjtfor one or moreselected
outlets.

Manage role - Administrator

All fields marked with an asterisk (*) are required.
Please select outlets for Administrator role *

[J select all outlets

[J AGZ Qutlet ANACC RLZ Qutlet ANACC
RLZ2 Outlet ANACC [ TestUATR
[ training 1

‘ BACK ‘ ‘ CANCEL ‘

M Save the role.
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5.3 Editastaff account

The steps to edit a staff account are outlined beldis can also be completed by Organisation and
Outlet administrators.

StepICNRY GKS d{aGFFFQ GlFro 2F (KS WhstdfAneyibedsl GA2Y | R
nameon the 'Staff card' that you want to edit.

Step2CNRY (KS WxiAS¢ &iGFFFT YSYOGSND LI 3ISs 58t S0G 4ok

Step 3:Staff roles came updated atanytim@ ¢ 2 R2 &2 aSftSOd dalyl3asS w2t























































