Update Communication Preferences
for an existing Practice Incentives Program (PIP) or
Workforce Incentive Program (WIP) - Practice Stream practice

This booklet provides information and a step-by-step guide for updating and managing communication preferences in the PIP and
WIP - Practice Stream, ensuring your practice receives timely, secure, and efficient correspondence.
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Communication preferences

Description of PIP and WIP - Practice Stream online subscription options:
+ Payment Advices and News Updates
= receive payment statements as soon as payments are made.
+ Confirmation Statements
= receive PIP Annual Confirmation Statements (ACS) and WIP - Practice Stream Quarterly Confirmation Statements (QCS) immediately. This
will enable updates to confirmation statements to avoid delay in payments.
* General Correspondence
» immediately receive any letters for additional information to enable updates to be made correctly and timely for payment point-in-time dates.

Practices can choose how they wish to receive their Payment Advices, Confirmation Statements and General Correspondence:
* online via HPOS
* by post.
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Communication preferences (continued)

Online services are the preferred method because:

* interactions will be secure and streamlined

« it will significantly reduce delays in receiving correspondence by post

* requests for additional information can be received immediately which will ensure the processing of forms in a timely manner for payment

» confirmation statements will be available immediately for practices to confirm details and avoid payment delays.
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Managing Health Professional
Online Services (HPOS) notifications

Authorised contact persons or owners must have their individual Registration Authority (RA) number linked on the PIP and/or WIP - Practice
Stream Online to enable access to online notifications.

Practices can set up how they manage their HPOS notifications to ensure that they are alerted of incoming mail, outstanding statements and
payment advices. Notifications are sent to a registered authorised contact person or owner’s personal email address to alert them to new
mail received in HPOS Messages.

How to retrieve notifications
Confirmation Statements and Payment Advices will appear in the Statements and Subscriptions mailbox and are visible to any
registered authorised contact person or owner in PIP and WIP - Practice Stream.

Letters (known as General Correspondence) that are sent to the practice requesting additional information will appear in the My
Organisation mailbox and are visible to any registered authorised contact person or owner. Sending letters to this mailbox enables the

practice to manage who completes the work. This is particularly helpful if the primary authorised contact person is not available.

HPOS Broadcasts are sent to the My Organisation mailbox and are visible to any registered authorised contact person or owner in PIP

and WIP - Practice Stream.

Refer to Using HPOS Messages elLearning on how to retrieve notifications.
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Update communication preferences in PIP and
WIP - Practice Stream Online

An owner or authorised contact person can update the practice’s communication preferences using their Provider Digital Access
(PRODA) account, if they have linked their RA number.

Step 1
Log in to Provider Digital Access (PRODA), using your individual profile (not organisation profile)

My programs

to access your HPOS account. ; Practice Incentives Program
Select the My Programs tile. ‘ g
Select the:

* Practice Incentives Program (PIP) tile for PIP or WIP - Practice PIP Consenting practice, or i i Workforce Incentive

. . . . >y Program (WIP) - Practice
* Workforce Incentive Program (WIP) - Practice Stream tile for WIP - Practice Stream only 5 Stream

practice.

Step 2
- Select Update next to your Practice ID and Practice Name. Syl Frpsndal

* The PIP Information screen will appear. Once you have read the information, select Exit. Practice Summary

Practice Details

+ Select Practice Details > Contact Details from the Main menu. » Contact Details

» Payment Details

» Ownership Details
» Eligibility

» Locations

» Associated GPs
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Update communication preferences in PIP and
WIP - Practice Stream Online (continued)

Step 3
» Under Update online subscriptions, select the Access online radio buttons for:

+ Payment Advices and News Updates, Confirmation Statements and General Correspondence
» Select the Update Online Subscriptions button.

The practice is now set up to receive all their communications online via HPOS.
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Update online subscriptions

Payment Advices and News Updates <@ Access online O Receive printed copy via mail
Confirmation Statements <® Access online O Receive printed copy via mail

General Correspondence “® Access online (U Receive printed copy via mail

| Update Online Subscriptions |

Note: You need to make sure at least one owner or authorised contact person has recorded their RA number to receive correspondence online.

Update Communication Preferences via Practice staff system access infographic.



https://hpe.servicesaustralia.gov.au/INFO/IP/IPM01INFO4.pdf
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Feedback

You can provide feedback on this resource or
any others via the Feedback form on the
Health Professional Education Resources
website.

It is helpful to include the specific resource
code or title in your feedback. For this
resource, please use the code IPBOOK1.
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