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Requirements for PRODA & MyMedicare

sevice ____|Whols responsible What's needed

Individual PRODA Account

Organisation PRODA Account

Organisation PRODA Account - Adding
Members/Managing Delegations

Linking an Organisation in PRODA to HPOS

Organisation Registration for MyMedicare

Linking a Subsidiary Organisation in PRODA to

an Organisation Site

All Staff — Owner/Director, Practice Manager,

Health Practitioners — nurses, GPs, nurse
practitioners, allied health

Owner/Director/Practice principal
Practice Manager can be allocated access

Owner/Director/Practice principal
Practice Manager can be allocated access

Associate — Owner/Director
Authorised Contact — Practice Manager/2IC

Associate — Owner/Director
Authorised Contact — Practice Manager

HPOS-Org-Admin — Associate/Authorised
Contact
HPOS-Org-Site-Admin — Authorised Contact

Personal contact details + phone number
and email

Three ID Documents — Driver’s Licence,
Medicare card, Birth Certificate or
Australian Passport

ABN

Organisation contact details

Non-Public organisation details listed on
ABR — to answer 3 randomised questions

Members RA Number
Members Surname

ABN
Associate/Authorised Contact RA Number
listed against ABR

ABN

Associate/Authorised Contact RA Numbers
Organisation details

Health Practitioner Provider Number
Banking Details

Organisation Site ID

Associate/Authorised Contact RA Numbers
Organisation details

Health Practitioner Provider Number
Banking Details

PRODA Logon
PRODA Regqistration
PRODA Resources — Services Australia

PRODA Logon
PRODA Resources — Services Australia

PRODA Logon
PRODA Resources — Services Australia

PRODA Logon
PRODA Resources — Services Australia

PRODA Logon
Organisation Reqister Resources — Services
Australia

PRODA Logon
Sub Organisation Resources — Services
Australia



https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf?TAM_OP=login&USER
https://proda.humanservices.gov.au/pia/pages/public/registration/account/createAccount.jsf
https://www.servicesaustralia.gov.au/how-to-register-for-individual-proda-account?context=33786
https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf?TAM_OP=login&USER
https://www.servicesaustralia.gov.au/how-to-register-organisation-proda?context=33786
https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf?TAM_OP=login&USER
https://www.servicesaustralia.gov.au/how-to-manage-your-organisation-proda?context=33786
https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf?TAM_OP=login&USER
https://www.servicesaustralia.gov.au/adding-and-linking-to-health-service-providers?context=33786
https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf?TAM_OP=login&USER
https://hpe.servicesaustralia.gov.au/orgreg_orgreg.html
https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf?TAM_OP=login&USER
https://hpe.servicesaustralia.gov.au/orgreg_orgreg.html

What is PRODA?

PRODA stands for ‘Provider Digital
Access’

An Australian government online
authentication system.

It enables secure access to various
government services and portals such as
Health Professional Online Services
(HPOS) or Provider Connect Australia
(PCA) for individuals and businesses.

PRODA issues unique credentials to users,

allowing them to interact with
government systems efficiently and
safely.

Requirements for registration:
 Driver’s Licence
« Medicare Card
 Australian Passport, or
 Australian Birth Certificate
And,
« Personal email
« Personal phone number

Refer to slides for list of identification
applicable for registration.

PRODA Registration:
https://proda.humanservices.gov.au/pia/p

ages/public/registration/account/createAc
count.jsf
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https://proda.humanservices.gov.au/pia/pages/public/registration/account/createAccount.jsf
https://proda.humanservices.gov.au/pia/pages/public/registration/account/createAccount.jsf
https://proda.humanservices.gov.au/pia/pages/public/registration/account/createAccount.jsf

PRODA Individual Account Registration

How to register step-by-step

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



Step 1

Go to https://proda.humanservices.gov.au/

and click on Register now

Login

If you have already created your PRODA account, login below.

Username

Forgot your username?

Password

Forgot your password?

Do not have a PRODA account?|Register now

or

Login using your Digital Identity

Find out if this option is for you

Click on Register now on the next
screen

Register now

There are three steps to create a new account.

1 Create account 2 Verify documents 3 Match existing services

Title

Given name

Family name n
Provide your details, create Verify 3 different identity Complete matching process
a username and password, documents. for your existing services.
and verify your email
address.

By beginning the process you confirm that you acknowledge the Terms and Conditions and
that your document information will be checked with the issuer or official record holder.

Select 'Register now' to begin the process.
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https://proda.humanservices.gov.au/
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Ste p 2 1 Create 2 Verify 3 Match

account documents existing
Enter your details: . o
 Title (Optional -
(Optional) Your details
* First Name
o . Title (optional)
 Additional names (such as middle names) Mr i
° Surname First name
_ James ool
« Gender (Male, Female, Non-Binary) N
° Date Of Blrth (Required if on any of your identity documents)
Tiberius
Surname
Kirk
Gender
Male -
Date of birth
For example, 20 03 1976
22 /03 / 1993
%'[%I?EGSSQQETON ‘ e"‘% t:icnali\:;tflggal:;tare www.ddwmphn.com.au
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Step 3

Create you login details

Create a Username - g %
i i 1 Create 2 Verify 3 r‘l-’la:cch
 Recommended to use a variation of your name: esting
. <Back
e JKirk
. JamesKirk Create your login details
° JTKII"k Username
IKirk =
e JamesTKirk
Password
= asssasnaee m Show At least 10 characters
Create a strong password that contains o =
---------- m Show . Ak least 1 lowercase letter
« A minimum of 10 characters T —
« At least 1 uppercase letter, lowercase letter,
and 1 number or special character me
« Example password requirements:
w3Akpsswrd!
%'[%I?EGSSQQETON ‘ e"‘% t:icnali\:;tflggal:;tare www.ddwmphn.com.au
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=
= z B 0-9°
A i: .
P

St e 4 1 Create 2 Verify 3 Match
account documents existing
services

<Back

Select 3 Security questions

Enter in the answers only you would Your security questions

know

The following security questions and answers will help to recover your account if required.

Security question 1

What was my favourite place to visit as a child? v

Keep these secure and private!

Answer 1

Iowa

Security question 2

What is my most memorable moment in my adult life? v

Answer 2

Kobayashi Maru

Security question 3

What was my favourite subject at school? -
Answer 3
Physics
Next
h n \" Local Integrated
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Step 5 = 0

Enter your personal email address that ! Create 2 Verlfy s ath

you have access to. services
< Back

A verification code will be sent to .
your email address. Your email address

You need to provide an email address for your account. We will need to verify that you own

Enter the verification code into the this email.
next screen

Email address

James.Kirk@example.com.au

Confirm email address

James.Kirk@example.com.a\ =
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Verifying your identity
Step 6

You have successfully completed Step 1 of the PRODA account creation process.

You can now use the Logout button on the top of the screen to save your progress and restart

Click Next button the process at a later time.

1 Create account 2 Verify documents 3 Match existing services

Family name

Provide your details, create Verify 3 different identity Complete matching process
a username and password, documents for your existing user

and supply your email services

address.

You will now begin to verify your identity documentation online using the documents from the
link in Step 2 above.

If you cannot verify your documents online, you will need to submit a paper form with
documents from this extended list.

phn
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O—0 &

1 Create 2 Verify 3 Match
Step 7 account documents :::i'::‘lei
Verifying your identity Verify your first document

Select one document at a time

. Dri\éer’s Licence > Australian Passport > Medicare
car

You can use 2 of the following documents:
* Medicare card

 Australian driver's licence

« ImmiCard

 Australian passport.

You can use 1 of the following documents:
 Australian passport

« Australian birth certificate

« ImmiCard

 (Citizenship certificate

 Australian Visa, supported by a Foreign passport
« Certificate of registration by descent.

Bhn | T —
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Step 7a C jf

1 Create 2 Verify 3 Match
account documents existing

Driver’s Licence Example services

< Back

 Select the Australian state your
driver’s licence was issued in.

; e
Name will be auto-populated into the QueenSIand driver's licence

correct fields

First name

Enter in missing details
* Licence Number
e Card Number

Driver Licence

James

Additional names

L) S
“1gu3

| Tiberius

c S

Surname

| Kirk

Licence number

101101101 QLD Licence - Front

Back image
Card number

FCC68114B9 =
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Step 7b

Medicare Card Example

Name will be auto-populated into the

correct fields

Enter in missing details
Medicare card number
Individual reference number

Card colour
« EXpiry date

et

e

1 Create
account

< Baclk

Medicare card

|:| The name on my Medicare card is

displayed across multiple lines

First name

B James

Additional names

Tiberius

Surname

Kirk

Medicare card number

Individual reference number

6

2 3501803151

Card colour

Green

Expiry date(Green - MM/YYYY, Blue/Yellow -

DD/MM/YYYY)

For example 16 03 2020 or 03 2020

01

/2024

-

2 Werify
documents

o0

3 Match
existing
SEMVICES

Select a sample

Medicare card number

Indiwiduz!

Medicare

=
reference number Iaﬁnl Eﬂal 5 l I e

E HELLHUT

I First name and Addibional names I

Expiry date

VALID 1O IﬂlE!ﬂlil

Medicare card green

Show all available samples

phn
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=,

£ 4 o
Step 7c¢ c °
) 1 Create 2 Verify 3 Match
Australian Passport Example Accoie SRRt s
. . Back
Name will be auto-populated into the
correct fields Australi ¢
. . . ustralldan passpor
Enter in missing details P P
« Document number S G
m James PRSSHORT AUSTRALIA :
= T Piizssser]
Additional names poe.
ErenFamels]]
Tiberius AUSTIALIAI- -
Surname m ”i aguang S
Kirk - ::: 3 ok E
AUSTRALSS
Document number >
PCAUSCITIZENCCIONNCCCLCLCCLLLLCLLCLLCLC<Lcce
M1234567 M0992136<2AUS7906123M1508189<061001780<<<<02

p \" Local Integrated
DARLING DOWNS “' Primary Health Care
AND WEST MORETON

An Australian Government Initiative

www.ddwmphn.com.au

15



Step 8

Verification Code Preference

Choose a method to have a
verification code sent to you when you
login into your PRODA account:

 Emai

« Mobile App
« SMS

< Back

Update your verification code
preference

To update your Verification code preference, please choose your preferred option below.

Email Mobile App Mobile phone (SMS)

James.Kirk@example.com.au 0400 000 000

E h n ‘ "‘ Local Integrated
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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.

Profile details

James Kirk

James . Kirk@gmail.com
0400 000 000

JKirk

22/03/2233

Male

1234567890

Cancel PRODA account date




Organisation Account Registration in PRODA

How to register step-by-step

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



What is a PRODA Organisation Account?

A PRODA organisation account is used for
streamlined and secure access to Australian

Services Australia

iﬁ_'& _ Australian Government PRODA
- :s -

Provider Digital Access

government services on behalf of an organisation Profile | Services | Organisations | Logout
or business.
Health Professional Online Services (HPOS)
It allows authorised representatives to manage 4
their organisation’s interactions with government Organisation |
SYStemS. Please choose an organisation to act on behalf of;

No Organisation - Proceed as an individual only

Organisation name

« Must be completed by an owner or director or

associate they must be listed on the Australian
Business Register (ABR).

« The PRODA organisation account ensures that only
designated personnel can act on behalf of the
organisation, maintaining confidentiality and data
security.

p h n ‘ "ﬁ Local Integrated
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Step 1 Login

If you have already created your PRODA account, login below.

LOg|n tO PRODA Username
JKirk ool

Forgot your username?

¢ Enter Password Password

ITIIIIL m Show

‘ Forgot your password?
An authentication code will be sent to

your preference previously chosen:

* Email
 SMS
 PRODA app

 Enter Username

<Back

2-step verification

Enter the verification code from your SMS below.

If you cannot access your SMS at this time we can send a code to a backup channel.

Enter Code
Show

Didn't receive your code?

)

p h n ‘ \" Local Integrated
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Step 2

Once you've created your login to PRODA, you need to add
HPOS to your Linked Services in PRODA:

* On the PRODA home screen you should see a list of
available services. Click on the Health Professional -

Privacy Notice

By linking to any of the cnline services Delow, you agree that your personal and J
ruanisation’s information (iInduding your orgarnsaslions’ personned details) may be shared
with the refevant department Or sgency [0 Setarminge appropriate access 1O thaesr onding

My linked services

Online Services tile to add it to your Linked Services.
Tips:

* When linking HPOS to your PRODA account, you will be
asked for identifying number(s). These can be your
provider number, AHPRA number, or your HPI-I. If you
do not have any of these numbers, but are
a Responsible Officer (RO) or Organisation Maintenance
Officer (OMO) for the practice, you can use your
RO/OMO number or the practice’s HPI-O number to
authorise your status and link yourself to the practice.

 If you claim Medicare benefits and you want to use
HPQOS, you must link a provider number to your PRODA
account to unlock those services in HPOS

Available services

My linked services

You hawve not added any services. Seledt a sendce from the Avallable services sedton below to
begin the malching process.

Available services

CHILD CARE Asaes: ' "'i,' Health Professional

provider access point

ndis

p h n ‘ "‘ Local Integrated
DA

RLING DOWNS ‘.’ Primary Health Care
AND WEST MORETON

An Australian Government Initiative

myplace Provider Porta

www.ddwmphn.com.au

21


https://healthvitalit.com.au/topics/article/digital-health/healthcare-identifiers-service

Step 3

Proceed to click on
Organisations button

= Australian Government
L s AR L L LA TL ML R L W AN O S e P

“ Services Australia

PRODA

Provider Digital Access

James Tiberius Kirk

p h n | " ) Local Integrated
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Step 4

Click on Register New Organisation

My organisations

Not a member of any PRODA organisations yet.

If your organisation has an ABM and you are listed as an authorised person for that organisation on the Australian

Business Register you can either join an existing registered organisation or register a new organisation in PRODA.

Join an Organisation

Register New Organisation

P h n ‘ \" Local Integrated

ARLING DOWNS ".’ Primary Health Care
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Step 5 ¢ nus

Register New Organisation Details Register new organisation

Enter you r Orga N |Sat|0n deta I IS . PRODA authenticates an organisation's business information and your authority to act on its behalf via the Australian

Business Register (ABR).

° Orga n |Sat|0n Na me To avoid difficulties in registering your organisation make sure:

¢ the organisation's ABR details are up to date

¢ ABN e you are listed on the ABR as an authorised person for that organisation and your ABR listed name matches your
PRODA name

« Organisation Email

Organisation Name

 Organisation Phone Number <
Organisation ABN

Organisation Contact Email Address

Confirm Organisation Contact Email Address

Organisation Contact Phone Number (Optional)

P h n ‘ "‘ Local Integrated
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Step 6

Verify Organisation Details

Answer the randomised verification
guestions.

The details must match the details on
the ABR record exactly as listed.

Then select Submit.

!
\l

Orparisaton Pas Doen suciess’yly reg stened

——

| Verify Organisation Relationship

Pt droner the 0NOWrg QUESTONS ROOWR yOur OroamSation 10 verty yOur relatonsh o The antaers

M oea ASNVASS reCOds

© Whut i the Contact Dusiness phone numbey for the organiation That you have entered?

© What & the Contact all hours phone number 1o the organisation that you have entered?

© What & the Suburd of the Service Notice Address for the organination that you have entered’

p h n ‘ \" Local Integrated
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Step 7

Verify Organisation Email
A verification code will be sent to the
organisation email address.

If the email address is not correct,
enter the correct email and confirm.

After this step registration will be
successful!

¢ Sk

Verify Organisation Emaill

VTR St JCOC W0 e QAT 10N £ 20070 TrancescitizenDtestemail.com st 250772019 03:07:107 pm,

Ertar varfication coce

¥ YOU WOUT [Kke 1Ne COOE 20 De 5001 20 3 OTierent ema ! 3JTress. yOU Wil Feed 2O LpCRte the ONDINSALON CONLACT o
Ao

Organsation Contact Emal Address

Confirm Organisation Contact Emal Accress

E h n ‘ "‘ Local Integrated
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Step 8

Registration Success

* A new screen will appear with
Organisation Contact email has

been successfully verified

* You'll receive a confirmation
email that includes the
Registration Authority (RA) number
unique to your business.

« The Organisation RA is different
to your Individual RA number.

» Select Back to return to the My
Organisations page.

Orgarssation Coniact amai has baan succesafully verifed

| ABC123 PTY LTD

Organisation Details

PRODA RA (Organisation) 0887654321

Status ACtve

ABN 12345678123

Contact Email Address rances citizenQtestemailcom
Contact Phone Number

Member Role

PRODA RA (Individual) 1234567890
Role Directo
Start Date

Remnove Crgars<ation

Status

End Date

Altve

< < < <

I DARLING DOWNS ‘
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Adding Members to Organisation Account in
PRODA

How to add step-by-step

Adding members to PRODA organisation account by authorised
representative of an organisation, allows the delegation of access to
authorised members within the organisation.



Step 1

PRODA

Login to PRODA

Enter Authentication Code

Then, Select Organisations

‘L'I_ﬁ;i Aoy rlimn Gapvernosent FEODA

LAY Seniresamealia Provider Digital Acoess

Privacy MNotice

By linking to any al the anling services balaw, you agree that your personal and / oF yaur
prganisation’s information {induding your organisations” personnel details) may be shared
with the relevant department or agency to determine appropriate access to thar online
Syl

My linked services

M Health Professional

Available services

phn
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Step 2
: '.Z_.__ Australisn overmment PRODA

O rg an isati on .-.‘I::.'-'-‘. " LT

Provider Digital Acoess

Profile | Services | Organisations | Logout

Select the Organisation you want to -
add a member to My organisations

Youre a member of the organisations listed below

Select the DrjanEsnon Rame 1o |

» view the organisation's details
« Manage the organisation’s device
Tals g The FOanILE ggl="

« A0d subssthary onganisations (for parent organiSations ondy

Mame = ABMN - Organisation Status Role/Status

Irganesathsmn g

ph n | " ' Local Integrated
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i Australian Covermment PREODA
e p e Lot Beryives dustrnlin Prowvider Iﬁ_t‘,lii‘-ﬂfﬂ-.’.‘l‘.‘l’ji

Profile | Services | Organisations | Logout

Members
; £ Back
Ky
Select Members tab 8 Manage my organisation
-
Organisation Details
Organisation Name Organisation 1
CI |C k Ad d M e m be r A PRODA RA (Organisation) 1234517345
. Status Artive
AEN 12 345 345 &77
Contact Email Address orgl@&orgmail.com Update Email
Contact Phone Mumber Mot supplied. e P
[ Mame * | PRODA RA + Role * Status =
Mefw Ciizen | ooeaaeaTEn D AL L
- ‘B 3 records fawmd
Subsidiary COrganisations o
Lervice Provider "
BZE Devices o
Back
h n "@ Local Integrated
BRLING DOWNS ‘ e‘.' Primary Hoalth Caié www.ddwmphn.com.au
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Step 4

Members Details

Enter the RA_ Number (Individual) of the
person you wish to add

Enter their Surname

Click the box to confirm you have
obtained consent of the person to add to
the Organisation PRODA Account

Check User Details is correct person you
are adding

Select an End Date
« Maximum 12-month period

« Recommend annual review and refresh
of authorised members

_'_é}'%l_ Ansirliam Cigvernmicl PEODA

i et Hovees Aunlrals

| { =I'-\.

LUser Details

PRODA B&
{1 nadd iewiciuead

Hame

Ermdl dlake

HAdd this memiber
s

p h n ‘ "ﬁ Local Integrated
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Step 4a

Members Details

Click Add This Member button

Confirm

A window will appear, R ——

+ FRODA A [IredividudT) S99
+ Name: Moy Cifizen

o Member Bole: Parsonmel

Confirm Member Details are correct

Click Add This Member

p «‘ Local Integrated
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‘ Ausiralkam Governmicia PRODA

S tep 5 i llrr—ry— e O
Member Added

A message will appear: Add a member to Organisation 1

ol

TS bdd § GErion s peaf SPArrENEDf §0E ERgat QiFElt oft R4 fipldy Epdaw Bnd oeck gaarch

Member has been added to the
Organisation PRODA RA (ndividuall

Surmamaes;

Member has been successfully added,
you Can add more members to the =11 confinm that | have olvtaéned tha corcent of this indeddual to search or 3dd them 1o My Cganisation s FRLLAA sDopdant

Organisation PRODA Account. =

Member Added

Prohle | Seraces | Organssations | Logoat

@ MNember hat been acded o the O B NS A0

FRODA RA I e

[imd ivicdual)

p h n ‘ \'P ) Local Integrated
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Managing Member Delegations in
Organisation PRODA Account

How to manage delegations step-by-step.

Delegating attributes to certain members in Organisation PRODA
Account allows the organisation to control member access.



Step 1

PRODA

Login to PRODA

Enter Authentication Code

Then, Select Organisations

‘L'I_ﬁ;i Aoy rlimn Gapvernosent FEODA

LAY Seniresamealia Provider Digital Acoess

Privacy MNotice

By linking to any al the anling services balaw, you agree that your personal and / oF yaur
prganisation’s information {induding your organisations” personnel details) may be shared
with the relevant department or agency to determine appropriate access to thar online
Syl

My linked services

M Health Professional

Available services

phn
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Step 2
: '.Z_.__ Australisn overmment PRODA

O rg an isati on .-.‘I::.'-'-‘. " LT

Provider Digital Acoess

Profile | Services | Organisations | Logout

Select the Organisation you want to -
add a member to My organisations

Youre a member of the organisations listed below

Select the DrjanEsnon Rame 1o |

» view the organisation's details
« Manage the organisation’s device
Tals g The FOanILE ggl="

« A0d subssthary onganisations (for parent organiSations ondy

Mame = ABMN - Organisation Status Role/Status

Irganesathsmn g

ph n | " ' Local Integrated
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FfEAE  australian Government PRODA

"'--__ 5 =eryipes dpsienlin ﬁ:&i&ﬂ"fﬂmﬁﬂﬂm
Step 3 Profile | Services | Organisations | Logout

Members e s
Manage my organisation

Select Members tab —

Organisation Details

' Organisation Mame Organisation 1
. PRODA RA (Organisation) 1234512345
Click on the Member you want to /
Status Active
manage
ABN 12 345 345 &77
Conmtact Email Address orgl@orgmail.com Uodate Ernail
Conmtact Phone Mumber Mot supplied. Update Phone

Rermove Crganisation

Members Y

= Name = PRODARA 2 Role + Status 2

- 7w 3 records S
Add Member

Subsidiary Organisations W
Service Provider W
BZE Devices "t
Back
p h n "@ Local Integrated
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Ste p 4 _._.:I:"' . %"! Avitralizn L arvermment PRODA

Attribute Delegations

Profile | Services | Organisations | Logout

wmy

Select Attribute Delegations g Manage Mary Citizen for
= Organisation 1

Member details

Click Delegate To This Member '_, PRODA RA s

Role Jersonmel

Member Status Byctive
Start Date (DDMMAYYY) 09042020

End Date (DD/MM/YYYY) A— n

Delegations

Atiribute Delegations s

Mame = Service Provider = Can Be Delegated -

n st ra redord faund

Delegate To This Member

Mominee Delegations From Other Members L

Momines Delegations To Other Members Lo

p h n ‘ "@ Local Integrated
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Step 4a

Understanding Management Attributes

Attribute

Permissions =«

Owner Access

Org Owner

ldent

Sub-Org Management

Service-Link
Management

Employee
Management

Device Management

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

This lets you access or perform a particular function with the Service Provider
associated to the attribute.

This lets you access service providers as a nominee acting on behalf of another
member of the organisation in PRODA.

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

This lets you:

e add and link the organisation in PRODA to a Service Provider
e remove a Service Provider from the organisation in PRODA.

This lets you:

¢ add or remove members
e manage membership end dates.

This lets you:

e add, remove or update B2B devices
e« manage B2B device activation end dates.
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Step 4b

Attribute Delegations

Select Delegation you want to
attribute to the member

If you want them to be able to re-
delegate the attribute to other
members, select Delegable

Enter To Date

« Maximum 12-month period

« Recommend annual review and
refresh of authorised members

Click Delegate button

Delegatons
Mama - Lerviza Provicker - Lan Ba Duluwaisd =

- T e i neird ol

mMew Delegation To This Member

T prarl sl inoral Usfiqeuizon s bo S mwnrder sadect B sy ugs b darbagaar o S ind o and Uk
[T T55Y TE

ESariaa

® Orgarysaton 1

Lol K201

LB DL H L e -

LLLS ol S - 1

FELLE ; Derwre-"d e nagamenl
FHULE ; Empborprs- B arsiaw ment
| RO : Chaemsar-Al Licas

F R LR, © o ot - Lo i -5 ol s 00

FHLILE | Sou D=L P el e e
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Step 5
Attribute Delegations

Celegatans ‘

You've delegated an attribute to your
member.

Mew Delegation To This Mermber

You'll see their Name and Attribute e

In AttribUte DelegatiOnS ‘ Ah Doz = 2l CORRDA T RCFADN b T ek s, L h \

L
LS DO - - ey
FHLEE, | Lare L ="l il ks n
PRAEE, | Errgaomone-R ol el 0 0 |
PR BLES, - o S5 L
FRLLEE, | i vE - L e el
RS, el ol D= I el rma

L I

s W N

T D

e P b | n

BRLING DOWNS ‘ "% ~sstsdirdirsy www.ddwmphn.com.au
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Step 6

Managing Attribute Delegations

You can Remove a member’s
Delegation

Or,

Change their End Date in their
Attribute delegation details.

1

ol ___:.”i_._ Avgrrlian Cavernmieil PRODA

II.-I - E E =
i =l S Ausiral Provid

§ Bk

er Drigrital

ADCEEE

Attribute delegation details

Afirabaite CLBOS-Ong-Cravniar
Delegaied To
Start Date o2 0452020

[ o |

SeereiCir Frowvnder

Ceelegathbe

End Date
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Linking an Organisation in PRODA to HPOS

How to link step-by-step.



Step 1 Login

If you have already created your PRODA account, login below.

LOg|n tO PRODA Username
JKirk ool

Forgot your username?

¢ Enter Password Password

ITIIIIL m Show

‘ Forgot your password?
An authentication code will be sent to

your preference previously chosen:

* Email
 SMS
 PRODA app

 Enter Username

<Back

2-step verification

Enter the verification code from your SMS below.

If you cannot access your SMS at this time we can send a code to a backup channel.

Enter Code
Show

Didn't receive your code?

)
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Step 2

Once logged in proceed to click on
Organisations button

Australian Government PRO DA

Dyais ) S 2 o . a oG+
Aepud 2T Services Australia Prouvider Digital Access

James Tiberius Kirk
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Step 2

My Organisations My organisations

Select the organisation you're acting

You're a member of the organisations listed below.

Select the organisation name to:

* yiew 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 +
35 52 197 696 | ]
Active Director [ Acthse
. 10 W 1 recard fousnd
Join an Organisation >
Register New Organisation >
p «‘ Local Integrated
DARLING DOWNS ‘. anary Health Care WWW.ddwmphn.Com.au
AND WEST MORETON
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Step 3 _i'lq :.,.:_.,.J“:L,,.-,,,..,,.,m_“r“ PRODA

cos Australia Provider Diginal Access

R IDES I irganisaliins I L LN

Manage My Organisations

€ Back

Expand the Service Provider menu Manage my organisation

W rernerEhipisl expanng wiithin 30 OayS

D attribute(s] expiring within 30 days
Select Add Service Provider [emmems ]
" Organisation Details A
Organisation Name Marw O gonisation
PRODA RA (Organisation) 502403851
Status Active MOCK Verified
ABN 35 152197 690
Contact Email Address SHMN24T@ se rvicesaustralio goveu Wipdate Erng
Contact Phone Number Mot supplied. Wpdate Fhone
Klembers L
Subsidipry Organizations e
MName T fratus 3
| — T L =
f g
n o Lo d
[ Add Service Provider
p h n "‘ Local Integrated
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Step 4
|O Health Professional Online Services (HPOS) |

Select Health Professional Online O Medicare Online/ECLIPSE/DVA/AIR
Services (HPOS) O NDIS AP

O NDIS Partner Portal

Click Add Service Provider O National Redress Scheme

O DI - Oversight Authority Response System

O OTS Software Vendor Portal

O PBS Online

O Transforming the Collection of Student Information

O Health Professional Management Services

Add Service Provider

phn
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Step 5

The status will be Pending until

linking is completed.

Status will then change to Active

once complete

_i!j!hi . Australian Government FPRODA

coh Ausralia Provider Digital Access

Frofile | Services | Oroanisaiions | Logoul

Back

Manage my organisation

Eberhipial expinng wiifun 30 days

0 pttribute(gl expiring within 30 days

Organisation Details

Organisation Name Marw O gonisation

PRODA RA (Organisation) 50240 3951

Satus Pl MOCK Verified

ABN 35 152 157 090

Contact Email Address SHM24T@ senvicesaustalo.goveu odate Erna

Contact Phone Number Mot supplied. Lpdate Fhone
Members g
Subsidigry Qrgarizations e

Mame 2 Status 3
| s || e |
Active

phn
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Step 6

Terms and Conditions

PRODA connects the user to the
Provider Linking System (PLS)

The Organisation Linking screen will
appear

Read the T&C's

Select the tick box for declaration
and agree and understand the
T&(C’s

Click on Accept

Organisation Linking - Terms and Conditions

Appicaton
Efective on and from 18042020
Set out below are the terms and condibons of my agreement with Services Australia in respect of my nteractons in relation to

3. Onine caming for Medicare through thard party software (ncluding Medicare Oniine, ECLIPSE, the Austrakan Immunessation
Register (AIR) and Deparntment of Veterans' Affars (DVA) claming)

Online claming for the Pharmaceutical Benefits Scheme (PBS) through thard party software

Iimmunisation Notfications 10 the AIR, through the AIR side (secure portal)

Health Professional Onine Services (HPOS)

Any other systems owned or hosted by Services Austraka as notfied in wnting to you

(collectively referred to as "Agency Onine Systems™)

® anvo

Interpretahon

A reference 1o a party denoted Dy “I°, "me™, "my”, “you™ inciudes that party, any persons under that first party’s direction of control
another party acting on that first party’s behall or another party who the first party acts on behalf of Any persons under the
direction or control of that first party of acting on Dehal! of that first party shall be deemed 10 De authonsed by that first parnty

Areference 10 "Services Australia™ ncludes Semvices Austraka and the Department of Veterans' Affaws or the Department of
Health as relevant in relation to thew corresponding respective Agency Onkne Systems

1 Accuracy and completeness

Declaration

| declare that:

o e | am the person authonsed 10 act on behall of my organsation and/of any organsaton | represent 1o accept all terms and
condibons on behalf of my organisation or the one | represent
e The mnformaton | have provided s complete and correct

*» | agree with:
e The terms and condons of this agreement
| understand that:

o Giving false or misicading nformation s a senous offence
e By accepting these terms, | agree 0 all of the above

m Dcclino
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Step 7

Organisation Linking — Create Relationships

Organisation Linking

Once the HPOS Service has been
added, the Create Relationships

screen will appear Organisation Linking - Create Relationships

Identifying your organisation

Select ABN as the identifier

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

The organisation ABN will pre- i e

populate the Identifier box

Your Australian Business Mumber (ABN) will be yused 10 access the Organisation Register in
HPOS - Your ABN was ssuad (o you by the Ausiralian Business Register (ABR) and has

5

pfe-populated from youwr PRODA Organsaton

Click Next
Next

p h n \" Local Integrated
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Step 8

Confirmation

A confirmation message will verify
linking relationship with HPOS

Click Next

The next screen confirms that the
organisation in PRODA can access
HPOS services.

Click Finish

Organisation Linking - Create Relationships

Verification of relationship

We have established your organisation’s relationship with the following:

Health Professional Online Services (HPOS) for ABN 35152197696

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 ime 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
To return to your PRODA account from HPOS select Manage legon account from the main menu

Go to My services page in PRODA by clicking Here

p h n ‘ I Local Integrated
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Step 9

Return to PRODA main menu

Click Go to Service on the HPOS tile

Select the organisation you are acting

on behalf of in HPQOS

Continue as Your Organisation

Privacy Notice

By linking to any of the online services below, you agree that your personal and / or your
organisation’s information (including your organisations’ personnel details) may be shared
with the relevant department or agency to determine appropriate access to their online
system.

My linked services

"g Health Professional

Go to service Link identifiers

L ]
;t-.:“ - Australian Government PRODA Robert Watson
v . ":‘:' . ’ 4 ® -
" S Aus rala P‘-or‘je_— mg”a"'mm
Profile | Services | Orqanisations | Logout

Health Professional Online Services (HPOS)

Organisation

Please choose an organisaton to act on behalf of:

O No Organisation - Proceed as an individual only

O New Organisation

Cancel

phn
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Step 10

Terms and Conditions  Health Professiona

Online Services

Health Professional Online Services (HPOS) Terms and Conditions of Use and Access

When you access HPOS as your -
organisation, you will have the Terms

« comply with all laws and policias

and Conditions of Use and Access

« keep information up to date

a p pea r These HPOS Terms of Use also contain important information about how HPOS works, which you are bound by. Words that have a special meaning are dafined in the glossary at the end. The laws of the Australian Capital Territory
. ok ) )
apply to these HPOS Terms of Use

1. Accessing HPOS
HPOS is a service provided by the Services Australia (the agency) The agency gives you permission (in the form of a non-transferable, non-exclusive, revocabla icence) to use HPOS %o long as you comply with these HPOS
Terms of Use. Your use of HPOS in no way transfers or assigne ownership in any ntellectual property nights (including copyright) 1o you

T C 4
Rea d & S The agency may changs these HPOS Terms of Use from time o time. If this happens, you will be notified alectronically

if you do not agree with these HPOS Terms of Use or cannot comply with them, you should stop using HPOS

If the agency finds that you have failed 1o comply with these HPOS Terms of Use, your access to HPOS may be restricted. suspended, o revoked In some instances. It is possible you could face civil or criminal panalties
An end to your HPOS access does not release you from any Eabiity of panaly you may have incurred ansing from of in connection with your access or use of HPOS

Your use of HPOS is al your own rigk

CI iC k I Ag ree b Utto n 2. Use HPOS securely and for a proper purpose

The agency may monifor your use of HPOS
You must

+ only access information in HPOS about a person with the person’s consant and for patiant registration for MyGP or claiming purposes only
« keep information that you obtain through HPOS secure and confidential at all times

By clicking the "1 Agree” button, you acknowledge that you have read and accept the above Terms and Conditions.

| agree | dechne

p n "‘ Local Integrated
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Step 11

Mail Centre Notifications

An email must be provided to access
HPOS mail centre and receive
notifications.

Enter Organisation Email Address

Select Yes to receive notifications

Select Immediate notification for
new correspondence from the
dropdown box

Click on Submit

"2 Health Professional

Online Services

Mail centre notifications

To have access to Health Professional Online Services, an emall must be provided.

Should you choose to recelve notifications to the email provided below, you would receive notifications for:

« Delegation updates (if applicable)
« New email in your HPOS mailbox
« Updates by HPOS staff to your contact detalls

All Account activity notifications will be sent to the emall provided below, irrespective of your notification preferences.

You can update your emall address, frequency of notifications or opt out of receiving notifications at any time, within the Health Professional Online Services ‘Mall centre/Settings'

Terms and Conditions
Email Address *
Confirm Email Address *

Mobile number

D0 you wish to receive notifications?*

Frequency of notifications*

Submit

\vod@email.com
L

vod@email.com

) Yes o NO

Reset

E h n ‘ "‘ Local Integrated
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Step 12

Linking Process Completion

Linking process is now complete!

HPOS will now display the
Organisation Register tile

Y2 Health Professional

= Online Services

Hello

HPOS 2.0

Organisation Register

p "‘ Local Integrated
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Organisation Register for MyMedicare

How to register step-by-step.



Step 1

Organisation Register

After logging into PRODA

Select Go to Services on HPOS tile

Then, select the Organisation
Register tile

My linked services

2 Health Professional

Go to service Link identifiers

2 Health Professional
~  Online Services

Hello

HPOS5 2.0

%

Organisation Register

p h n ‘ "ﬁ Local Integrated
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Step 2

Organisation Detalils

To create an Organisation Record,
details need to be entered in tabs:

« (Contact
« Key Individuals
» Associated Sites
Associated Sites tab is used to register a

health service provider location, such as a
general practice.

Must be with the same ABN

Once all details have be entered select Save
to make the record active

Organisation Register - Organisation Record

Amend
Organisation ID 2308283726 Entity Name Organisation A
ABN 35 121 97 696 PRODA RA Number S02403951
Status Pending (System) From 01/12/2022 10:10:51

‘ Organisation Contact l Key Individuals I Associated Sites

Business Register) If these details are not cormrect, contact the ABR

L ]
l 1, The Organisaton record will hold details about the ABN (Australian Business Number) and have been prepopulated from the ABR (Australian

Organisation Details

ABN 35 121 97 696

ACN

Entity Name Organisation A

Entity Type Limited Partnership

ABN Registered Address QLD 4000

AEN Start Date 13/08/2020 ABN End Date
Registered Start Date 01/12/2022 Registered End Date

Ultimate Organisation

.
1 This i1s the recognised legal entity that you consider 10 have nierarchical control of your organisation.

There s currently no Ultmate Organsation for this record

Add Ukimate Organisation

t]|Reset| | Cancel

p h n ‘ \" Local Integrated

DARLING DOWNS ".’ Primary Health Care
AND WEST MORETON

An Australian Government Initiative

www.ddwmphn.com.au

60



Step 3

Ultimate Organisation Register

An Ultimate Organisation is the
primary organisation of the
Owner/Director

These details are voluntary and can be
added if relevant to the organisation

Select Add Ultimate Organisation

Organisation Register - Organisation Record

Amend

Organisation 1D
ABN

Status

Organisation

I_ Contact

2308950720 Entity Name Organisation A

35 12197 606 PRODA RA Number 5024020511

Pending (System) From 01/92/2022 10:10:51
Key Individuals Associated Sites

.
t The Organisation record will hold details about the ABN (Australian Business Number) and have been prepopulated from the ABR (Australian Business Register). if these details are not correct, contact the ABR

Organisation Detads

AEN

ACN

Entity Name

Entity Type

ABN Registered Address
ABN Start Date
Registered Start Date

Ulimate Organisation

3512197 000

13082020 AEN End Date

Registered End Date

o
§  Thisisthe recognised legal entity that you consider to have herarcheal control of your organisaton

There & currantly /0 Utimate Organaation for this record
l»‘-oc Utimate C*caﬂ«sa:.ovl

[S.-tm'.] | Reset| |Cancel |
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Step 4

Ultimate Organisation Register -

Add Ultimate Organisation £ -
| e jter - Organisation Record

Please enter the AEN of the recognised legal entity

Enter ABN for the Ultimate — S— S——

3512167 002 PRODA RA Number 5024038511

| |
Organlsatlon Pending (System) From 0111272022 10:10:51

n —— it | KeyIndividuals = Associated Sites
—_—

t The Organisation record will hold detals about the AEN (Australan Business Number) anc have been prepopuiated from the ABR (Australan
Busness Regster) Ifthese detalls are not comrect contact the ABR

Select Confirm

Organisation Details

ABN 3512197 0o
ACN

Entity Name Organssation A
Entity Type Limded partnership

ABN Registered Address

Confirm the Ultimate Organisation
details you have entered

ABN Start Date 1370872020 ABN End Date

Registered Start Date 122022 Registered End Date

Key Individuals

Ultimate Organisation
Current 9

Name Date of

.
‘ This is the recognised legal entty that you consider {0 have hierarchical control of your organisation

No records found

SeIeCt Su bm it ABN "mT1Imam

Historical
Name Date of

Entity Name

No records found
. Date Recorded

iUocate Ultimate O'oa'\:satyon] IRemovo Ulitmate Organisation

. g e Suom | [Reset| [Cancel
A summary will appear, select Save R e S

Associated Sites

No records found

=
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| Omansaton | Contact | Keylndwiduals | Associated Stes

Step 5

ContaCt Tab Prace lh”w;lﬂ-'VIA l | - ]

wote | v : tmet  [veoDemai.cof
= - mam»l Orgarisation 1D 0892440
Provide mandatory details: | = Sl
- Contact Number e e o (| M o~ et
- Email Address o — | :v:
»  Postcode e i |
Suburb = = TEATREE QLY Sa s
@['ﬁ'@ VISTA SA 3091

 Address

Once details have been entered, select
Submit

- YOur lngast =

[ NOW PROOXT

St Resel Corcod

Organisation I0 TN 4121
ABN TN
un Active
Orpanisation  Contact  Key Individuais  Assoclated Stes
Phone ot v|o visamn
Mobie v|
Postal Addrwss
Asdress Line ‘ i 4
Locasty . 1 ELIZABETH ST TEA TREE GULLY SA 5001
Posxode v A ELIZABETH ST TEA TREE GULLY SA 5001
W‘]MM’ o YOur ot -
18

Then, select Save
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Step 6
Key Individuals

The Key Individuals tab requires a
minimum of two Key Individuals

One Associate — Owner/Director listed |
against the ABN on the ABR

And,

One Authorsied Contact — Practice
Manager/OMO

Select Add Key Individual

Organisation Register - Organisation Record

i

Amend
Organisation ID 2308656720 Entity Name Organisation A
ABN 35 121 07 808 PRODA RA Number 5024030511
Status Pending (User) From 0111272022 105448
l Organisation ] Contact ‘ Key Individuals | Associated Sites

Name ° Date of Birth ¢ Role ¢ Phone/Mobile Start Date © End Date 2

\ No recerds found

| Showing Rows 0-0 of 0 )

\bﬂistodcal

Submit| |Reset| | Cancel
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Step 6 cont.

Key Individuals
Enter details in the popup window: Whan adding a key individual as an ‘Assodiate. the indnidual being added should
For Individual Organisations, the key individual can be a "Sole trader’ or an
e Role individual ksted as an ‘Authorised Contact of the ABN with the ABR.
For Government entties, the key individual can be an indivdual isted as an
» ID Type (such as PRODA RA No.) — ‘Authorised Contact’ of the ABN with the ASR
« ID Number (such as RA Number) uon'
» First Name N Oste ot ik SR
e Surname e
 Date of Birth Frstname
« Contact Number S
« Email Address 01011970 |9
Once details are entered for Associate » :lfm V] e

Select Confirm

Do the same for Authorised Contact
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Step 6 cont.
Key Individuals

You are here. Home » Organisation Register

Confirm the Key Individual’s Organisation Register - Organisation Record

. Amend
details are correct
Organisation ID 2308283726 Entity Name Organisation A
ABN 35152197696  PRODA RA Number 5024039511
Select Submit o | [ v e
Add Key Individuals Expand All| | Collapse All

Name ¢ Date of Birth ¢ Role ¢ Phone/Mobile Start Date ¢ End Date ¢ Action
01/01/1970 Associate +61 0261432473 19/01/2022

01/01/1970 Authorised Contact  +61 02 61432473 19/01/2022

Showing Rows 1-20f2 <« [1 .
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Step 7

Organisation Record Summary

Confirm the organisation details are == Soit c e
completed and correct — et —
lwt._, . This record can stil be saved in a Pending status unt! all required information is provided.
| 4

The Orgarinaion raoond wil “oxd Stas 2bout tha ABN (Ataian Busracs Moo and "ave 2odr prapaoniatad tar e ABR (Asraian Busnces Rageter) © Peta Getais e nof comed. corta tha ABR

Select Save

e eC v ABN IS 12197656 e
£y Nerme Organisation A Entity o0 Umitad patnership
ASN Regicierss Aawes QD &xD
Rageires Mart Or'e ez Ragittares Ena Dute

' Ubnae O ator

i

TS 5 8 CO0nEas B0 oty Tl yo. Soreadr 19 Nave TG Crd OF your rganetion

AN IS 12197 636
EmdYy Neme Organisation A

Coate Maoocoes N wxn

Na~w Oete of Brth Bxe oo Wothe

Nae Osle of Brth Roe Proce Wt
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Step 8

Organisation Record Active
The Organisation Record Status will
now be Active

The Associated Sites tab now displays
an Add New Site

Select Add New Site

)

Organisation Regist
Summary

Crgericetice D 2%
| ¥ >

l Ogar o

8802 - Al of the following details are required for the Organisaton record o become "Actve’.

« Postal address

« Atleast a phone or mobie

* Anemal

* At least one key ndivdual with the role Assocate

* Atleast on key Indwvidual with the role Authorised Contact

Ths record can stil be saved in a Pending status untl all required information is provided.

i

The Orgarinaion raoond wil “ond Stas 2Dt tha ABN (At aian Busracs Nur0on and "ave 20ar prapooniats tor e ABR (Ausraian Busnces Rageter) © Peta Getals e nof comed. cortas tha ABR

£72%y Name
AEN Regicierss Aaorecs
AEN MariCels

‘ Regcions 1ot Oee

['.'t mao OQun ator

IS 12197636
Qrganisabion A
Dan

AEN Eng Dete
Regieares E°C D29

i

THVS 6 e fcOgnaas Bod oty Pl yo, SorSadr 10 Nave PTG Corid OF your Organeiion

5121 97 63¢
Organisation A
DU

Oste of Brth Bae

Fax

Oale of Brth Rye
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Step 9

Organisation Site Record

This window allows you to enter
Organisation Site details via the tabs,
such as for your General Practice.

The system will pre-populate the
details

Enter the Organisation Site Name

Organisation Register - Organisation Site Record
Create

Organisation Site Physical Address Services l Contact Key Individuals

Accreditation Provider Program Registration Banking Detalls

need to be "Active’ to participate in Health programs.
To obtain a status of "Active’ the following fields are required:

« Postal address

« Contact email address

| « Contact phone or mobile number

« Key individual with a role of "Authorised Contact’ with no end date

Organisation 1D 2308956727

ABN 35 121 97 696

Entity Name ORGANISATION A
Organisation Site Name ° I Family General Practice

Start Date 01/12/2022

l ResetJ | CanceIJ

t The Organisation Site holds details about your practice at a physical location. The Organisation Site will
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Step 9a

Organisation Site Record — Physical address

Organisation Register - Organisation Site Record
Create

Physical Address tab allows you to onmasson s [ryseansarss | swees | Gonisct | oy maius | Accnansin | rovw | roram sogssion | Suningons
enter the address of you General i | )

Practice el S e

FloodLevel Type
Lot Number Organisation Site | Physical Address | Services

Contact l Key Individuals Accreditation Provider Program Registration

Al : A = 1 1 i 9 -

Street Name

Postcode and Suburb must be s
entered first o i

le : 8_'1"!1 \Cancel Locality or Postcode ’ v 5001
(Croar|[Manual Entry|
Geoapatial MMM 2019 1 - Magor Caty

BANKSIA PARK SA 5001
TEATREE GULLY SA S091
VISTA SA 5091

Enter the Address into address line

Subel | Rese! Cancel

Locality - u‘uunsr TEA TREE GULLY 8A 8091
Organisation Site ~ Physical Address ~ Services  Contact  KeyIndividuals  Accq Postcode . 1A ELIZABETH ST TEA TREE GULLY SA 5091
: : | . (m] " ltm] v Youur Inpnt
Contact Dotads l alo«mumnu 1 el
Phone 61 v|¢ Vv t QU Subodt | | Resat [ Cancel
Mobile v|
Postal Addrass
Locality or Posicode ‘
(Coar Manual Entry
Same a3 Physical Address ' D
Suted| Reset | Cancol
p “‘ Local Integrated
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Step 9b

Organisation Site Record — Services

The Service tab details what health service
the practice will provide

In Service Descriptions, select the
dropdown box

Select the Service Types provided

Select how the services will be delivered in
Service Delivery Types.

« More than 1 can be selected

If any of the first four options were selected
in Service Delivery Types. An address at
what locations that service will provided
outside the original address.

Then select Submit

Drganisatiun F{egister - Drganlsatinn Site Record
Create

Organisation Site = Physical Address I Services I| Contact | Key Individuals | Accreditation | Provider | Program Registration | Banking Details

f, The Service Description is based on your Australian and New Zealand Standard Industrial Classification (ANZSIC) classification. This is bazed on the main business activity the Organisation Site provides
More than 1 Service Descripbion can be added

Add/Amend Organisation Site Type | General Practice

Service Type ["Select 1 or morne”) _ P— Service Unit

General Praclice Service Ambutance Services Mo available Service Linils
Gaeriral Practics

Mental Health Hospitabs

Confirm |Eanm| Optometry and Cplical Dispensing

Organisation Site Type/Service Typel/ Service Unit Last Updated

Mo records found
Showing Rows 0.0 of 0 s ; wr w10 W

Aboriginal Community Conirolled Health Services (ACCHS) al Site location and/or other locations
Aboriginal Medical Services (AMS) at Site location and/or other locations

_ Mobile Services at other locations

Outreach Services at other locations
Sarvices al Site location

o ruien | oeations

| | ‘ﬁ *Service Location is a location outside of the Organisation Sites physical address, where providers service patients on a repeated or extended basis.

'l. Bafore a Senvice Location can be added ta the Organisation Sie, the status of the Organisation Site must be “Actve’

Hama Address Geospatial MM 2019 Spoke Date Reconded
Mo records found.

Sheoeang Rows 0.0 o0 0 . wewn [FIOTRE

Reset| [Cancel

E h n ‘ "‘ Local Integrated

ARLING DOWNS ".’ Primary Health Care
AND WEST MORETON

An Australian Government Initiative

www.ddwmphn.com.au

71



Step 9c

Organisation Site Record — Contact

The Contact tab requires mandatory

details: Organisation Register - Organisation Site Record
Create
. Organisation Site | Physical Address | Services | Contact | Key Individuals | Accreditation | Provider | Program Registration | Banking Details
Phone Number e |
¢ Emall AddreSS Phone {‘61 vI_oz v_I'__6_1473_2473 Fax JI‘ v] ]
« Postal Address — ] | Email PM@gmailcom
Postal Address
Butiding or Department
Property
. Suite'Unit Type Suite/Unit Number
You may use same address as the Site FoorLavTpe b
address, otherwise enter alternative postal = sveetnome BARTLETT
address posiTps " povel i
Locality " GREENWAY
Postcode * 2900

Same as Physical Address

| Quhmit| |Reasat] [ Cancal
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Step 9d

Organisation Site Record — Key Individu -

Key Individuals tab requires a
minimum of one Key Individual

Enter details in the popup window:

Role

ID Type (such as PRODA RA No.)
ID Number (such as RA Number)
First Name

Surname

Date of Birth

Contact Number

Email Address

Once details are entered for Authorised

Contact

Select Confirm

—| I

|VOD@emat com 1

Organisation Register - Organisation Record

Amend
WD 2308956726 Entity Name Organtsaton A
ABN 35 121 07 696 PRODA RA Number 5024039511
Status Active From Q1122022 11:21.34
|Expanc A3 | | Cosapse A ‘
Name o Date of Birth 2 Role ¢ Phone Mobde Start Date 2 End Date 2 Action
S Sy 01/01/1970 As30080 *61 02 61432473 011272022 ME:;:O
View |
Jim Smen 01/01/1$70 Autnorised Contact 011272022 ME:a ‘
View

phn
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Step 9e

Organisation Site Record — Accreditation

Accreditation tab does not need to be
completed for the General practice Training

Payments Program Organisation Register - Organisation Site Record
Amend
« This tab will be used when new _
functions and programs are added l([))rganisation Site 2308956826 Sgwlsatmn Site g%%ANlSATION
You can select accredited or exempt from the Physical Address -118(1)0TUR80T STREET BRISBANE ADELAIDE STREET QLD PRODA RA Number
dropdown box Status Active From 01/12/2022 12:49:38

Organisation Site ‘ Physical Address l Services I Contact l Key Individuals Accreditation

Provider l Program Registration 1 Banking Details

Is the organisation site accredited or

i

exempt?

Submit

Reset

Cancel

Accreditation may affect the eligibility of health programs.

v]
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Step 9f

Organisation Site Record — Provider

Provider tab does not need to be completed
for the General practice Training Payments
Program

« This tab will be used when new
functions and programs are added

Select Add Provider

You can search for the providers using their
Provider Number.

Select Confirm

Organisation Register - Organisation Site Record
Amend

Organisation Site ID 2306285143 Organisation Site Name
Physical Address 25 BARTLETT PL GREENWAY ACT 2900 PRODA RA Number
Status Aclive From

’_1 Organisation Site [__wmm__l Services | C«MI Key Individuals | Accrediation Program Registration IWM1

Provider |

Provider |

Provider |

Organisat

Start Date * 01122022 @

o)

End Date

Declaration

The information you have provided is true and correct, and you understand that giving faise or misieading
information is a serious offence.

X " | agree

Confirm | | Cancel
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Step 99

Organisation Site Record — Program Registration

Organisation Register - Organisation Site Record

Program Registration tab will display

Amend

programs the site (General Practice) is eligible

Organisation Site ID ez Organisation Site Name  New Organisatior
fO I Physical Address 25 BARTLETT PL GREENWAY ACT 2900 PRODA RA Number 5024039511
Status Active From
Programs will be added at a later stage ' Organisation Site | Physical Address l Services [ Contact l Key Individuals | Accreditation | Provider ] Program Registration 1 Banking Details
Organisation 1D 2308956727
_ _ ABN 35 121 97 696
When available, select the program you wish Entity Name New Organisation
to register for from the New Program Organisation Shte Name Family General Practice
dI‘OdeWﬂ box Start Date 01/1272022
sue Organisation Register - Organisation Site Record
Select Add Program Amend
Organisation Site ID 230825143 Organisation Site Name New Organisation
Select Submit Physical Address 25 BARTLETT PL GREENWAY ACT 2900 PRODA RA Number 5024039511
Status Adive From 011272022 124933
| Organisation Site ’ Physical Address ] Services l Contact l Key Individuals l Accreditation l Provider ] Program Registration | Banking Details
New Program v | |Add Program
Program D © Program < Status © Status Start Date < Status End Date <
2308285143 Eligible 01122022
Showing Rows1-10f1  « « [4] .
'}&zbmn Reset| | Cancel

"‘ Local Integrated
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Step 9h

Organisation Site Record — Banking Details

Banking Details tab allows you to add
banking details for the organisation site.

This requires an organisation site to hold a
HPOS-0rg-Finance Attribute

Select Add

Enter bank account details

Or,

Select existing account details
Agree to the Declaration statement

Click Confirm button

Organisation Register - Organisation Site Record

Amend
Qrganisation Site ID Crganisation Site Mame
Physical Address PRODA RA Mumber
Stafus Achve F rioim MA2022 12403

 Organisation Site | Physical Address i Services | Contact ] Key Individuals ~ Accreditation I Provider ] Program Registration

l {  Updates o banking details will bake affect and have a start date of lomormow:

Prisgram = BB ACCOUNT No Account Name Start Date End Date AClion

= L1
Add Banking Details % ]
Program details
Program:
Choose type of account details

0 Selectan existing account
i® Enter a new account

Existing account details

Exisfing accounts W

Account details

Branch number (BSB)

Name of bank, building society or credit union
Branch where account is held
Account Number

Account Name

Declaration ?
e
| declare that i
+ | have authorty to provide banking details on behalf of the Sole Trader. i
| authorise: ;4-.- '

= Senvices Australia to direct all payments relating to this program for the Organisation Site, will be paid info the nominaied account.

| understand that
« Other employees of the Organication may be able 10 see these banking delails if they are delegaled the relevant PRODA Alnbutes

= Sefvices Australia may contact me to confirm these details for security or clarification purposes.

The information | am providing is true and comect, and | understand that giving false or misleading information is a senous offence
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Step 10

Oor I anisation Register - Organisation Site Record

Organisation Site Record — Summary mom.u.mm

PRODA RA Number
Status From
- - - . ' Organisation Site
Organisation Site Summary will appear |
. . Organisation 1D 2308283726
once you Submit details AN 35 121 97 696
Entity Name 35121 97 696
Organisation Site Name New Organisation
- Start Date 0111272022
Check details entered are correct "
| Physical Address
_’ Accreditation
H Is the organisation site accredited or exempt? Exempt
Click Save button e e st
Start Date 01/122022
End Date 301062023
Provider
Current
Provider Number Provider Name Provider Location Address Start Date End Date
' - No records found
Historical
Provider Number Provider Name Provider Location Address Start Date End Date
No records found
Program Registration
Program D Program Status Status Start Date
| No records found
‘Banking Details
Program » BS8 Account No Account Name Start Date
[ No records found
Cancel
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Organisation Register - Linking a
Subsidiary Organisation in PRODA to an

Organisation Site
How to link step-by-step.



What is Registering Subsidiary Organisations?

* You can register a subsidiary organisation (Sub Org)
to your organisation in PRODA.

« A sub org is an area or business entity under your
organisation that doesn’t have an Australian Business
Number (ABN).

« You can only register a sub org to an organisation
that’s registered in PRODA with an ABN. You can't
register a sub org to another sub org.

 This allows the sub org to independently access and
interact with the service provider.

« Must be completed by an owner or director or
associate can be delegated to Practice Manager

ORGANISATION REGISTER

How can attributes be used by a business?

Services
Australia
Australian Government

Simple Business Structure

When the parent business has a number of practices operating under it, you can set up those practices
in the Organisation Register as Organisation Sites under an Organisation Record.

Healthcare ﬂrganisation Members of the organisation with only the

HPOS-Org-Admin I \ | HPOS-Org-Site-Admin
L\ /
Attribute will have view and amend access to Attribute will only be able to view information in

information in the Organisation Record and the Organisation Record, but view and amend
the Organisation Site Records for both. information across both Organisation Site
Records. Access cannot be limited to just one of

the sites.

Members of the organisation with the

Members of the organisation attributed with

Members of the organisation attributed with

HPOS-Org-Finance

allows the user to add existing or new bank HPOS-Org-Finance

details for a program.
allows the user to add existing bank details

/\ only for a program.

Date: April 2023 Code: ORGREGINFO2

hpe.servicesaustralia.gov.au
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Step 1

PRODA

Login to PRODA

Enter Authentication Code

Then, Select Organisations

‘L'I_ﬁ;i Aoy rlimn Gapvernosent FEODA

LAY Seniresamealia Provider Digital Acoess

Privacy MNotice

By linking to any al the anling services balaw, you agree that your personal and / oF yaur
prganisation’s information {induding your organisations” personnel details) may be shared
with the relevant department or agency to determine appropriate access to thar online
Syl

My linked services

M Health Professional

Available services

phn
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Step 2
: '.Z_.__ Australisn overmment PRODA

Organisations b —

Provider Digital Acoess

Profile | Services | Organisations | Logout

Select the Organisation you want to -
add a Sub Org too My organisations

Youre a member of the organisations listed below

Select the DrjanEsnon Rame 1o |

» view the organisation's details
« Manage the organisation’s device
Tals g The FOanILE ggl="

« A0d subssthary onganisations (for parent organiSations ondy

Mame = ABMN - Organisation Status Role/Status

Irganesathsmn g
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Step 3

Subsidiary Organisation Manage my organisation

Organisation Details

Select the Subsidiary Organisations Organiation Name Organisston 1
ta b PRODA RA (Organisation) 1734517345
Click the Register New Subsidiary ContactEmsil Address i @orgmsicom Upcte

Organisation button Contact Phone Number Not supplied P

Members s

Lubsidiary Organisations

Mame » Proda RA + Organisation Status Role =

Sub org 1 SREQS03292 Aullnve Direclor § AcLive

- 0w 1 record fawnd

Register Mew Subsidiary Organisation

Lervice Provider L
BZE Devices L
Back
h n \" Local Integrated
I DARLING DOWNS ‘ ".' Primary Health Care www.ddwmphn.com.au
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Step 4

Subsidiary Organisation

Enter Sub Org Name

Then click Register Subsidiary
Organisation button

{ Back

Manage my organisation
Crganisation Details

rganisation Mame

Dy i g
FRODA RA (Organisation) 1234512345
BJ Status Artree
ABN 12 385 345677
Contact Email Address arg 1i@arg rmasloom Upcate Emnail
Contact Pheone Mumibser Mot supplied. Update Fhone

Remove Crgansation

Mlernbwers 4

Sulsidiary Organsations

Mame = Froda RA = Organisation Stamus & Fole &

Sub ong 1 = N E Arthas Director S ACthee

- I 1 record found

Fegister Mew Subsidiary Ornganisaticn

Register sulbsidiary Orzanisstion

Fiease enter the name of the Subsidiany Organisation that you wish bo register.

Organisation Mamss

Serwice Pronveder e

H2E Dewvipas e

Back

f
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Step 5
Linking Subsidiary Organisation to HPOS

Select Sub Org you want to link to HPOS

Manage my organisation

Organisation Details

Organisation Mame Organisation 1

PRODA RA (Organisation) 1234512345

Status Active

AEN 12 345 345 &77

Contact Email Address orgl@ocrgmail.com Update Email
Contact Phone Mumber Mot supplisd. Update Phone

Members L

Lubsidiary Organisations

Name = Proda RA = Organisation Status = Role =

Sub org 1 SEEOS03292 Huilree DarecLor & AcLive

n 0w 1 record fawnd

Register Mew Subsidiary Organisation

Service Provider L

BZE Devices L

| Back

Select Service Provider tab

Manage my organisation
Organisation Details

Organisation Name

PRODA RA (Organisation)

Status

Parent PRODA RA (Organisation)
Parent Organisation Name

Parent ABN

Remove Organisation

Members

Sub org 2

6202492092

;‘C‘- ve

1238512345

12345345677

v

Service Provider v

828 Devices

v
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Step 6
|O Health Professional Online Services (HPOS) |

Select Health Professional Online O Medicare Online/ECLIPSE/DVA/AIR
Services (HPOS) O NDIS AP

O NDIS Partner Portal

Click Add Service Provider O National Redress Scheme

O DI - Oversight Authority Response System

O OTS Software Vendor Portal

O PBS Online

O Transforming the Collection of Student Information

O Health Professional Management Services

Add Service Provider

phn
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Step 7
Linking Subsidiary Organisation to HPOS

tatus il diplay Pending

Name S Status =

Health Professional Online Services (HPQOS) | Pending |

Once completed the status will change
to Active

PRODA Active

10 V 2 records found
Add Service Provider
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Step 8

Terms and Conditions

PRODA connects the user to the
Provider Linking System (PLS)

The Organisation Linking screen will
appear

Read the T&C's

Select the tick box for declaration
and agree and understand the
T&(C’s

Click on Accept

Organisation Linking - Terms and Conditions

Appicaton
Efective on and from 18042020
Set out below are the terms and condibons of my agreement with Services Australia in respect of my nteractons in relation to

3. Onine caming for Medicare through thard party software (ncluding Medicare Oniine, ECLIPSE, the Austrakan Immunessation
Register (AIR) and Deparntment of Veterans' Affars (DVA) claming)

Online claming for the Pharmaceutical Benefits Scheme (PBS) through thard party software

Iimmunisation Notfications 10 the AIR, through the AIR side (secure portal)

Health Professional Onine Services (HPOS)

Any other systems owned or hosted by Services Austraka as notfied in wnting to you

(collectively referred to as "Agency Onine Systems™)

® anvo

Interpretahon

A reference 1o a party denoted Dy “I°, "me™, "my”, “you™ inciudes that party, any persons under that first party’s direction of control
another party acting on that first party’s behall or another party who the first party acts on behalf of Any persons under the
direction or control of that first party of acting on Dehal! of that first party shall be deemed 10 De authonsed by that first parnty

Areference 10 "Services Australia™ ncludes Semvices Austraka and the Department of Veterans' Affaws or the Department of
Health as relevant in relation to thew corresponding respective Agency Onkne Systems

1 Accuracy and completeness

Declaration

| declare that:

o e | am the person authonsed 10 act on behall of my organsation and/of any organsaton | represent 1o accept all terms and
condibons on behalf of my organisation or the one | represent
e The mnformaton | have provided s complete and correct

*» | agree with:
e The terms and condons of this agreement
| understand that:

o Giving false or misicading nformation s a senous offence
e By accepting these terms, | agree 0 all of the above

m Dcclino
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Step 9

Organisation Linking — Create Relationships

Organisation Linking - Create Relationships

Once the HPOS Service has been
added, the Create Relationships Identifying your organisation
screen will appear

‘Please provide an identifier that has been iIssued for the organisation

Identifier type Identifier
- 1 5 O tion Site Id - Pl dentif
Select Organlsatlon Site ID from g R
Your Organisation Site ID will be used to access the Organisation Register, for an
dropdown bOX Organisation Site, in HPOS - Enter the Organisation Site ID that was issued to you by

Services Australia when you created your Organisation Site in the Organisation Register.

Enter Organisation Site ID

Click Next Button

Organisation Register - Organisation Record

Organisation Site ID was issued by Amen

Services Australia when you created S Orgarisston
your Organisation Site in the e S e S e
Organisation RegiSte r. Organisation Contact l Key Individuals l Associated Sites
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Step 10

Confirmation

A confirmation message will verify
linking relationship with HPOS

Click Next

The next screen confirms that the
organisation in PRODA can access
HPOS services.

Click Finish

Organisation Linking - Create Relationships

Verification of relationship

We have established your organisation’s relationship with the following:

Health Professional Online Services (HPOS) for ABN 35152197696

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 ime 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
To return to your PRODA account from HPOS select Manage legon account from the main menu

Go to My services page in PRODA by clicking Here
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Resources

PRODA:

PRODA Services Australia Resources:
Organisation Register Resources:

ABN Lookup:

AHPRA Health Practitioner Search:
Australian Government MyMedicare:
Darling Downs and West Moreton PHN:

Health Professional Education Resources:

Contact
Provider Digital Access (PRODA)

Services Australia — Health Professional Online Services (HPOS)

Primary Care Liaison Officer

DARLING DOWNS
AND WEST MORETON

P h n ‘ \'“ Local Integrated

"s’ Primary Health Care

An Australian Government Initiative

Phone: 1800 700 199 and select Option 1
Monday to Friday, 8 am to 5 pm local time

Email: proda@servicesaustralia.gov.au

Phone: 132 150 and select Option 6
Monday to Friday, 8 am to 5 pm AWST.

Phone: 07 4615 0900
Email: practicesupport@ddwmphn.com.au

www.ddwmphn.com.au



https://proda.humanservices.gov.au/
https://www.servicesaustralia.gov.au/proda-provider-digital-access
https://hpe.servicesaustralia.gov.au/orgreg_orgreg.html
https://abr.business.gov.au/
https://www.ahpra.gov.au/Registration/Registers-of-Practitioners.aspx
https://www.health.gov.au/our-work/mymedicare
https://www.ddwmphn.com.au/
https://hpe.servicesaustralia.gov.au/
mailto:proda@servicesaustralia.gov.au
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