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To access the Aged Care Provider Portal, log in to your Provider Digital Access (PRODA) account.
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Check you're in the correct service
using the Service ID bar at the top
of the page.

Select or type in service ID or name

99999 - ABCDE CARE FACILITY

Select Current claim from the Quick
links or hamburger | =] Menu. é Current claim

Select Finalise claim. Finalise claim

A service is approved for a set number of operational beds

(previously known as approved places). The total occupied
beds can't exceed the operational bed number.

For example: a service has approval for 80 operational
beds - if there are 81 care recipients entered on a day, this
will cause an over occupancy error to display for that month'’s claim.

If the occupied places exceed the operational beds, an
error message will display that will include ‘The service
is currently over occupied. Please amend and resubmit:
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For more information on how to use the portal, check out servicesaustralia.gov.au/agedcareportal
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https://www.servicesaustralia.gov.au/aged-care-provider-portal?context=20
https://hpe.servicesaustralia.gov.au/

Operational beds and actioning the Over occupancy

report in the Aged Care Provider Portal (ACPP)

6 Select the Over occupancy report button

to access the details of the dates the service ERCI AR aR e e
is over occupied.

Occupancy levels can be viewed on the service occupancy screen
for a date period prior to finalising the claim.

7 For assistance in resolving over occupancy, call the Aged care
providers enquiry line on 1800 195 206.

fh SERVICE PROVIDER

Registered provider name: SERVICE PROVIDER %f;mi‘::&}s‘f%’ség Service AN-ACC Classification:
ABN: 12345678912 Claim month: Nlovgmber 2025 24x7 Registered nurse supplement eligibility (): N

Over occupancy report - 31 day(s) over occupied
Search | |
Search using any keyword in the table. To search for multiple keywords, provide a space between words.

Over occupied details Service places over occupancy
Over occupied date Types of places Details Beds over occupied Total occupancy Operational beds Total respite days over occupied
01/11/2025 General 1 2 1
02/11/2025 General 1 2 1
0311112025 General 1 2 1

When all care recipient’s details match operational beds,
8 the over occupancy error will resolve. Claims can then
be finalised with correct subsidies and supplements paid.
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