Australian Government

Accessing AIR using PRODA for Organisations

= USER GUIDE

Version date: July 2020




Contents

L€ [0 F1=T- T oYU PTTPRTPN 3
T 4o Te [T 4T o T PSPPI 5
WAL IS TN ATR? ..ttt 5
J AT o R RS T | S | (= PSSR 5
WAL IS PRODAT ...ttt 5
WAL IS HP O S .t 5
WAL IS HPOS IMESSAGES? ...ttt 5
New Organisation or EXisting Organisation ... 6
Register NEW OrganiSAtiON .............ouuiuiiiii e e e e e e e e e e ettt a e e e e e e e e saatt e e e e eaaesastttaaaaaeaaees 6
Joining an existing organisation iN PRODA ... e e e e e 6
PRODA Pre-Registration CheCKIIST ...........coooiiiiiieeeeeeee 7
Part 1: How to register an organisatioN..............cciiiiiiiii i e e e e e e e e e 8
Step 1 Register the OrganiSAtiIoN ...........oviiiiiiiiiiiiiiiie ettt 8
Step 2 Answer the proof of OWNership QUESHIONS............uuuiiiii i e e aaaees 9
Step 3 Verify the organisation €mMall..............ooouiiiiiiiiiiiiiiiiii 10
Step 4 Add a subsidiary OrganiSaAtioN .............cueiiiiiiiiiiiiiiii i 13
Part 2: How to add and link AIR t0 your organisation ................oiiiiiiiiiiii i e ea e 16
Step 5 Add HPOS t0 YOUr OFgaNISALION ........cuuuiiiiiii e e e e e e e e e e e e e e re e e e e e e e 16
Step 6 LiNK AIR tO YOUI OFQanISALION ........ceviiiiiiiiiiiiiiiieeeee ettt 18
0= o] Lo T (o TN [T S (o 1 = A | S 21
Part 3: How to access the AIR on behalf of your organisation.......................coooii i, 22
Step 7 How to add members to your OrganiSation ..............uciiiieeiiiiiiiiiee e 22
Step 8 How to give members access t0 the AIR........ooiiiiiiiiiiiiie e 25
Step 9 Log on as a member of a PRODA OrganiSatioN.............cuvviiiiiiiiiiiiiiiiiiiiieiiieeeeeeeeeeeeeeeeee e 28
USING HPOS IVIESSAZES ......oeuiiniiii it eii e et et et et e et e et e et e et e et e et e et e et e et e et e et e esneeanaeaneeanaennaennaennaennaeneennanes 29
[NV LY=o 8 5 =1 '« X PP 31
Appendix One — Attribute ManagemeNnt ... ... et e e e 32
Page 2 of 32 Accessing AIR using PRODA for Organisations

Services Australia



Glossary

Associate refers to the person who holds this title on the organisations Australian Business Number record on the Australian
Business Register (see Associates by entity type)

Attribute is the name given to the individual of roles that can be delegated to people in PRODA Organisations. The
attribute given will determine the functions that that role can undertake. See Appendix One for further information

Authentication File refers to the previous method of access used by individuals and organisations to access the AIR
Australian Business Number (ABN) is the number issued to organisations by the Australian Business Register (ABR)
Australian Business Register (ABR) is the register where ABNs are recorded

Australian Immunisation Register (AIR) is a national register that records all vaccines given to people of all ages in Australia

Authorised Contact refers to the person who holds this title on the organisations Australian Business Number record on the
Australian Business Register

Business to Business (B2B) Device a B2B device lets your organisation get authorised access to a service provider with a software
developer product. See Managing B2B Devices for more information

Health Professionals Online Services (HPOS) is an online portal for healthcare providers to interact electronically with Services
Australia

HPOS Messages is the secure channel for sending and receiving notifications from Services Australia

Linking code is a one-time access code issued when your AIR provider number is approved. This is sent to the AIR
authorised contact person for your organisation. If the organisation provider number was issued before 17 January
2020, use your AIR site authentication filename as the AIR linking code when prompted

Login details are the username and password created when registering for your PRODA account

Member is a person who has been added to the organisation in PRODA and can be delegated attributes to act on behalf of the
organisation. This includes undertaking tasks on the AIR site

Other vaccination provider (see Provider Number AIR)

Parent Organisation refers to an organisation with an active ABN

Provider Digital Access (PRODA) is an online identity verification and authentication system used to access multiple online
government services, such as HPOS, My Health Record and the Practice Incentives Program. It uses a username and password
unique to each individual

PRODA individual account is a PRODA account set up by an individual for themselves

PRODA organisation account is a PRODA account set up by an authorised representative of an organisation

Provider number (Medicare) is a unique identifier issued to health professionals who participate in Medicare programs, including
the AIR, and are issued to health professionals (medical, nurse practitioners and midwives) at each location they practice.

Provider number (AIR) is a unique identifier issued to organisations to access the AIR. These are known as ‘other’ vaccination
providers and include Medical Practices, Councils, State Health Departments, Public Health Units, Primary Health Networks, Flying
Doctor Services, Public/Private Hospitals, Community Nursing Services, Community Health Centre’s, Aboriginal Medical Services
and Commercial vaccination providers.
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Registration Authority (RA) number is a unique identifier issued to individuals and organisations when they register for a PRODA
account. This number moves with an individual across organisations

Service provider refers to the various programs (services) in HPOS that you are able to link your PRODA account to. Eg. HPOS,
Aged Care Online Portal, My Health etc.

Services Australia (SA) is an executive agency of the Australian Government responsible for delivering a range of welfare, health
and other services to Australian Citizen and permanent residents. SA administers AIR on behalf of the Department of Health

Subsidiary Organisation (Sub-Org) is an area or business entity under your organisation that doesn’t have an ABN
Terms and Conditions are the legal agreements you are required to acknowledge and agree to open your PRODA account
Vaccination provider see Provider number (Medicare) and Provider Number (AIR)

Verification code refers to the one off code emailed to you once during your PRODA registration. You are required to enter the
code into PRODA when prompted to verify your email address
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Introduction

This User Guide provides a step by step guide to the registration process for ‘other’ vaccination providers, such as
medical practices, councils, pharmacies or commercial organisations that want to access the Australian
Immunisation Register (AIR) secure website. Vaccination providers must first register for Provider Digital Access

(PRODA) as an organisation to access the AIR through the Health Professional Online Services (HPOS) portal.

This document provides a step by step guide on the following PRODA functions:
e how to register an organisation
e how to add a subsidiary organisation/s
e how to add and link the organisation to AIR
o how to access the AIR on behalf of an organisation

e how to join an existing organisation

What is the AIR?

The Australian Immunisation Register is a national register that records all vaccines given to people of all ages in

Australia.

What is the AIR site?
Recognised vaccination providers and administrators can use the AIR site through HPOS to record immunisation
details for individuals, view and print immunisation history statements, request reports (eg. due/overdue

vaccinations report) and update their contact details.

What is PRODA?
PRODA is an online identity verification and authentication system. It lets you securely access online government
services. PRODA is digital and portable across web enabled devices. You can use it from anywhere as long as you

have access to the internet.

What is HPOS?

HPOS is a fast and secure way for health professionals and administrators to do business with Services Australia.

What is HPOS Messages?
HPOS Messages is a way to send and receive secure notifications. It's not an email account. HPOS Messages Mail

Centre replaces the AIR site secure mail function previously accessed using the authentication file logon method.

Read more on the Using the HPOS Message webpage.
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New Organisation or Existing Organisation

Register new Organisation
Before you can register a new organisation in PRODA, you must make sure that:
e you are registered for an individual PRODA account and have an Registration Authority (RA) number
e the organisation has an active Australian Business Number (ABN)
e you are listed as an ‘Associate’ or ‘Authorised Contact’ for the organisation on the Australian Business
Register (ABR) and have access to the ABR details

e your individual PRODA account name exactly matches your name as recorded on the ABR

Joining an existing organisation in PRODA
Your organisation may already be registered for PRODA. If so, this would have been undertaken by an Associate or
Authorised Contact on the ABR. You can join an existing organisation in PRODA in one of two ways:
e contact the authorised person in your organisation who registered it for PRODA. They will need to link the
organisation to the AIR, and/or delegate you access to do so. Go to Part 2; or
e join the organisation in PRODA (if you are an Associate or Authorised Contact for the organization on the

ABR record) and link to the AIR

ustralian Government PRODA Mary Citize

ervices Australin Provider DNgital Access

Profile | Services]| Organisations

My organisations

You're a member of the organisations listed below.
Select the arganisation name to

= view the organisation's details

= manage the organisation’s devices

= add or remove the organisation's members

= add subsidiary organisations (for parent organisations only)

Name = ABN = Organisation Status = Role/Status =
66272 316991 Active Director / Active
n Y, 1 record found
Join an Organisation >
Register New Organisation >

® You can use the ABR Lookup Tool if you need to search for your organisation’s ABN. You should contact

l them if you need to update your name or organisation information on your record.
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PRODA Pre-Registration Checklist

Before you commence the PRODA organisation registration process you will need:

[] your individual PRODA account name and RA number

[] your organisation’s AIR provider number/s

[] your organisation’s AIR linking code/s (a one-time access code issued when your AIR organisation’s provider
number was approved. This is sent to the AIR authorised contact person for your organisation. If your provider
number was issued before 17 January 2020, use your AIR site authentication filename as the AIR linking code
when prompted)

[] organisation details that are registered with AIR

[] full name and ABN of the organisation and access to the non-publicly available information about your
organisation held by the ABN (to enable you to answer proof of ownership questions)

[] the organisation’s email address (not your individual email address)
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Part 1: How to register an organisation

Step 1 Register the organisation

To register an organisation in PRODA, log in to your individual PRODA account.
e Select Organisations

e then select Register New Organisation

Australian Government PRODA Mary Citize

Profile | Services i Logou

Services Australia Provider Digital Access

My organisations

You're a member of the organisations listed below.

Select the organisation name to

» manage the organisation’s devices
* add or remove the organisation's members

» add subsidiary organisations (for parent organisations only)

~

Name & ABN < Organisation Status < Role/Status

66 272 316 991 Active Director / Active

n vV 1 record found

Join an Organisation >

Register New Organisation >

To register the organisation you'll need to enter the following details:
e name of the organisation
o ABN of the organisation

e organisation contact email address (this is where correspondence about the registration process will go. You

cannot use your personal email address).

Your individual PRODA account name must match the Associate or Authorised Contact name for the
organisation on the ABR. If they don’t match, you won’t be able to go to the next step and you should

contact the ABR or the PRODA Helpdesk for assistance.
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Step 2 Answer the proof of ownership questions

You'll need to answer 3 randomly selected questions to verify your relationship with the organisation. These
guestions are drawn from non-publicly available information about the organisation held by the ABR. The answers
to all 3 questions must match the information on the ABR. You won’t be able to go to the next step if they don’t.
You should contact the ABR if you need:

e help with your answers, or

e to update the information currently recorded on the ABR.

Organisation has been successfully registered

Verify organisation relationship

t your organisation to verify your relationship. The answers will need to match the

Question will appear here

<<insert your response here>>

Question will appear here

<<insert your response here>>

Question will appear here

<<Insert your response here>>
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Step 3 Verify the organisation email

Once your organisation relationship answers are verified, we’ll send an activation code to your organisation email
address. To finalise the organisation registration, enter the code in the Email code field. Once completed, we’ll
confirm you’ve successfully registered the organisation in PRODA by email. It will include the new organisation RA

number which is unique to the organisation.

< Back

You have successfully joined Organisation 456 as a Director.

Verify organisation emaill
We have sent a code to the organisation email address Orgl23@orgmail.com.au at

22/07/2020 03:37:44 pm .

Enter verification code

If you would like the code to be sent to a different email address, you will need to update the organisation contact email
address.

Organisation Contact Email Address

Confirm Organisation Contact Email Address

Save and Send Code
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Registration successful
Your organisation is now registered and is known as the parent organisation in PRODA. There can only be one

parent organisation for each ABN.

Organisation Contact email has been successfully verified.
< Back

Organisation Details

Organisation Name Organisation 123

PRODA RA (Organisation) 2318588816

Status Active

ABN 25082 134 245

Contact Email Address Org123@0rgmail.c0m.au Update Email

Contact Phone Number Mot supplied. Update Phone
Members W
Subsidiary Organisations v
Service Provider w
B2B Devices W
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Your organisation will be listed on the My organisations screen in PRODA and your name will show as the role (called

an attribute) of ‘Director’ of the organisation.

‘Attribute’ is the term given to the various roles that can be delegated to people in PRODA Organisations.
The attribute given will determine the functions that that role can undertake. See Appendix One for more

information about PRODA attributes.

Australian Government PRODA Mary Citize

© Services Australia Provider Digital Access
Profile | Services [ Logou

My organisations

You're a member of the organisations listed below.

Select the organisation name to

« view the organisation’s details
« manage the organisation’s devices
add or remove the organisation's members

add subsidiary organisations (for parent organisations only)

Name < ABN < Organisation Status < Role/Status <

Director / Active

Active Director / Active
2 records found

>
b

Join an Organisation

Register New Organisation

You now need to link your registered organisation to the AIR
If your organisation has only one AIR provider number to link then go to Part 2, or

[ )
e If your organisation has more than one AIR provider number to link then, firstly you’ll need to register each

one as a subsidiary organisation. Go to Step 4
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Step 4 Add a subsidiary organisation

Subsidiary organisation/s (sub-org/s) can be created under the parent organisation in PRODA. This is required for

AIR as there can only be one AIR provider number linked to one PRODA organisation or sub-org account.

For example, if you’re a national organisation with one ABN and multiple locations, you can create a sub-org for each
location. This might be because the AIR provider number issued to you is representative of one of these locations
that sits under the parent organisation’s ABN.

Sub-orgs enable independent access to the AIR for each location.

There’s no limit to the number of sub-orgs you can create under a parent organisation, however, there is

I: only one level of sub-org available ie. a sub-org cannot create its own sub-org

Parent Organisation

Optional Access

Sub-Org 3
Perfect Hospital

Sub-Orgs ::::c::ngospital @8

Paediatrics Dept

Emergency Dept

Outpatients Dept

Sub-Org 2 @8
Perfect Hospital

HPOS/AIR
Z12345X

HPOS/AIR
A98765Y

HPOS/AIR
A24680Z
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To add a sub-org, you must be the Director of the PRODA organisation account or a member with a Sub-Org

Management attribute. To add a sub-org:

e select your organisation from the My Organisations page

e the Manage my organisation screen will display

e expand the Subsidiary Organisations field and select Register New Subsidiary Organisation

e enter a name in the Organisation Name field and select Register Subsidiary Organisation

Manage my organisation

Organisation Details

Organisation Name Organisation 123

PRODA RA (Organisation) 324432929

Status Active

ABN 66 272 316 991

Contact Email Address Org123@orgmail.com.au Update Email

Contact Phone Number Not supplied. Update Phone
Members nt

Name % s ProdaRA & . Organisation Status < Role

{ l

- 10'\ no record found

Register New Subsidiary Organisation

Register Subsidiary Organisation

Please enter the name of the Subsidiary Organisation that you wish to register.

Organisation Name

Sub-Org 123

Register Subsidiary Organisation

Service Provider v
B2B Devices v
Back
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The name should be descriptive/unique enough for you to recognise this as your subsidiary organisation. We
suggest your also standardise the formatting of the sub-org names eg.

Perfect Hospital Paediatrics Department
Perfect Hospital Emergency Department

Perfect Hospital Outpatients Department

Once a sub-org has been registered, you’ll be sent a registration confirmation to the parent organisation’s email.
It will include the sub-org’s unique RA number. Repeat the above process if you have additional sub-orgs.
The sub-org/s will be listed on the Manage my organisation screen of the parent organisation in PRODA under

Subsidiary Organisations and your name will display as the role of ‘Director’ of the sub-org.

Organisation Details

Organisation Name Organisation 123

PRODA RA (Organisation) 3244329291

Status Active

ABN 66 272 316 991

Contact Email Address Orgl23@orgmail.com.au : Update Email

Contact Phone Number Not supplied. Update Phone
Members v
Subsidiary Organisations A

Name % ProdaRA % Organisation Status % Role &

Sub-Org 768 4330995961 Active Director / Active

Sub-Org 456 9397240979 Active Director / Active

Sub-Org 123 8917134860 Active Director / Active

n 10 v 3 records found

Register New Subsidiary Organisation
Service Provider v
B2B Devices v

Back

To add and link AIR to your sub-org/s, Go to Part 2
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Part 2: How to add and link AIR to your organisation

After you have registered your PRODA organisation, you must add Health Professional Online Services (HPOS) as a
‘service provider’ to your organisation and/or to any sub-organisations (‘service provider’ is the term given to the

services available to link to in PRODA, eg. HPQOS, Centrelink, NDIS etc.).

Step 5 Add HPOS to your organisation

When the Director or a member with Service-Link Management attribute is logged into their PRODA Individual
account, to add HPOS service provider:

e select Organisations from the menu at the top right of the Services screen.
e select which organisation you want to add the AIR access to

e select Service Provider to expand the menu

e select Add Service Provider from the drop down menu

e select the radio button for Health Professional Online Services and select Add this Service Provider

rnment PRODA Mary Citizer

Provider Digital Access

Manage my organisation

Organisation Detalils

Organisation Name Organisation 123

PRODA RA (Organisation) 3244329291

Status Active

ABN 66 272 316 991

Contact Email Address H Update Ema

IAEn Orgl23@orgmail.com.au Al Bma:

Contact Phone Number Mot supplied. Update Phone
Members W
Subsidiary Organisations v

|

Service Provider

Name ¥ Status ¥

- o 1 record found
Add Service Provider

To add a Service Provider to your Organisation, select the provider from the list below and click the add service

provider below,

Child Care Subsidy system

Transforming the Collection of Student Information

Add Service Provider
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e accept the Organisation Linking Terms and Conditions

Organisation Linking - Create Relationships

Linking Terms and Conditions

Appicabon
Effectve on and from 18/04/2020

Set out below are the terms and conditions of my agreement with Services Australia in respect of my interactions n relation
o

2. Online claiming for Medicare through thard party software (including Medicare Onkne, ECLIPSE, the Australian
Immumsation Regester (AIR) and Department of Velerans' Affairs (DVA) claiming)

Online claiming for the Phamaceutical Benefits Scheme (PBS) through third party software

Immunisation Notificabions to the AIR, theough the AIR sdte (secure portal)

Health Professional Online Services (HPOS)

Any other systems owned of hosted by Services Australa, a5 notified in writing 1o you

(coBectvely referred 1o as "Agency Onine Systems”)

nane

Interpretation

A refetence 10 a party denoted by 1", "me”, “my”, “you® includes that party, any persons under that first party’s drection or
control, another party acting on that first party’s behall o another party who the first party acts on behall of Any persons
under the deection of control of that first party o acting on behall of that first party shall be deemed 10 be suthonsed by that

first party
A reference to "Senaces Australia® inciudes Services Austraka, and the Department of Veterans' Affairs or the Department
of Health as relevant i relation to their corresponding respective Agency Online Systems

Declaration

| declare that:

« | am the person authorised to act on behalf of my arganisation and'or any organisation | represent to accept all terms
and conditions on behall of my organisation or the one | represent
« The mformation | have provided is complete and comrect

| agree with:
« The terms and conditions of thes agreement
| understand that:

+ Gwing false or mesleading informatbion is a senous offénce
* By acceptng these terms, | agree to all of the above

» Ine
echin
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Step 6 Link AIR to your organisation

After you have accepted the Organisation Linking Terms and Conditions, you must link your organisation and/or any
sub-orgs to the AIR site:

e select AIR Provider Number from the Identifier type drop down menu
e enter the organisation’s or sub-org’s AIR provider number as the Identifier and select Next
An AIR provider number can only be linked to one PRODA organisation account. If your organisation has more

than one AIR provider number, you will need to create a sub-organisation for each provider number you want
to link. For more information, go to back to Step 4

o~

Organisation Linking - Create Relationships

Identifying your organisation

“Please provide an identifier that has been issued for the organisation

Identifier type Identifier

AIR Provider Number ¥ 1544388

To access the Australia Immunisation Register in HPOS - Enter
your organisation’s AIR provider number that was issued to you by
Services Australia when your application to register as an AIR
vaccination provider was approved. The AIR provider number is
unique and can only be linked to one parent organisation or
subsidiary organisation in PRODA.

e then follow the Linking to the AIR instructions

Your organisation’s AIR linking code is a one-time access code issued when your AIR provider number was
approved. This was sent to the AIR authorised contact person for your organisation. If your provider number
was issued before 17 January 2020, use your AIR site authentication filename as the AIR linking code

o~
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Organisation Linking - Create Relationships

Verification of relationship

Please provide the following information to verify your relationship:

Question 2 of 2

Please enter your unigue AIR linking code which was sent to you for PRODA arganisation linking
purposas,

Answer

e upon completing all of the organisation relationship questions successfully, select Next

Organisation Linking - Create Relationships

Verification of relationship

We have established your organisation’s relationship with the following:
Health Professional Online Services (HPOS) for AIR Provider Number T544388 v

e read the Next Steps instructions and select Finish
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Organisation Linking - Next Steps

You can now access HPOS services based on the identifiers you have used to link.

Select Go to service on the Health Professional Online Services tile in PRODA - My services.
Select the organisation you have linked

First time access:

+ The HPOS terms and conditions will display, you must read them and select | agree
+ Provide an email address and select submit

The HPOS home page opens,
Ta retumn o your PRODA account from HPOS select Manage legon account from the main menu,

Go to My services page in PRODA by clicking Here

[ ‘ You are now ready to access the AIR...
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Unable to link to the AIR

If you’re unable to link your AIR provider number, you can ask for help.

To do this:

e go to the Service Provider Details screen

e select Organisation Linking — Create Relationships
e select the checkbox Assistance Required

e record a comment in the pop-up box

e select Next

Your request for assistance will be sent to the AIR and we’ll contact you to resolve your issue.

Organisation Linking - Create Relationships

Verification of relationship

We have been unable to verify your relationship for the following:

Health Professional Online Services (HPOS) for AIR Provider Number A12345L [J Assistance required

x

If you don’t hear from us, you can contact the AIR Internet Helpdesk
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Part 3: How to access the AIR on behalf of your organisation

Step 7 How to add members to your organisation

As the Director or a member with the *Employee Management attribute, to add members:

e select the organisation from the My Organisations page

e expand the Members field and select Add Member

*The Employee Management Attribute is given to a member by the Director- read more here

Accessing AIR using PRODA for Organisations
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Australian Government PRODA

Services Australia Provider Digital Access

Profile | Services | Organisations |

< Back

Manage my organisation

Organisation Details

Organisation Name QOrganisation 123

PRODA RA (Organisation) 3244329291

Status Active

ABN 66 272 316 991

Contact Email Address Org123@orgmail.com.au Update Email
Contact Phone Number Not supplied. Update Phone

Remove Organisation

Members ~

[ hame = NN Role status

Director Active

n 5 1 record found
Add Member

Subsidiary Organisations v
Service Provider

B2B Devices

e enter the individual’s PRODA RA number and surname
e select the Consent confirmation checkbox and then select Search

e if there is a match, the individual’s details will appear. Select Add this member, confirm their details and

select Add this member
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< Back

Add a member to Organisation 123

Member Search

To add a person to your organisation, enter their details in the fields below and click search.

PRODA RA (Individual):

8714234285

Surname:

Jones

£41 confirm that | have obtained the consent of this individual to search or add them to my Organisation’s PRODA account.

User Details

PRODA RA 8714234285
(Individual)

Name Barry Jones

End date 2410772021 n
Add this member

l Back
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Step 8 How to give members access to the AIR

Once you have added members to your organisation to access the AIR, they must be delegated access.

To delegate access to members:
e select the organisation from the My Organisations page

e expand the Members field and select the Member (eg. Barry Jones)

Australian Government PRODA Mary Citizen

Services Australia Provider Digital Access

Protile | 5

¢ Back

Manage my organisation

Organisation Details

Organisation Name Organisation 123

PRODA RA (Organisation) 3244329291

Status Active

ABN 66 272 316 99

Contact Email Address Org123@orgmail.com.au Update Email

Contact Phone Number Mot supplied. Update Phone

Members -~

| MName * | PRODARA = _ Role = Status =
B714234285 Personmnel Active

Mary Citizer 3831038524 Director Active

- » 2 records found

Add Member
Subsidiary Organisations s
service Provider W
B2B Devices w
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e Expand the Attribute Delegations field and select Delegate to this Member

Manage Barry Jones for
Organisation 123

Member details

PRODA RA (Individual) 8714234285

Role Personnel

Member Status Active

Start Date (DD/MM/YYYY) 23/07/2020

End Date (DD/MM/YYYY) 24/07/2021

Remove this member

Delegations
Attribute Delegations A
Name + Service Provider & Can Be Delegated &

10 W no record found
Delegate To This Member
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e select CHPROF: HPOS-Access from the list and select Delegate

New Delegation To This Member

To grant additional delegations to this member select the appropriate delegation from the list below and click

Delegate.
Member

@ Barry Jones

Delegation
® CHPROF : HPOS-Access
PRODA : Device-Management
0 PRODA : Employee-Management
J PRODA : Owner-Access
PRODA : Service-Link-Management
D PRODA : Sub-Org-Management

Delegable
®Yes ONo

To Date

Delegate

Nominee Delegations From Other Members

Nominee Delegations To Other Members

Back
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Step 9 Log on as a member of a PRODA organisation

To log on to the AIR on behalf of an organisation that you’re a member of and have been delegated HPOS access:

° Go to servicesaustralia.gov.au/PRODA

. log on to your PRODA individual account

. under My Linked Services the Health Professional Online Services (HPOS) tile will display
. select Go to Service on the tile to access HPOS

. select the name of the organisation or sub-organisation to act on behalf of

Health Professional Online Services (HPOS)

Organisation

Please choase an organisation to act on behalf of:

¥ Mo Organisation - Proceed as an individual only

® Organisation 123

Cancel Cantinue

. in HPOS, select My programs
. select the Australian Immunisation Register (AIR) tile
— /‘g Health Professional Mary Citizen ~ []
MENU Online Services Acting for Organisation 123, Public Hospital 1ocpur
Main
Australian Immunisation Register a
®
Clai The AIR is a national register that records all vaccinations given to individuals of all ages, including National
aims Immunisation Program (NIP) schedule vaccines, flu, shingles and travel vaccines. The AIR is administered under
the Australian Immunisation Register Act 2075 and AIR data is protected under the Privacy Act 7988.
|de'_1t.ify Please ensure you are aware of the Terms and Conditions of accessing this site.
Individual
Click on a Main Menu link to:
payment e T e et s e AR
Statements L - . . C
+ View immunisation history information
¢+ Record immunisation encounters
Provider o View and/or print an immunisation history statement
Menu - Record a catch up schedule
 Edit an immunisation encounter where incorrect details were previously submitted (if you submitted
the original record to the AIR)
Reports - Payment Statements - View your payment and financial statements
« Provider Menu - Review location, email and address details
« Reports - Generate and view immunisation reports. This includes a variety of statistical and detailed reports
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Using HPOS Messages

HPOS Messages is a way to send and receive secure notifications to the AIR. It's not an email account. When you log

into HPOS using your PRODA individual account you will be acting on behalf of your organisation. Remember this

when using HPOS Messages and enter the organisation’s AIR provider number in the text of the message you send to

the AIR.
HPOS Messages Mail Centre replaces the AIR site secure mail function previously accessed using the
1 authentication file logon method. Read more on the Using the HPOS Message webpage.
° in HPOS, select Messages
‘th Professional Mary Citizen Acting for Organisation 123 [}
Hello o
a2
®
My programs +
Messages
e select My mailbox
\z Health professiona] Mary Citizen Acting for Organisation 123 E‘
= Online Services
Statements and Subscriptions
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o select AIR from the Program mailbox drop down menu

\z Health PfOfeSSiona' Mary Citizen Acting for Organisation 123 E‘

Online Services

ﬁ » Messages > Mail Centre - My mailbox

Mail Centre - My mailbox

+enB B

Compose new mail| |Form upload

" My Mail
i To update your Mail Centre emall notifications select the Settings icon

Search by:

ALL |

et L —

Range * DCM brevious month (O Date range (below)

Vi OVA
il eBusiness Helpdesk

Health Care Homes )
Healthcare Identifiers et}
Medicare

MPIS [
Displa ,4 Al J Pathology Registration Move selected to:| | Move

PBS
Program mailbox PBS Stationery Update Ref No ¢

pPip Date/Time ©
PNIP

No records found. indemnity Insurance Fund
Track and Scale

Form Upload

Fraud

TeleHeaith

WIP - Practice Stream

WIP - Doctor Stream

P8BS Manufacturer Payments
Form upload

Static content was last modified on 6 De|
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1 Need Help?

PRODA

e servicesaustralia.gov.au/proda

proda@servicesaustralia.gov.au

Q Free call 1800 700 199 - Option 1

You will need your individual RA number and are required to pass a security check

Health Professionals Online Services

t servicesaustralia.gov.au/hpos

cl Free call 132 150 - Option 6

AIR Internet Helpdesk
‘ servicesaustralia.gov.au/hpair

air@servicesaustralia.gov.au

Q Free call 1300 650 039

These services are available 8:00am to 5:00pm local time
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Appendix One — Attribute Management

After you register your organisation in PRODA, you are known as the ‘Director’ and can delegate ‘attributes’ to

members of your organisation. An attribute provides a member permission to perform management functions on

behalf of your organisation for a period of 12 months. Make sure you choose the right attribute for your member so

they can do everything they need to:

Attribute

Owner Access

Employee
Management

Service-Link
Management

Sub-Org Management

HPOS-Access

Device Management

Permissions

This assigns you all attributes and functions of a Director in PRODA.

This lets you:
add or remove members
manage membership end dates.

This lets you:
add and link the organisation in PRODA to a Service Provider
remove a Service Provider from the organisation in PRODA.

This lets you add, remove or update Subsidiary Organisations (sub orgs).

This lets you access Health Professional Online Services (HPOS) on behalf of
your organisation

This lets you:
add, remove or update business to business (B2B) devices
manage B2B device activation end dates.

Read more on Understanding management attributes and Managing members and delegations in an organisation on

the PRODA webpage.
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