The Service user summary screen will show a list of all
s - the active users for your service, as well as any new user
Or a n Isatl o n requests. Make sure to renew access, including your own,
before the 12-month expiry. To do this, select the ‘A’ number
e & (Aged Care User ID). Select Edit Access. Update the End date
for another 12 months. This security control is in place to
ad m I n ISt rator ensure both your service's and your care recipients’

information remains secure.

] |

tI s I n th e You don't need to submit a new user request for staff who are
new to your service that already have 'A' numbers. To link a
user with an ‘A’ number to your service, select User search
from the hamburger =] Menu. Once you've found the user,

Ag Ed Ca re select Add service.

- To remove a user’s access, change the access end date to
today’s date. Their access will automatically expire at
rOVI er midnight. You have full control in ensuring your service's and
your care recipients’ information remains confidential and
secure.

To create a brand-new user, select Register user from the
Service user summary screen. Ensure all the user’s details
are correct to avoid the request being rejected. It can take up
to 20 days for a request to be processed.

Here are some tips
for When yOU’re USi ng 5 When your request has been approved, the new ‘A’ number

will automatically appear under the list of Active users for
the Prov|der that service. It's the Organisation administrator's responsibility
to notify the new user of their ‘A’ number and add their

Self-Service features service's associations.
in the ACPP.

Organisation administrator access can only be granted
through the AC004 form via uploading onto the ACPP. While
you can't grant another user this access through the portal,
you can renew access for a further 12 months.

To update the primary contact for a service, open the
hamburger =] Menu and select Service contact. From
this screen, you can see or update who the current primary

For more information )
contact Is.

on how to use the

portal, check out: To update the user’s contact information (phone number and

servicesaustralia.gov.au/ email address) open the hamburger =] Menu, select
q tal = Service user summary. Select the specific ‘A’ number
agedacareporia O associated with the user, and from the View user'’s access

screen select Update user details.

D@) Register or change your service's bank account details in

the ACPP.
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https://www.servicesaustralia.gov.au/aged-care-provider-portal?context=20
https://www.servicesaustralia.gov.au/ac004
https://hpe.servicesaustralia.gov.au/INFO/ACPP/ACPPM06INFO5.pdf
https://hpe.servicesaustralia.gov.au/



