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1 Audience

This guide is intended for Practice Administrators and anyone with administrator
access who is responsible for managing user accounts within the POLAR platform.

The guide provides step-by-step instructions for creating users, managing user
information, assigning roles, resetting passwords, and removing user access when
required.

2 Assumptions

Welcome to this guide on managing user access within POLAR.
Before proceeding, it is assumed that you meet the following requirements:

e You have a POLAR Administrator account.

e You have permission to manage users within your organisation or PHN.

e You are familiar with the POLAR interface.

e You understand your organisation's user access and security requirements.

e Appropriate approval has been obtained before creating, modifying, or
deleting user accounts.

If you are unsure about any of the above requirements, please contact Outcome
Health Support (see Support section) or your PHN administrator before proceeding.

3 User Management Overview

The User Management module allows authorised administrators to manage user
access within POLAR.

Using this module, administrators can:

e Create new user accounts.

e Update existing user information.

e Assign and modify user roles.

e Reset user passwords.

e Delete user accounts when access is no longer required.

Proper user management helps ensure that access to POLAR is appropriately
controlled and aligned with organisational security requirements.
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4 Accessing Practice User Accounts

Admin users assigned the POLAR Admin role can access user accounts directly from
their practice site.

To access User Accounts, navigate fo Management and select User Accounts.

Management ¥ D

Aged Care Alerts

Subscriptions

User Accounts

After selecting User Accounts, you will be taken to the User Accounts management

screen.

This screen displays all user accounts configured and provides administrators with the
ability to create new accounts and manage existing users.

The User Accounts list displays all configured accounts, including the account type,
last login date, and assigned role(s).

Note: To open and manage an existing user account, double-click on the user's
name within the User Accounts list.

POLAR supports two account types:

Account Description

Type

User Provides access to POLAR. Access to reports, dashboards, and
administrative functions is determined by the role or roles assigned to
the account.

Contact Does not provide access to POLAR. Contact accounts are used only

to receive mailed reports and notifications.
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Name Account Type Last Login

S ——— User

- - User 17/06/2026 15:49
- a. et User 10/06/2026 11:02

5 Creating a User

Roles

POLAR Admin,
Default, Practice
Manager

POLAR Admin,
Default, Reception

Doctor

Reception

To create a new account, select New User Account on the user accounts page.

W 0 user accounts

@ Roles | &+New User Account

User Accounts Reports Mailed Reports ~ Walrus Sections ~ Walrus Notifications
Name Account Type Last Login Roles Access Name 1 Reset
YesO NoO

POLAR Admin, 7
rew oo User Default, Practice

Manager

B POLAR Admin,

e User 17/06/2026 13:48 Default, Reception
- —a User 10/06/2026 11:02 Doctor
'a Contact Reception

Select user account to manage permissions
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5.1 Account Information

The New User Account screen allows administrators to enter the user's details and
assign the appropriate access.

Complete the following account information:

* Account Type (Account type can't be changed once user is created)
* First Name

* Last Name

* Username — Automatically generated using the format firstname.lasthame and
can be edited if required.

* Provider (if applicable)

Account

Account Type User v

First Name

Last Mame

Username

Provider A

5.2 Assigning User Roles

Assign the appropriate role or roles for the user. The selected role determines the
level of access available within POLAR.

Available roles include:
* POLAR Admin

* Doctor

* Nurse

* Practice Manager

* Reception

* Default

Note: POLAR Admin users can create, edit, delete, and manage user accounts. New
user accounts are automatically assigned the Default role. Access to reports and
features is based on the assigned role, and new features will be made available to
the appropriate roles as they are infroduced.
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Roles

POLAR Admin Diefault Doctor

Murse Practice Manager Reception

5.3 User Details and Password
Enter the user's contact information:

¢ Email
¢ Confirm Email
¢ Mobile

Each user must have a unigue email address. Shared email addresses are not
supported.

Next, create a password for the user or select Generate Password to create one
automatically.

If the password fields are left blank, POLAR will generate a random password and
email the user instructions to sign in and change their password.

Note: A mobile number is required for future multi-factor authentication (MFA). For
more information, refer to the POLAR Privacy Policy.

User Details

Email
Confirm Email

Mobile
Password

Password @

Confirm Password @ _

Minimum password length: 8

Creating the user with blank password will assign them a random password and an email will be sent to the user to
log in and change their password within the next 7 days

Note: New users may take up to 24 hours before all assigned reports become
available while report licences and permissions are populated.
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6 Managing a User Account

To manage an existing user account, locate the user in the User Accounts list and
double-click on the account.

John Doe POLAR Admin, Default

6.1 Updating User Information

The following information can be updated:
* First Name

* Last Name

* Email Address

* Mobile Number

Note: Usernames cannot be modified after a user account has been created.
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Account

Account Type User v

First Name Adam

Last Name Smith

Username John.Doe

Provider v

User Details

Email test@outcomehealth.org.au|
Confirm Email test@outcomehealth.org.au
Mobile 0400000000

6.2 Managing User Roles
The assigned role determines what a user can see and do within POLAR.
Roles can be added or removed as required.

For example, a user may initially be created with the Default role and later assigned
the Practice Manager role to provide access to additional reports and functionality.

Roles

POLAR Admin Default Doctor
v

Nurse Practice Manager Reception
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6.3 Managing User Permissions
POLAR Admin users can manage the reports and features available to each user.

Note: The reports and permissions shown below are examples only. The reports
available to users may vary depending on your organisation's configuration and
assigned role.

The available permissions include:

e Reports — Controls which reports the user can access.

User Accounts | Reports Mailed Reports Walrus Sections Walrus Notifications
Name Account Type Last Login Roles Access Name * Reset
Yes©O NoC
POLAR Admin, N Clinic Summar
User Default, Practice Patient level daé discovery report
Manager
. Hospitalisation Avoidance Tool
POLAR Admin, i 3
User 23/06/2026 14:28 Default, Reception POLAR Diversion 2 Calculation
[ PIPQI Clinic
User 10/06/2026 11:02 Doctor (] PIES! Slinie. oot @
Contact Reception
T e
POLAR Admin, GPACI Management Report
John Doe User hDAEfalJlt, Practice
anager QIPC Clinic Report
QIPC Report P

¢ Mailed Reports — Controls which emailed reports the user can receive.

User Accounts Reports Mailed Reports Walrus Sections Walrus Naotifications

Name Account Type Last Login Roles Access Name 1 Reset
YesO NoC
User 25/06/2026 14557 [
User M Monthly Report-TEST PHN MBS Opportun
‘4 Munlhl:vyﬂepr:)rt MBS Opportunity T e
User 10/11/2025 09:08
John Doe User 24/06/2026 1338 [l e R T ot v

Monthly practice report sent via email by PHN

—

Monthly Report-TEST PHN v2
Monthly practice report sent via email by PHN
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o Walrus Sections — Conftrols which sections of Walrus are available to the user.

User Accounts Reports  Mailed Reports | Walrus Sections Walrus Notifications

Name Account Type Last Login Roles Access Name *

Reset
YesO Nof
X . Default Walrus.Graphs. i
User 25/06/2026 14:57 L Craphs Sutbn from Walrus
vt VB secton of Wal
ti

User 10/11/2025 09:08 section o i

John Doe User 24/06/2026 13:38 -

rus.Missing
Missing data section of Walrus

Walrus.Patient
Patient info section of Walrus

Walrus.Pip
PIP section of Walrus

(CHBH<H< N4

Walrus Risk
Risk section of Walrus

« Walrus Notifications — Conftrols which Walrus notifications are available to the
user.

User Accounts Reports  Mailed Reports ~ Walrus Sections | Walrus Notifications
Name Account Type Last Login Roles Access Name 1 Reset
YesO NoO
User 25/06/2026 14:57 POLAR Admin, Default 45-49 Health Assessment l
User Poctor 75+ Health Assessment
User 10/11/2025 09:08 Nurse
John Doe User 24/06/2026 13:38 Nurse Aboriginal & Torres Strait Islander Health Assessment

Aberiginal & Torres Strait Islander Status

Allergy

Allergy Reaction

APRI Risk: Little to no indication of cirrhosis (<0.5)

APRI Risk: Moderate indicator of cirrhosis (>=0.5 & <=1.5)

CRECEBE<NH<BQ<

APRI Risk: Strong indicator of cirrhosis (>1.5)

Note: Default permissions can also be configured for each role. For more
information, see Section 8 - Managing Role Permissions.

Note: If Walrus is not installed, refer to Section 9 — Accessing the Knowledge Base for
instructions on accessing the Knowledge Base and installing Walrus.
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6.4 Managing Multi-Location Access

For practices configured with multiple POLAR locations, administrators can assign
users to one or more locations.

Within the Edit User Account screen, use the Which POLAR locations is this user
associated with? section to select the locations the user should have access to.

Users will only be able to access reports for the locations assigned to their account.

Which POLAR locations is this user associated with?

Location 1 Location 2 Location 3

6.5 Resetting a Password

User passwords can be reset from the Password Reset section within the Edit User
Account screen.

Administrators can reset a password using one of the following methods:

Method Description

Via Sends a password reset email to the user's registered email address,
Email allowing them to create a new password.

Online Allows the administrator to manually set a new password for the user.

Password Reset

Via email

Online

Send Password Reset Email

Change Password
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7 Deleting a User Account

User accounts can be deleted from the Edit User Account screen.

To delete a user account, locate the user in the User Accounts list, double-click the
account, and select Delete Account at the bottom of the page, beneath the
Password Reset section.

Delete Account

Note: Deleting a user account is permanent and should only be performed when
the account is no longer required.

8 Managing Role Permissions

Role permissions allow administrators to control which reports are available to users
assigned to each role.

To manage role permissions, select Roles from the User Accounts management
screen.

l @ Roles
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The Role Setup screen displays all available roles within the practice.

Select arole from the list on the left to view and manage its assigned reports.

Note: Available reports depend on the reports enabled for the clinic within POLAR.

For example, enabling the Puffin Report for the Practice Manager role will make

Puffin available to all users assigned to that role.

roles setup

Roles Report: Mailed Reports Walrus Sections
eports

Name Access Name 1T
YesO NoO

POLAR Admin Clinic Summar;

Patient level data discovery report
Default
Hospitalisation Avoidance Tool
Doctor POLAR Diversion 2 Calculation

Nurse PIPQI Clinic

PIPQI Clinic Report

I Practice Manager I

2 User Accounts

Walrus Notifications

Reception

Puffin
GPACI Management Report

QIPC Clinic Report
QIPC Report

(] [ | < NN <

Note: The same process applies to the Mailed Reports, Walrus Sections, and Walrus
Notifications tabs when configuring default permissions for a role. Changes are

applied automatically and do not require saving.

To return to the User Accounts management screen, select User Accounts in the top-

right corner of the screen.
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9 Accessing the Knowledge Base

The POLAR Knowledge Base contains user guides, installation instructions,
troubleshooting articles, and other support resources. To access the Knowledge
Base, select Clinic Education Portal from the Support menu in POLAR, or visit
https://kb.polarexplorer.org.qu

Support ¥

Contact Us
Clinic Education Portal l

Sign in using your POLAR username and password.

POLAR Knowledge Base

POLAR Explorer Data Collection Statement  Privacy Policy
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To find an article, enter a keyword into the search bar.
For example, to install Walrus:

1. Type Walrus Installation intfo the search bar.

2. Select the Walrus Installation article.

3. Follow the installation guide.

POLAR Knowledge Base Q. walnus installation| B Shelves @ Books (@) Johnoe -

I s Walrus Installation

walrus > Walrus Client

My Recently Viewed Actions
Shelves March 2023 - Walrus Installation and Sort | Name n

B W Installat s Configuration
aeme Getting Started and Troubleshooting » Webinar
Recordings

8  Wwalrus Client N ﬁ Data % View Tags

Hummingbird Installation Checklist
2 walrus Hummingbird > Configuring Hummingkbird

Hummingbird Installation Checklist
Recently Updated Pages Hummingbird > Troubleshooting Hummingbird

About POLAR Walrus

B Release Notes: 26 June 2026 POLA2 I
Walrus

. (Y Docume sminghird clients.
B Release Notes: 29 May 2026 b
View All

October 2024 - Husky

B
Introduction

@ walrus @ Hummingbird @ Release Notes

S . @ POLAR Explorer
Changing Report Access 5

B 2 L
Permissions for User Accounts

B Release Notes: 19 May 2026

§  August 2020 - Clinic Summary 2 \!‘- 1 POLAR Explorer
walkthroughs "y Documentation relating to the POLAR Bxplorer portal including usage and navigation.

Patient Eligibility
Requirements

10 Support

If you require assistance with POLAR, the fastest way to contact the Outcome Health
Support Team is by submitting a support request through the Contact Us form.

To submit a support request, select Support > Contact Us from the POLAR menu.

Support ¥

Contact Us

Clinic Education Portal
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Complete the support request form by entering a Subject and Message, then select
Send Email.

P®LAR Reports Flags™ Management ~ Downloads My Site My Profile  Support ™

Contact Support

To request support, provide feedback, or contact us for another reason, please use form below

UserName John.Doe

Email test@outcomehealth.org.au
Subject Reports Not Updating
Message Hi Support,

Our reports have not updated since yesterday afternoon. We have refreshed the dashboard several
times, but the latest practice data is still not showing.

Could you please investigate?

Thanks.

The Outcome Health Support Team will respond to your request via email. Please
allow 24 hours for a response.

Alternatively, you can contact the Outcome Health Support Team by email.

Email: servicedesk@outcomehealth.org.au

Thank you forusing PQLAR . We hope this guide has assisted you in managing
user accounts and permissions effectively.

-END-
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