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About This Guide

The IHDR in the Health Data Portal for the AIHW User Guide has been developed to assist
AIHW users with performing their required tasks within the Health Data Portal as part of the
Indigenous Health Data Reporting (IHDR) process.

This user guide contains step-by-step instructions and other important information regarding the
following Data Portal functions, to be performed by AIHW users:

¢ Reviewing data assets

¢ Initiating the exception reporting process

e Working with comments and data exclusions in a Health Service’s data asset form
e Processing data assets

¢ Participating in Interim Processing

¢ Running management reports in QLIK.

v0.1 Page 5 of 71



IHDR in the Health Data Portal for the AIHW Data Portal Terminology

Data Portal Terminology

There are different terms particular to the Health Data Portal that AIHW users may not have
previously encountered.

With this in mind the table below identifies these terms, along with a description of what they
mean, with the aim of assisting AIHW users in their overall understanding of the Data Portal and
how to use it for their particular business requirements.

Term

Description

Data Asset

The data file being submitted by the Health Service and its associated
information, such as who is submitting the data and for what time
period.

Data asset is a generic term used for all data stored in the Data Portal,
not just data submitted by Health Services.

An analogy that is used to describe a data asset is to think of it as the
“envelope” that contains the “letter” that is the Health Service’s data,
and carries it through the data asset submission workflow process.

Data Period

The period that is being reported on. All the data in a particular data
asset and its associated form will relate to a particular period of time.

' The Data Period field is optional in the Data Portal and isn't used
within IHDR.

B2G

Business to Government. This term describes a data asset that has
been uploaded to the Data Portal automatically from a Health Service’s
Clinical Information System (Communicare, MMEXx, Medical Director or
Best Practice) through a direct data load.

Direct Load

Another term for B2G, a “direct load” data asset is one that is
automatically transferred from the Health Service’s Clinical Information
System (CIS) to the Data Portal at the commencement of a reporting
round.

Reporting Round

A scheduled event that triggers the submission of health-related data
by Health Services through the Data Portal.

Trial Submission

An option used by Health Services to test the submission of their data
in the Data Portal before submitting it as part of the reporting round.
Can also be used by Health Services to submit data in the Data Portal
more frequently so this data appears in the QLIK Interactive Reports.

Organisation

The generic Data Portal term used to describe Health Services that use
the Data Portal. In the IHDR context, each Health Service will have an
organisation record created for it in the Data Portal.

Parent Organisation

A Health Service that has smaller "child" organisations reporting to it.
Parent organisations need to have an ABN recorded in the Data Portal.

Child Organisation

A Health Service that reports to a larger "parent" organisation. A child
organisation is not required to have an ABN.

Action In order to move a data asset to the next stage of the data asset
submission workflow process, an appropriate action needs to be
selected in the Data Portal.

Organisation Type | The category of organisation (for example, Local Government, Non-

Government Health Service). This is used for grouping reporting data
for particular types of Health Services.
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Term Description

Shared Data Asset | A data asset that can be seen in the Data Portal by all users with
access to a particular folder - this may be across different Health
Services. For example, there may be information Health wants all
Health Services to see - if so, they can disseminate this information as
a shared data asset in the Data Portal.

FOFMS ID FOFMS is the system Health uses to manage grant payments. If a
Health Service receives grants from Health, they will have a FOFMS ID
recorded in their organisation record in the Data Portal.

Status Shows where a data asset submission is up to in the data asset
submission workflow process. There are different statuses in the Data
Portal for data assets submitted by Health Services and for those
published through the Data Portal by Health or the ATHW.

When a data asset moves from one status to another in the Data
Portal, the applicable users will be notified via email of the status
change.

For more information, see Data Portal Statuses later in this guide.

Folders Used to provide permissions for submitted data. A user will only be able
to submit or update a data asset for information relating to the folder
or folders they have been given access to.

For IHDR, the Indigenous Health folder is the only folder Health
Services will need access to.

Data File A data file contains the Health Service’s aggregated clinical data, that is
either automatically uploaded as part of a data asset (direct load) or
entered manually (manual submission) in the Data Portal during the
data asset submission workflow process.

For IHDR this will be the Health Service’s nKPI, OSR or HCP data,
depending on what is being reported on.

Trading Name A Health Service’s trading name is what they are known as to
customers or people that interact with the Health Service. A Health
Service could have several trading names listed in their organisation
record in the Data Portal.
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Data Portal Roles

The table below details each of the user roles available in the Data Portal. Users must have at
least one of these roles added to their user profile to be able to use the Data Portal. Roles will
be assigned to users by either the AIHW User Administrators or by a Health User Administrator
as required.

v The roles described below are common across all business uses of the Data Portal - they
are not specific to IHDR.

Role Description

End User Roles (Data Asset Submission Workflow)

Submission Uploader The Submission Uploader is the creator (manual submission) or
initial updater (direct load) of a data asset in the Data Portal.
They create/update the draft data asset containing information
relevant to their requirements and create/update a data file
containing their clinical data. In the IHDR context, the
Submission Uploader will always sit within a Health Service.

The Submission Uploader can send the data asset and the data
file contained within to a colleague either or review (Submission
Reviewer) or approval (Submission Approver).

The Submission Uploader may be required to amend a data asset
as it progresses through the data asset submission workflow.

@ Displays in the user management area of the Data Portal as
Uploader of data assets for submission.

Submission Reviewer The Submission Reviewer role is assigned to any users within a
Health Service who have a need to review data assets submitted
by other users within the Health Service.

In smaller Health Services, the Submission Uploader and the
Submission Reviewer may be the same person, while in larger
Services they will generally be different.

The Submission Reviewer is responsible for reviewing and
verifying the contents of the data asset that has been sent to
them by the Submission Uploader.

The Submission Reviewer can request revisions to the data asset
if needed, in which case the submission is returned to the
Submission Uploader for revision. If, however, the Submission
Reviewer is happy with the data asset, they can send it on to the
Submission Approver for approval.

W Displays in the user management area of the Data Portal as
Reviewer of data assets for submission.

Submission Approver The Submission Approver approves the data asset for their
Health Service. The Submission Approver for a Health Service will
generally be the CEO or a nominated representative.

Approval of the data asset by the Submission Approver will send
the data asset to an external Data Receiver for processing. For
IHDR, this either will be the AIHW (for nKPI and OSR data) or
Health (HCP)

If needed, the Submission Approver can request amendments to
the data asset, in which case the data asset is returned to the
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Role

Description

Submission Uploader within the Health Service.

@ Displays in the user management area of the Data Portal as
Approver of data assets for submission.

Submission Viewer

The Submission Viewer can view the details of processed data
assets for their Health Service (and other Health Services if given
the access) but they do not have the ability to make any changes
to a data asset or its attached data file.

@ Displays in the user management area of the Data Portal as
Viewer of Processed Data in submission.

Data Receiver

The Data Receiver role is assigned to users external to the Health
Service submitting the data asset. For IHDR, this will be either
the AIHW (nKPI and OSR) or Health (HCP).

The Data Receiver receives the data asset once it has been
approved by a Health Service's Submission Approver and can
then review and process the data asset.

If amendments are required to the data in the data asset, the
Data Receiver can send the data asset back to the Health
Service's Submission Uploader for revision. This is known as
exception reporting.

@ Displays in the user management area of the Data Portal as
Receiver of data assets for submission.

Interactive Report Viewer

The Interactive Report Viewer role will be assigned to those users
with a need to report on the Indigenous Health Data submitted
through the Data Portal.

This role may be assigned to users from the AIHW who will
monitor the data asset submission progress of Health Services
during reporting rounds by using QLIK management reports.

System Administration Roles

User Administrator (the
AIHW)

The User Administrator role will be assigned to an individual(s)
within the AIHW.

The User Administrator is responsible for the management of
user profiles within the AIHW. The User Administrator can add
and remove roles to and from users within the AIHW as required.

The initial User Administrator role within the AIHW will be
assigned by a Health User Administrator. Subsequent User
Administrator roles can then be assigned by the original AIHW
User Administrator.
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Data Portal Statuses

In the Health Data Portal, a data asset can have a variety of statuses as it moves through the
IHDR data asset submission workflow process used by Health Services and the AIHW. The
statuses and their respective meanings are outlined below.

Status Description

Draft Submission When a Submission Uploader in the Health Service
commences the process of submitting a data asset in
the Data Portal, the data asset will automatically be set
to the status of Draft Submission.

For a direct load data asset, the status is automatically
set to Draft Submission when the data asset is
uploaded to the Data Portal from the Health Service’s
CIS.

For a manual submission data asset, the status is set
once the data asset is created and saved.

If a data asset is saved but not sent to the next stage of
the data asset submission workflow, its status will
remain at Draft Submission until another action is
selected.

Submission Ready for Review When the Submission Uploader selects the action
Request Review, the data asset will be given the status
of Submission Ready for Review.

The data asset can then be reviewed by the Submission
Reviewer in the Health Service as required.

Once the Submission Reviewer has reviewed the data
asset, they can set it to one of the following statuses
depending on what is required and what their Data
Portal access allows them to do:

e Submission Revision Required
e Submission Ready for Approval
e Interim Submitted

e Submission Approved.

Submission Revision Required If a data asset is returned to the Submission Uploader
for revision, its status will be set to Submission Revision
Required through the selection of the Revision Required
action by either the Submission Reviewer or the
Submission Approver.

The Submission Uploader will then make the required
changes to the data asset and send it off for
review/approval again.

Submission Ready for Approval | When a data asset is reviewed and deemed ready for
approval, the action Request Approval is selected.

This sets the data asset’s status to Submission Ready
for Approval and sends the data asset to the Health
Service’s Submission Approver (usually the CEO) for
approval.
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Status Description

Submission Approved When the Submission Approver reviews a data asset
and decides it can be approved, they select the
Approve for Submission action. This sets the data
asset’s status to Submission Approved and sends the
data asset to the AIHW (nKPI and OSR) or Health
(HCP) for processing.

Ready for Processing When a data asset has been approved for submission, it
goes to the AIHW for processing.

Once the AIHW reviews the data asset and is happy
with the content of the data asset and the associated
form, they will set the asset’s status to Ready for
Processing to let the applicable Health Service know
they are processing this particular data asset.

Processed When the data asset has been processed as required
by the AIHW, they will select the Process action which
sets the data asset to the status of Processed.

A data asset will also be set to the status of Processed
when the Health Service Submission Approver gives
final approval of the data asset as part of Interim
Processing.

The processing of the data asset in the Data Portal is
now complete and the applicable Health Service will be
notified by email.

Interim Submitted Once the Submission Reviewer has reviewed a data
asset and is happy with it, they can send it on to the
Submission Approver as part of the normal submission
workflow process or, they can send it to the AIHW as
part of Interim Processing. This is done by selecting the
action Request Interim Processing.

Interim Processing allows the Health Service to send
the data asset to the AIHW for processing prior to it
going to their CEO for approval. This means the CEO
will only have to approve the data asset once, after all
required changes have been made, rather than
potentially needing to approve it several times as part of
the standard submission workflow process.

When a data asset is sent to the AIHW as part of
Interim Processing, it will have the status of Interim
Submitted.

Ready for Interim Processing When a data asset is sent for Interim Processing by the
Health Service's Submission Reviewer, it goes to the
AIHW for processing.

Before the AIHW reviews the data asset and the
associated form, they will set the asset’s status to
Ready for Interim Processing to let the applicable
Health Service know they are processing this particular
data asset.

Submission Ready for Final When the AIHW reviews and processes a data asset as
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Status Description

Review part of Interim Processing and is happy for the data
asset to be sent back to the Health Service for CEO
approval, they will select the action Reqguest Review.

This sends the data asset back to the Health Service's
Submission Reviewer and sets the status of the data
asset to Submission Ready for Final Review. The
Submission Reviewer can then action the data asset as

required.
Submission Ready for Final When the Submission Reviewer sends the data asset
Approval that has been through Interim Processing to the Health

Service's Submission Approver for approval, it will be
set to the status of Submission Readly for Final
Approval,

The Submission Approver can then approve the data
asset, which sets the data asset to the status of

Processed.
Submission Returned to Once a data asset has been approved by the Health
Uploader Service approver and sent to the AIHW for processing

(or it has been sent to the AIHW by the Submission
Reviewer as part of Interim Processing) the AIHW can
send it back to the Health Service for revision at any
stage by selecting the Return to Uploader action.

This will set the status of the data asset to Submission
Returned to Uploader and will initiate the exception
reporting process.

@ A data asset can also be set to Submission
Returned to Uploader if the Health Service has sent the
data asset to the AIHW in error and asks them to send
the data asset back to them.

Removed Draft Submission If a data asset has been created by the Submission
Uploader but the action Remove Data Asset is selected
prior to the asset being sent to the next step in the
process (for review or approval) the data asset’s status
will be set to Removed Draft Submission and the data
asset will be removed from view.

Removed Submission If a submitted data asset has been sent back to the
Submission Uploader for revision by the AIHW and the
uploader then decides to select the action Remove Data
Asset, the data asset’s status will be set to Removed
Submission and the data asset will be removed from
view.

Reporting Round Statuses Pending A reporting round will have the status of
Pending until the reporting round start
date has been reached.

Open This Pending status will automatically
change to Open when the reporting round
start date is reached.

When the reporting round is set to Open,
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Status

Description

Health Services can submit data assets
through the Data Portal.

Closed

The status of the reporting round will
automatically change to Closed on the
reporting round end date.

When the reporting round is set to Closed,
data assets can no longer be submitted
through the Data Portal for that reporting
round.

v0.1
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Register for the Health Data Portal

Before AIHW staff members can perform any tasks in the Data Portal, they will need to be
registered in the Data Portal. While the majority of users should already be registered for the
Data Portal, there will always be new AIHW members who need to be registered and need
assistance with the registration process.

Before they can register for the Data Portal, AIHW users must have registered for myGovID.
This is a secure login that identifies users when using participating government online services,
such as the Data Portal. Once a user has a myGovID and has had their myGovID linked to the
Health Service in the RAM, they can register in the Data Portal. For more information on how to
register for myGovID, see Registering for myGovID.

The following procedure is used to register for the Health Data Portal as an AIHW user.
1.  Open the Health Data Portal through the Health Data Portal link.
The Data Portal Registration and Log In screen will display.

= [DATA|PORTAL

Department of Health

Welcome to the Health Data Portal

The Health Data Portal allows Health staff to easily publish reports for public

consumption or exchange data and other files with authenticated individuals, # L -
businesses and other government agencies through a web site. 0g

Please see the 'Health Data Portal Project’ for more information. .
SRegister

View Public Data

Health Statistics and Data Requests  User Support

Requesting Health Statistics and Data User guides and frequently asked guestions have besn

) B i provided in the links below.
Where Health and Aged Care data is not available publicly,

the data can be requested, or for approved requestors.

User Hel
accessed directly. p

The release and use of health statistics and data for
approved health research is bound by privacy. confidentiality
and secrecy provisions in relevant legislation.

Frequently Asked Questions (FAQS)

Maore information about how to request data is available on

the 'Requesting Health Statistics and Data’ page. Indigenous Health specific information about the Health

Data Portal, including Fact Sheets and links to the monthly
Flease see the 'Public Health and Aged Care Data' page for e-newsletters, are available at the health Data
further information. Portal Webpage

&Register

2. From the Data Portal Registration and Log In screen, select
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The Data Portal Authentication screen will display.

Australin;l’z-u;;:rnment Dm PO H | Al_

Department of Health

(¢ Registration

n Authentication * Mandstory field Authentication

2  Confirm Details

3 Contact Inf i Tao register for the Health Data Portal, you must have a valid myGoviD
ontact Information

Note: As of March 30 2020, you must use myGovlD to access the Health Data Portal.

If you do not have a myGovID you will need to register for one at Register for myGovID. Then, your Principal Autherity must link your
myGovlD fo your organisation using Relationship Authorisation Manager (RAM). Once this is done, you can then register for the Health
Data Portal.

4  Nominate Folder and Terms & Conditions

5 Complete If you do have a MyGovID and have been linked to your organisation through the RAM, please click Next to proceed

=

This screen confirms you need to have a valid myGovID to be able to register for the Data
Portal.

@ If you don’t have a valid myGovID, select and follow Registering for myGovID to
register for myGovID.

3. To continue registration, select .

The Health Authentication Gateway screen will display.
ustralian Government Health Authentication Gateway

Department of Health

Select an identity provider

Which credential would you like to use?

I:' Remember my selection

myGovID VANguard FAS myGov

Try myGovID, a new way to login. Federated Authentication Service enables a Authenticate using your existing myGov account.
person’s existing network login to be used as a

myGovlD is different to myGov. Using myGovID single sign-on. A simple and secure way to access government

and Relationship Authorisation Manager (RAM) online services.

together is a simpler and more secure way to log You will not need to re-enter a password when

in. accessing government online services Login with myGov
o o my Login with VANguard FAS
Login with Gov

4. To continue, select |
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The myGovID screen will display.

Get the myGovID app
Prove who you are and get a code to login with the myGoviD app.
Download the app now to get started.

[ App

What's next?
, F\ ‘ 1. Download the app

2. Prove who you are

\ o’ 3. Come back and login

Already have the myGovID app?
Login with your myGoviD email to continue.

myGovlD emai

M Remember me

5. Inthe myGovID screen, enter your myGovID email address in the myGovID email field at
the bottom of the screen.

6. To continue, select .

@ If your myGovlID is linked to more than one organisation, select the organisation you wish
to register under and then select Continue.

7. Enter the 4 digit code that appears into the applicable fields that have appeared on your
smart phone.

The Data Portal Confirm Details screen will display.

(£ Registration

1 Authentication * Mandstory field Confirm Details

Confirm Details

3  Contact Information

Please confirm your AUSkey details, certify below and click Next to proceed.

If any of the information is incorrect, click Cancel. Please return to once you have obtained the correct AUSkey

4  Nominate Folder and Terms & Conditions

First Name

5 Complete

Last Name

ABN

Organisation

* | certify that the information above is true and correct

8. Check to ensure the detalils listed for you (first name, last name, ABN and organisation)
are correct:

9. If your details are correct, select the | certify that the information above is true and

correct check box at the bottom of the screen and select .
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@ If your details are incorrect, select at the bottom of the screen and restart the
registration process with the correct myGovID.

The Data Portal Contact Information screen will display.

(£ Registration

1 Authentication * Mandatory field Contact Information

2  Confirm Details

Contact Inf i Please provide contact details below and click Next to proceed.

ontact Information
4  Nominate Folder and Terms & Conditions Contact Number 1 _ Choose type —
5 Complete Contact Number 2 _ Choose type —

‘Your email address *

corc =3

10. Inthe Contact Number 1 field, select and select Office.
11. In the blank field next to Contact Number 1, enter a contact phone number.

12. Inthe Your email address field, enter in a contact email address. This is a mandatory
field.

@ You don’t have to enter in a second contact number.

13. To continue, select s |

The Data Portal Nominate Folder and Terms and Conditions screen will display.

(£ Registration

1 Authentication * Mandatory field Nominate Folder

2 Confirm Details

3 ContactInf i Plzase nominate your folder below, accept the terms & conditions and click Next to finalise your registration.
onta Information

MNominate Folder and Terms & Conditions Nominate Folder * - Choose a folder —

5 Complete .
Terms and Conditions

TERMS OF USE

Welcome to the Health Data Portal (dataportal health.gov.au). As condition of Your use of the secure area (which requires users to log in
for access) of the Health Data Portal You must agree to these Terms of Use.

In these Terms of Use, the terms “You" and "Your™ refer to the user of the Health Data Portal.

The Commonwealth of Australia as represented by the Department of Health (the ‘Department’) may at its discretion update these Terms
of Use. By continuing to use the Health Data Portal, You accept the Terms of Use as they apply from time to time

YOUR OBLIGATIONS
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14. Inthe Nominate Folder field, select and select Indigenous Health from the drop
down list.

15. Select the | accept the terms and conditions listed above check box at the bottom of
the screen.

16. To continue, select .

The Data Portal Complete screen will display.

(" Registration

1  Authentication * Mandatory field Com plete

2  Confirm Details

3 Contact Inf i You have successfully registered. A notification has been sent to your nominated email address confirming your registration
ontact Information

4  MNominate Folder and Terms & Conditions
Please contact your organisation’s User Administrator(s) (see below) to obtain privileges. before attempting to log in. A notification has
been sent to your organisation's User Administrator(s) about your registration

Complete
P To perform functions and view information within the system you will need to be assigned privileges by your organisation's
User Administrator(s).

Organisation:

User Administrators:

Before completing the process, note the name of your User Administrator(s) in the User
Administrators fields in case you need to contact them.

17. To complete the registration process, select .
You have now successfully registered for the Data Portal.

Your User Administrator will receive an email informing them they need to finalise your profile
(including assigning you the applicable Data Portal roles) so you can use the Data Portal.
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Log in to the Health Data Portal

Once an AIHW user has registered for the Data Portal, and their user profile has been
completed by their User Administrator (for more information see Manage User Records (User
Administrators) later in this guide) they can log in to the Data Portal.

In order for a user to be able to perform tasks in the Data Portal, their User Administrator needs
to have assigned them roles and folders first. If a user logs in to the Data Portal and can’t see
any buttons on the right hand side of the screen or folders on the bottom left hand side of the
screen, they will need to contact their User Administrator and ask them to update their profile as
required.

The following procedure is used to log in to the Health Data Portal as an AIHW user.
1.  Open the Data Portal through the Health Data Portal link.
The Data Portal Registration and Log In screen will display.

wme  [DATA|PORTAL

Department of Health

Welcome to the Health Data Portal

The Health Data Portal allows Health staff to easily publish reports for public

consumption or exchange data and ether files with authenticated individuals, & Logi
businesses and other government agencies through a web site. G

Please see the "Health Data Portal Project’ for more information. .
“&Register

View Public Data

Health Statistics and Data Requests  User Support

Requesting Health Statistics and Data User guides and frequently asked questions have been

, provided in the links below.
Where Health and Aged Care data is not available publicly,

the data can be requested, or for approved requestors,

User Hel
accessed directly. P

The release and use of health statistics and data for
approved health research is bound by privacy, confidentiality
and secrecy provisions in relevant legislation

Frequently Asked Questions (FAQs)

More information about how to request data is available on

the '‘Requesting Health Statistics and Data’ page. Indigenous Health specific information about the Health

Data Portal, including Fact Sheets and links to the monthly
Please see the 'Public Health and Aged Care Data' page for e-newsletters, are available at the health Data
further information. Portal Webpage

2. From the Data Portal Registration and Log In screen, select .
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The Health Authentication Gateway screen will display.
Wi Australian Government Health Authentication Gateway

“ Department of Health

Select an identity provider

Which credential would you like to use?

I:I Remember my selection

myGovID VANguard FAS myGov

Try myGovID, a new way to login Federated Authentication Service enables a Authenticate using your existing myGov account
person’s existing network login to be used as a

myGovlD is different to myGov. Using myGovID single sign-on. A simple and secure way to access government

and Relationship Authorisation Manager (RAM) online services.

together is a simpler and more secure way to log You will not need to re-enter a password when

in. accessing government online services Login with myGov
N o my Login with VANguard FAS
Login with Gov

3. To continue, select

The myGovID screen will display.

Get the myGovID app
Prove who you are and get a code to login with the myGovID app.
Download the app now to get started.

& Zpp Store

What's next?

’ - 1. Download the app

‘ ‘ Q ' ) 2. Prove who you are
\ o’ 3. Come back and login

Already have the myGovID app?
Login with your myGoviD email to continue.

_

. Remember me Cancel

4. Inthe myGovID screen, enter your myGovID email address in the myGovID email field at
the bottom of the screen.

5. To continue, select .

@ If your myGovlID is linked to more than one organisation, select the organisation you wish
to register under and then select Continue.

6. Enter the 4 digit code that appears into the applicable fields that have appeared on your
smart phone.
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The Data Portal Home screen will display and you can now complete your tasks in the Data
Portal as required.

. TRAINING ENVIRONMENT

i

[ DATA|PORTAL

Department of Health

n ~ New ~ Manage ~ Reports Search for Data Assets. m e

Folders Data Assets for Indigenous Health > nKPI =

~ Indigenous Health Status & Organisation ¢ Title ¢ Last Modified &
@ Processed ALBURY WODONGAABORIGINAL B2G - NKPI - Albury Wodonga Health Service 23/0ct/2020 15:17
OSR HEALTH SERVICE INCORPORATED
HCP Submission Retumed to Culcaim Health Service B2G - nKPI - Culcairn Health Service - 20/0ct/2020 16:21

* Health Workforce Uploader 20200612

¥ AGPT program Ready for Interim Coogera Aboriginal Health Service NKPI - Coogera Aboriginal Health Service - 19/0ct/2020 16:21

* Acceptance Verification Testing Processing 20201019

» Medical Benefits Schedule Ready for Processing Culcairn Health Service NKPI - Culcairn Health Service - 20201007 19/0ct/2020 14:06

Processed WA Country Health Service - Great MDW Retest Exclusions 15/0ct/2020 11:34

Southern Aboriginal Health Service
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Introduction to the Data Portal Home screen

AIHW Data Portal users will need to become familiar with the Data Portal Home screen. Users
such as Data Receivers will use the Data Portal Home screen to perform a variety of functions
in the Data Portal.

The Data Portal Home screen will be accessed at various times during the data asset
submission workflow process, and allows users to navigate to a variety of different screens
within the Data Portal.

Upon logging in to the Data Portal, users will arrive at the Data Portal Home screen. Users will
use this screen to navigate through to a variety of different areas of the Data Portal.

The following procedures are used to navigate around the Data Portal Home screen.

& Stuart Dunn *

s [DATA|PORTAL 1

Department of Health

n * New ~ Manage ~ Reports 2 Search for Data Assefs... m I
—
Folders Data Assets for Indigenous Health > OSR =
T Indigenous Health Status ¢ Organisation & 3 Title & Last Modified &
LR Submission Approved GUNDITJMARA ABORIGINAL CO- OSR - GUNDITJMARA ABORIGINAL CO-OP 01/Julf2020 15:22
HCP oP - 20200701
R Ready for Processing WIRRAKA MAYA HEALTH SERVICE ~ OSR - WIRRAKA MAYA HEALTH SERVICE 26/Jun/2020 15:18
¥ Health Workforce ABORIGINAL CORPORATION ABORIGINAL CORPORATION - 20200626
* AGPT program Processed Tullawon Health Service Incorporated = OSR - Tullawon Health Service Incorporated - 22/Jun/2020 15:38
¥ Acceptance Verification Testing 20200617
* Medical Benefits Schedule Submission Returned to Gladstone Region Aboriginal and AH - Previous Current Testing - 20200416 17/Jun/2020 10:22
Uploader Islander Community Controlled
Health Service Ltd
Draft Submission Departmental Internal Staff Test 20200610 -1 10/Jun/2020 17:33
Submission Ready For Deparimental Internal Staff TVT Release 5.05.00 10/Jun/2020 11:57
L L

The Data Portal Home screen is divided into three sections:
1. Header

2, Search and Action, and

3. Data Assets.

The Header Section (1)

e [DATA|PORTAL

Department of Health

The Header section is where you can access your user profile to either update your existing
profile or request the creation of a new profile in a Health Service if you need to provide a
particular Health Service with assistance, for example.

1.  To manage your user profile, select k4 next to your name in the top right hand corner of
the screen.

The following options are available from the drop down next to your name:

o |§ Manage My User Profile|.

Allows you to edit your contact details.

° & My User Profiles : Allows you to request a new profile in a Health Service, switch

between profiles and set a different default profile if you have more than one.
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Request New Profile

° : Allows you to request a new profile in a Health Service if

needed.

|
o [OLogOff : Logs you off from your current session of the Data Portal.

The Header section also contains the Department of Health’s crest, which will take you to the
Department of Health’s website when you select it.

The Search and Action Section (2)
h ~New  ~Manage ~Repors| Actions Search Search for Data Assels... m I|

The Search and Action section is divided into two areas — Search (right-hand side) and Action
(left-hand side).

The Search area allows you to search for particular data assets in the Data Portal that have
been submitted by Health Services. Search results appear in the Data Assets section at the
bottom of the screen.

To conduct a data asset search in the Data Portal:
1.  Enter a keyword(s) in the Search for Data Assets... field.

2. To refine the search further, select next to the Search for Data Assets... field and
select the check box relating to either the appropriate submission status for the data
asset(s) being searched for (for example, Submission Approved) or the state the Health
Service that owns the data asset belongs to.

Advanced Search Options Reset m
Submission status Publication status
! (Select All) (Select All)
+| Draft Submission | Draft Publication
¥ Submission Ready For Review ¥ Ready for Review
+| Submission Ready For Approval ¥ Ready for Approval
+| Submission Approved + | Approved for Future Publication
+| Ready for Processing + | Published

¥ Processed ¥ | Revision Required

¥ Submission Revision Required Retired

¥ Submission Retuned to Uploader Removed Publication
Removed Submission Removed Draft Publication
Removed Draft Submission

+ Interim Submitted State

+| Ready for Interim Processing ¥ (Select All)
+ | Submission Ready for Final Review ¥ ACT
~ | Submission Ready for Final Approval « NSW
¥| NT
Shared Data Assets v a
Include only shared Data Assets ¥| SA
® Exclude shared Data Assets ¥| TAS

3. To run your search, select I:I

A list of data assets matching your search parameters will display and the Filtered label will also
display, informing you that you have filtered the view by criteria such as a Submission status or
State.
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& Stuart Dunn =

i Govermes DATA |PORTAL

Department of Health

n * New ~ Manage ~ Reports Search for Data Assets. m
Folders w Data Assets for Indigenous Health > OSR © ClearFilters | =
¥ Indigenous Health Status ¢ Organisation % Title ¢ Last Modified

@ Ready for Processing WIRRAKA MAYA HEALTH SERVICE ~ OSR - WIRRAKA MAYA HEALTH SERVICE 26/Jun/2020 15:18
kPl ABORIGINAL CORPORATION ABORIGINAL CORPORATION - 20200626
C Ready for Processing Arche Health Limited B2G - OSR - Arche Health Limited 16/Jul/2019 13:55

¥ Health Workiorce

Ready for Processing Dubbo Regional Aboriginal Medical Submission created from Dubbo 01/Julr2019 10:45
» AGPT program Service
PA it Verification Testi

SN B S Ready for Processing AUSTRALIAN INSTITUTE OF Test submission with missing field 26/Jun/2019 10:38

* Medical Benefits Schedule HEALTH AND WELFARE

Ready for Processing DEPARTMENT OF HEALTH B2G - OSR - DEPARTMENT OF HEALTH - 19/May/2018 22:55

20180519-221326
Ready for Processing DEPARTMENT OF HEALTH B2G - OSR - DEPARTMENT OF HEALTH - 19/May/2018 12:56

20180519-121604

i. To clear your search results, remove filters and display all data assets again, select
in the Search for Data Assets... field.

ii. To resetthe check boxes under Advanced Search Options, select .

The Action area of the Search and Action section contains a series of options that perform
different Data Portal functions.

@ You will only see the options that relate to the functions you have access to. For example, if
you can'’t create or update user records in the Data Portal, you won’t see the Manage > Users
option.

The following is a list of options available in the Data Portal and the functions they perform:

Ll Interactive Reports|

: This option takes you to the QLIK Management Reports where you
can view and filter important information regarding Health Services and their
involvement in the data asset submission workflow.

s

+ Asset for Publication

° : This allows you to publish reporting data in the Data Portal to be
viewed and downloaded by all those users with the required access (not yet in use).

lﬂl

_i Manage Users
. Allows AIHW User Administrators to create new user profiles for
themselves or other AIHW users, or edit existing user profiles.

The Actions area also contains the I:I button, which allows users to navigate back to the
Home screen from any screen within the Data Portal.
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The Data Assets Section (3)

Folders Data Assets for Indigenous Health > nKPI =
™ Indigenous Health Status + Organisation ¥ Title = Last Modified %
@ Draft Submission Departmental Internal Staff dsfsd 07/Nowi2018 11:36
HCP
Submission Returned to TEST Org with ABN 12300000108 sz test nKPI data asset submit 07/Now/2018 10:45
OsR Uploader
AutomationTestingG
NS e Submission Approved PVT Test5.0.0 test create NKP| data asset 06112018 06/Novi2018 17:05
¥ Health Workforce
. Ready for Processing Ampilatwatja Health Centre Aboriginal =~ B2G - Ampilatwatja Health Care Aboriginal 06/Now/i2018 15:16
Qlik PHN - NSW - Central and Eastern Syt Corp Corp - 20180927
* Primary Healthcare
. . Ready for Interim Ampilatwatja Health Centre Aboriginal =~ B2G - nKPI - Ampilawatja Health Centre 06/Now/i2016 14:07
* Hearing Services Processing Corp
Testing Grouping Level 1
. i Submission Returned to Anyinginyi Health Aboriginal test 06/Now/i2018 13:15
¥ Testing 2 Grouping Level 1 Uploader Corporation
¥ Medical Benefits Schedul
e it Processed Utju Medical Service TEST 06/Nov/2018 12:17

The Data Assets section of the Data Portal Home screen is divided into two areas — The Folders
area (left-hand side) and the Data Assets list area (right-hand side).

The Folders area on the left hand side of the screen displays the folders you have access to
along with the folder you currently have selected (highlighted in blue). The folder you have
selected determines the data assets that display in the Data Assets area on the right hand side
of the screen.

To browse folders:
1.  Select the folder's name (i.e. nKPI or OSR).

The data assets in the chosen folder will appear in the Data Assets list on the right-hand side of

the screen.

= [DATA|PORTAL

Department of Health

n * New ~ Manage ~ Reports Search for Data Assels... (<] m 0

iFolderS Filtered Data Assets for Indigenous Health > OSR © Clear Filters =
¥ Indigenous Health Status & Organisation & Title & Last Modified £
OSR Ready for Processing WIRRAKA MAYA HEALTH SERVICE ~ OSR - WIRRAKA MAYA HEALTH SERVICE 26/Jun/2020 15:18
kPl ABORIGINAL CORPORATION ABORIGINAL CORPORATION - 20200626
(ilEP Ready for Processing Arche Health Limited B2G - OSR - Arche Health Limited 16/Julf2019 13:55
Ready for Processing Dubbo Regional Aboriginal Medical Submission created from Dubbo 01/Julr2019 10:45
Service
Ready for Processing AUSTRALIAN INSTITUTE OF Test submission with missing field 26/Jun/2019 10:38
HEALTH AND WELFARE
Ready for Processing DEPARTMENT OF HEALTH B2G - OSR - DEPARTMENT OF HEALTH - 19/May/2018 22:55
20180519-221326
Ready for Processing DEPARTMENT OF HEALTH B2G - OSR - DEPARTMENT OF HEALTH - 19/May/2018 12:56

@ If required, you can select E next to a folder to open it up and examine its sub-folders.

2. To view data assets for all folders, select E and select Hide Folders.
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The Data Assets section of the screen will update to display a list of all the data assets you
have access to, across all folders.

DATA PORTAL

Australian Government

Department of Health
n v New  ~ Manage v Reporis Search for Data Assets... (] m (2]
'
[l Data Assets © ClearFilters | M =
Status ¢ Organisation & Title ¢ Last Modified & Folder &

WIRRAKA MAYA HEALTH SERVICE
ABORIGINAL CORPORATION

OSR - WIRRAKA MAYA HEALTH
SERVICE ABORIGINAL
CORPORATION - 20200626

Ready for Processing 26/Jun/2020 15:18 Indigenous Health

= OSR

Ready for Processing

Ferntree Gully Health Service B2G - nKPI - Ferntree Gully Health

21/Jan/2020 10:57

Indigenous Health

Service = nKPI
Ready for Processing Camarvon Medical Service Aboriginal Data Asset for Branch Demonstration - 04/Decf2019 10:52 Indigenous Health
Corporation February 20 = nKPI

Ready for Processing Bidgerdii Aboriginal & Torres Strait Training asset for Hannah (AIHW) 17/Juli2019 13:43 Indigenous Health

Islanders Corp Com Service Central Qld = nKPI

Ready for Processing CARBAL ABORIGINAL AND TORRES Bec's trial asset - testing validation rules 17/uli2019 12:08 Indigenous Health
STRAIT ISLANDER HEALTH = nKPI

SERVICES1TD

In this view, if required, you can add the State column to the Data asset list area and then sort
your data assets by state.

3. Todo this, select @ and select the State check box from the list that displays.

4.  Click anywhere on the screen to remove the Show / Hide Columns drop down list.

The Data Assets list will update to display the State column and you can now sort your data
assets by state as required.

e [DATA|PORTAL

Department of Health

Search for Data Assets

n = New = Manage = Reports

-

° i ©

Filtered QCIERHE0S © Clear Filters m =
Status 2 Organisation ¢ Title ¢ Last Modified & Folder 2 State ¢
Ready for Processing WIRRAKA MAYA HEALTH OSR - WIRRAKA MAYA HEALTH 26/Junf2020 15:18 Indigenous Health WA
SERVICE ABORIGINAL SERVICE ABORIGINAL - 0S8R
CORPORATION CORPORATION - 20200626
Ready for Processing Femtree Gully Health Service B2G - nKPI - Ferntree Gully Health 21/Janf2020 10:57 Indigenous Health vic
Service = nKPI
Ready for Processing Carnarvon Medical Service Data Asset for Branch 04/Decf2019 10:52 Indigenous Health NSW
Aboriginal Corperation Demonstration - February 20 = nkKPI
Ready for Processing Bidgerdii Aboriginal & Torres Strait Training asset for Hannah (AIHW) 17/Jul/2019 13:43 Indigenous Health QLbp
Islanders Corp Com Service Central = nKPI
Qld
Ready for Processing CARBAL ABORIGINAL AND Bec's trial asset - testing validation 17/Jul/2019 12:08 Indigenous Health qaLp
5.  Toreturn to the previous view, select E again and select Show Folders.
The Data Assets list area displays the data assets that you are currently viewing.
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There are several actions users can take when viewing data assets:

To view the details of a data asset, select the data asset in the list. This will take you
to the Data Assets Details screen.

To sort the displayed list of data assets in a particular order, select the required
column heading. The list can be sorted according to (Date) Last Modified, Status,
Data Period or Title.

If more than one page of data assets is available, select the desired page number, or
the forward or back button at the bottom of the screen to view more data assets
= 11]l2(3]|4|5]=

v0.1
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Introduction to the nKPI/OSR form

With extra features and functions recently added to the nKPI/OSR form in the Data Portal, there
are now several different tasks available within these forms that will assist you when reviewing
Health Service data in the forms.

@ The screenshot below displays the nKPI form but each of the form sections detailed below
are also present in the OSR form.

= New = Manage ~ Reports

2]
ALBURY WODONGA ABORIGINAL HEALTH SERVICE INCORPORATED
NKPI - ALBURY WODONGA ABORIGINAL HEALTH SERVICE INC... 4 %

InpiGENOUS HealTh - NKPI
101/JurL/2020 To 16/Auc/2020

€ Submission Data
=

P101: BIRTH WEIGHT -
T 'l Pl12: Body Mass Index
WEIGHT RESULT

(3 Notifications

Internal validation 6
| Indigenous regular clients who are classified as overweight or obese

For BMI recorded in the previous 24 menths
Male; Row: 25 - 34 years; the sum of

= Overweight (BMI ==25 & < 30)
Overweight (Value=47)
PI05: HBA1C RECORDED AND (BMI >=25 & < 30) + Obese (BMI >= 30} {Value=0)
PI06: HBA1C RESULT should be less than
25 - 34 years = Total clients with BMI recorded

(Value=4T7)

Please confirm your data is correct or, if
necessary, amend your data

P103: HEALTH ASSESSMENTS
BMI recorded in the previous 24 months

P104: CHILD IMMUNISATION

PI07: CHRONIC DISEASE
MANAGEMENT PLAN

P109: SMOKING STATUS 35- 44 years

RECORDED AND PH0:
SMOKING STATUS RESULT

07/Augi2020 11:48
45 - 54 years

PI11: SMOKING STATUS A Data are correct

RESULT OF WOMEN WHO
GAVE BIRTH

55 - 64 years 1 Values are correct as stated

& Stuart Dunn | ALBURY WODONGA
ABORIGINAL HEALTH SERVICE
INCORPORATED | 07/Augf2020 11:48

Pl112: BODY MASS INDEX 65 years and older

PI13: FIRST ANTENATAL CARE
VISIT

Internal validation

For BMI recorded in the previous 24 menths
Male; Row: 35 - 44 years; the sum of

+ Overweight (BMI >=25 & < 30)
PI15: IMMUNISED AGAINST (Value=54)
INFLUENZA - CLIENTS WITH + Obese (BMI == 30} (Value=0)
CHRONIC DISEASE

Total males
PI14: IMMUNISED AGAINST

INFLUENZA 6+ MONTHS

BMI recorded in the previous 24 months

PI16: ALCOHOL CONSUMPTION Overweight
RECORDED Female (BMI ==25 & < 30) Obese (BMI == 30) Total clients with BMI recorded

1. Cancel and go back to overview

- Allows you to quickly navigate away from the nKPI/OSR form and back to the Data Asset
Details screen.

2. The Indicators/Tabs List

ORDED D PIO
P10
0 D 0
0 ORDED D
P06
0 RO D
0 0
ORDED D 0
OKI R
DKl
O O 0

PI12: BODY MASS INDEX
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Allows you to move through the different sections of the nKPI/OSR form by selecting the
tab/section you wish to review on from the left-hand side of the screen.

A n will display on any tabs containing Health Service responses to data validation flags, that
you need to addressed.

This section can be hidden if needed by selecting at the bottom of the tabs. The section can
then be reopened when needed by selecting , now at the top of the form.

3. Main Form Window

PI12: Body Mass Index

Indigenous regular clients who are classified as overweight or obese

BMI recorded in the previous 24 months

Overweight
Male (BMI >=25 & < 30) Obese (BMI >= 30) Total clients with BMI recorded
25 - 34 years A7 0 47
35 - 44 years 15 26 54
45 - 54 years 12 21 56
55 - 64 years 11 10 29
65 years and older 3 3 7

87 60 1983
Total males

45% 31%

This section of the screen contains the data entry cells for the indicator/tab that has been
selected on the left-hand side of the form. This is where all data is entered by Health Service
users in the nKPI/OSR form.

4. Open notifications - Some comments require action buttons

If there are any user responses to data validation flags that need to be addressed in a particular

indicator/section of the nKPI/OSR form, i will display in the blue Submission Data bar in the
top right-hand corner of the form.

If there are any user entered comments that have been added to the indicator/section by the

Health Service, will display in the blue Submission Data bar in the top right-hand corner of
the form.

To view a user’s response to a validation flag or a user entered comment in the Notifications
Tray, simply select the applicable button.

5. The Options Menu

[ ]

The Options Menu has been added to the blue Submission Data bar in the top right-hand corner
of the nKPI/OSR form, to group the functions that have recently been added to the form.

The functions available through the Options Menu are:

o D SummaryView _ pisplays all indicators/sections of the form on the one screen so the
whole form can be printed if needed.

e % Populate emply cells with zeros - Adds zeros to any empty cells in the selected
indicator/section (Health Service use only).
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e 'O Claralicells - Clears all data that has been entered into the cells in the selected
indicator/section (Health Service use only).

. Expand all tabs - Allows you to open all the indicators/sections when in Summary View.

o @ Collapsealltabs _ Allows you to collapse all the indicators/sections when in Summary
View.

6.The Notifications Tray

All Health Service responses to data validation flags and additional user comments in the nKPI
and OSR forms are displayed in a Notifications Tray.

@ To open the Notifications Tray if it doesn’t display by default in the form, select either n or
in the blue Submission Data bar in the top right=hand corner of the screen.

Notifications + New o

Internal validation A

For BMI recorded in the
previous 24 months Male; Row: ~
35 - 44 years; the sum of
+ Ovenweight (BMI
==25 & < 30)
(Value=54)
+ Obese (BMI == 30)
(Value=0)
should be less than
+ Total clients with =
— o W
1142019 13-01

e To dock the tray at the bottom of the indicator/section or undock it so you can move it
around the screen, select

¢ To add a new comment, select .

e To search for a particular validation flag response/user comment, or to show
completed comments in the tray, select =,

e Torespond to a user data validation flag response or new comment, hover your mouse
pointer to the right of the title so the available buttons display, and then select ®.

e To view any highlighted cells accompanying the flag response/comment, select '®’.

e To close the tray, select X.
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IHDR Data Asset Submission Workflow

Indigenous Health Data Reporting — Submission of a Data Asset Workflow Diagram

| Clinical System step

Health Data Portal steps

STEP 1 Health Service STEP 2 Submission Uploader i sTer3 Submission Reviewer STEP 4 Submission Approver
Becom -f}———Canactas ..~———Pp S -f}———Canactas ...——Ppp»
&S
Patient data
collected in clinical
systems will be
inputted into the Creates Reviews (optional) Approves
Data Portal
Y ) 4
(%]
8 Sent for Revi > Sent for Approva =
- — Inputted=——Jp!
E Health Records for
Q Manual Submission l€——S5ent back for revisionm—
(%) Inputted=————p
f. p- Data Asset Data Asset Data Asset
(¢} Sent back for revision
(<)) -
I p————=Sent for Approval
Health Records exported
as an XML file for
Automatic Submission Sent back for revision
Ready for Processing:
STEP 5 v Data Receiver Data Receiver
= s
T i
E S Processes the Data Asset? N A Data Assets used in Health Reports—3»| *
(V]
= nkPI, HCP, OSR
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IHDR Data Asset Submission (Health Services)

At the commencement of a reporting round, Health Services required to report on their health-
related data will be notified via email that the reporting round has commenced.

Each Health Service will then need to report on their nKPI and/or OSR data through the Data
Portal (depending on the reporting round that is open). Depending on the Clinical Information
System (CIS) they use to record their data, the Health Service can submit their data asset in the
Data Portal using either of the following two methods:

e Direct Load — an automatic data transfer from the Health Service’s CIS to the Data
Portal. The CIS’ capable of facilitating the direct load of data into the Data Portal are
Communicare, MMEX, Medical Director and Best Practice.

¢ Manual Submission — the Health Service will need to manually create the data asset
in the Data Portal and enter their aggregated clinical data into a blank form within this
data asset.

Automated Data Validation

As part of the creation and submission of data assets in the Data Portal by Health Services,
there will be automatic data validation run over the data that is either automatically submitted as
part of the direct load process or manually entered into the applicable form by the Submission
Uploader within the Health Service.

@ The nKPI data validation rules that will be run over the data in the Data Portal are based on
the existing user guide published by the AIHW.

The following data checks will occur in the Data Portal as part of the automated data validation
process:

e Mathematical check — the mathematical check data validation will ensure there are no
mistakes in any calculations in the data that has been transferred to the Data Portal in
the data file (for example, that there are no “numerator” values higher than the
“‘denominator” value). Any errors identified in an indicator by the mathematical check
will need to be resolved by the Health Service.

e Completeness check — the completeness check data validation will identify any blank
cells, either in the direct load data transfer or as part of manual submission, and will
ask the Health Service to validate whether or not there should be values in these cells,
and to ensure each cell has a value in it, even if it is zero. Any errors identified in an
indicator by the completeness check will need to be resolved by the Health Service.

e Year-to-year variance check (time trend validation) — the time trend validation
check will compare a Health Service’s data with their data from previous collection
periods. If there are significant differences in these figures from one period to the next,
this will be flagged as part of the validation process. For example, if a particular Health
Service is reporting that 100 babies were born during the current collection period but
only five were reported as being born in the previous period, this would be picked up
by the check as a potential data error due to the large discrepancy. Issues identified in
an indicator by the year-to-year variance check will need to be addressed by the
Health Service by either amending the value in question, if it is an error, or adding a
comment regarding the reason for the variance.
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Data Validation for Direct Load

For nKPI data assets that have been automatically created in the Data Portal via the direct load
process, if there are any errors/issues identified with the data as a result of data validation, all
users with the Submission Uploader role within the Health Service will receive an email notifying
them of the issues. The detail regarding the issues will also be inserted into the nKPI form within
the data asset as a flag against each of the indicators the validation errors/issues relate to. The
Submission Uploader can then amend the values in the nKPI form as part of updating the data
asset and submitting it to the next stage of the data asset submission workflow.

For more information, see Submit an IHDR Data Asset (Direct Load) later in this guide.

Data Validation for Manual Submission Data Assets

For nKPI data assets created in the Data Portal by Health Service users through the manual
submission process, users will be notified of errors/issues with their nKPI data as they enter the
data into the form they create as part of the data asset submission process. The Submission

Uploader will be notified of any issues when they select at the bottom of each
indicator/section and the Uploader can then amend the values as required as they complete the
nKPI form.

For more information, see Submit an IHDR Data Asset (Manual Process) later in this guide.

It is important to note the automated data validation process will occur whenever a change is
made to data in the nKPI form, and the change saved, at any stage of the data asset
submission workflow. For example, if a data asset is returned to the Submission Uploader for
amendment after being reviewed and the Submission Uploader changes a value in the form, the

data validation will run again when the Submission Uploader selects . If there is an
issue with the new value that has been entered, this will be identified as per the normal data
validation checks described earlier in this section of the guide.

Submit an IHDR Data Asset (Direct Load)

Health Services whose CIS’ (Best Practice, Communicare, Medical Director and MMEX) will
allow them to, will produce and review the required report in their CIS and then transfer this
report (containing aggregated clinical data) directly to the Data Portal as a data file. This is
known as direct load and automatically creates a draft data asset submission in the Data Portal,
containing the transferred data file as a dynamic form.

If there are any issues with the data at the time of the direct load, all Submission Uploaders
within the Health Service will receive an email informing them of these. The Health Service can
then log in to the Data Portal and address the data issues in the form within the data asset that
has been created as part of the direct load process, before submitting it for review and/or
approval as needed.

Once the Health Service Submission Uploader has updated the data in the form in the Data
Portal as needed and submitted the data asset to the next stage of the process, an automated
email will be sent to all staff within the Health Service that have been assigned the applicable
role in the Data Portal (Reviewer or Approver) notifying them the data asset has been
submitted to them for action. One of the Submission Reviewers or Submission Approvers within
the Health Service can then action the data asset as required.
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Submit an IHDR Data Asset (Manual Process)

A Health Service whose CIS will not automatically transfer data to the Data Portal will need to
manually create a data asset directly in the Data Portal.

Once the Health Service Submission Uploader has entered their data into the form contained
within the data asset and submitted the data asset to the next stage of the process, an
automated email will be sent to all staff within the Health Service that have been assigned the
applicable role in the Data Portal (reviewer or approver) notifying them the data asset has been
submitted to them for action. One of the Submission Reviewers or Submission Approvers within
the Health Service can now action the data asset as required.

Review an IHDR Data Asset Submission

When a data asset has been submitted for review by the Health Service user with the
Submission Uploader role, it can be reviewed in the Data Portal by anyone within that Health
Service with the Submission Reviewer role.

The Submission Reviewer will then review the data asset and its associated data file and either
send it to the CEO or their representative for approval or send it back to the Submission
Uploader for revision if changes need to be made.

Amend an IHDR Data Asset Submission

There may be times when the data asset is returned to the Health Service’s Submission
Uploader for amendment by the representative in the Health Service the data asset has been
sent to for review or approval in the Data Portal.

When it is returned for amendment, the data asset will have a status of Submission Revision
Required.

Once the Submission Uploader has made the required changes to the data contained within the
data asset, the data asset can either be sent back to the Submission Reviewer again for review
or sent straight on to the CEO or their representative for approval.

When this occurs, an automated email will be sent to all staff within the Health Service that
have been assigned the applicable role in the Data Portal (Reviewer or Approver) notifying them
the data asset has been submitted to them for action. One of the Submission Reviewers or
Submission Approvers within the Health Service can now action the data asset as required.

Approve an IHDR Data Asset Submission

A data asset can be approved by anyone within a Health Service with the Submission Approver
role in the Data Portal. Traditionally, the task of approval in a Health Service will be reserved for
the CEO or a representative. In smaller Health Services, the person approving the data asset
may also be the person who has reviewed and/or created the data asset.

Once the data asset has been approved by the CEO, it will be submitted to the AIHW for
processing in the Data Portal.
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Process an IHDR Data Asset Submission

Once a data asset has been approved by the Health Service’s CEO or their representative, it
will be sent to the AIHW (nKPI, OSR) for processing in the Data Portal in their role as the
external Data Receiver.

The first step of processing the data asset in the Data Portal is for the AIHW to review the data
asset to ensure the information contained within, specifically the clinical data in the attached
form, is complete and correct.

Once the AIHW has reviewed the data asset and the attached form and is comfortable with the
content, the data asset can be processed as complete in the Data Portal ready to be used in
any publications produced by the AIHW and/or the Department of Health as required.

Step 1 — Review the Data Asset

Once the AIHW has received an approved data asset from a Health Service, they will need to
review the data asset in the Data Portal to ensure it is ready to go to the next stage of the
process. In order for the data asset to be processed by the AIHW, it will need to have the status
of Submission Approved.

The following procedure is used to review a data asset in the Data Portal as a Data Receiver to
ensure it is ready for processing.

1.  Ensure you have logged in to the Data Portal and the Data Portal Home screen is
displayed.

2. From the Data Portal Home screen, search for the data asset to be processed.

@ For more information on how to search for a data asset, see The Search and Action
Section (2) of Introduction to the Data Portal Home Screen.

3. In the Data Assets section, select the data asset to be processed.

The Data Asset Details screen will display.

u ~ New = Manage ~ Reports
InpicEnous Heats - nKPI || ALBURY WODONGA ABORIGINAL HEALTH SERVICE INCORPORATED N
01/30n/2020 10 16/Aver2020 | NKPI - ALBURY WODONGA ABORIGINAL HEALTH SERVICE INCORPORATE... [l OpennkPiFom | ©
Asset Details Draft ) Ready For Review ) Ready For Approval Approved Ready for Processing Processed
Title * NKPI - ALBURY WODONGA ABORIGINAL HEALTH SERVICE INCORPORATED - 20200807
Description NKPI - ALBURY WODONGA ABORIGINAL HEALTH SERVICE INCORPORATED - 20200807
1
Submitted by Stuart Dunn
Organisation ALBURY WODONGA ABORIGINAL HEALTH SERVICE INCORPORATED
Date Submitted 07/Aug/2020
Folder * Folder ndigenous Health v
(This determines who in Health
receives the submission) Sub-Folder nKP v
Additional info
Reporting Round Reporting Period 01/Juli2020 to 16/Aug/2020 "
Data Period 01/Juli2019 to 30/Jun/2020
Data Period Start End:

4. Review the details of the data asset as required.

E Open nKPI Form

5. To review the data in the attached form, select either or | B openosrrom | ot the

top of the screen.
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The Submission Data screen will display the nKPI/OSR form and the Health Service’s data can
now be reviewed for accuracy.

E * New ~ Manage * Reports

InDicENoUs HeaLrs - nKPI || ALBURY WODONGA ABORIGINAL HEALTH SERVICE INCORPORATED

@
01/JuL/2020 To 16/Aus/2020 | NKPI - ALBURY WODONGA ABORIGINAL HEALTH SERVICE INC... =

€ Submission Data

PI01: BIRTH WEIGHT

recoroenanoriozzerty  P101: Birth weight recorded and PI102: Birth weight result
WEIGHT RESULT

Indigenous babies born within the previous 12 months whaose birth weight results were low, normal or high
PI03: HEALTH ASSESSMENTS
With birth weight

P104: CHILD IMMUNISATION Normal recorded With birth weight

Low (>=2.500& High (excludes multi- recorded
PI05: HBA1C RECORDED AND (< 2,500 grams) < 4,500 grams) { = 4,500 grams) births) (all live births) Total babies born
P106: HBATC RESULT
PI07: CHRONIC DISEASE Number of babies 6 29 0 35 35 35
MANAGEMENT PLAN
P108: TEAM CARE 6 29 0 35 35 35
ARRANGEMENT (TCA) Total

1% 83% 0% 100% 100%

P109: SMOKING STATUS
RECORDED AND PI10:
SMOKING STATUS RESULT

PI11: SMOKING STATUS
RESULT OF WOMEN WHO
GAVE BIRTH

P112: BODY MASS INDEX

PI13: FIRST ANTENATAL CARE
VISIT

6. Once the content of the form has been reviewed, select at the bottom of the
form.

@ If upon review of the data in the form you find anomalies in the data being reported, you
should initiate the exception reporting process by adding comments regarding the anomalies in
the form and sending the data asset back to the Health Service for amendment. For more
information on how to do this, see Exception Reporting later in this guide.

7. To action the data asset, select either © or the workflow progress tracker at the top of the
screen.

The Change Data Asset Status dialog box will display.

8. Inthe Action field of the Change Data Asset Status dialog box, select and select
Ready for Processing to move the data asset to the next step of the process.

@ If the Health Service has asked you to return the data asset (it may have been submitted in
error, for example) select Return to Uploader.

9. Inthe Comment field, enter any comments regarding the action being performed on the
data asset.

Ready for Processing |

10. To set the data asset to Ready for Processing, select |

The Data Asset’s status will change to Ready for Processing and it is now ready to be
processed. All Submission Uploaders from the Health Service responsible for the submission of
the data asset will now receive an email informing them the status of the data asset has been
changed to Ready for Processing. This tells the Health Service you have taken the data asset
from your backlog and are now working on it.
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Step 2 — Process the Data Asset

Once a data asset has the status of Ready for Processing, it can be processed in the Data

Portal by the AIHW.

The following procedure is used to process a data asset in the Data Portal.
1. Ensure you have logged in to the Data Portal and the Data Portal Home screen is

displayed.

2. From the Data Portal Home screen, search for the data asset to be processed.

@ For more information on how to search for a data asset, see The Search and Action
Section (2) of Introduction to the Data Portal Home screen.

3. In the Data Assets section, select the data asset to be processed.

The Data Asset Details screen will display.

~ Manage

» R

Inpicenous Heawth - nKPI
01/JuL/2020 To 16/Auc/2020

Asset Details

Title *

Description

Submitted by

Organisation

Date Submitted

Folder ®
(This determines who in Health
receives the submission)

Reporting Round

Data Period

ALBURY WODONGA ABORIGINAL HEALTH SERVICE INCORPORATED

NKPI - ALBURY WODONGA ABORIGINAL HEALTH SERVICE INCORPORATE...

~ Reports

‘ Open nKPI Form

Draft ) Ready For Review ) Ready For Approval ) Approved Ready for Processing
NKPI - ALBURY WODONGA ABORIGINAL HEALTH SERVICE INCORPORATED - 20200807
NKPI - ALBURY WODONGA ABORIGINAL HEALTH SERVICE INCORPORATED - 20200807
Stuart Dunn
ALBURY WODONGA ABORIGINAL HEALTH SERVICE INCORPORATED
07/Aug/2020
Folder* Indigenous Health ~
Sub-Folder nKEI v
Additional info
Reporting Period 01Aul/2020 to 16/Aug/2020 v

Data Period 01/Juli2019 to 30/Jun/2020

Start End

©

Processed

4.
screen.

To process the data asset, select either L8 oot om

or [ 88 open oss rom | at the top of the

v0.1
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The Submission Data screen will display.

’n ~ New ~ Manage * Reports Y \ L3 AY LJINIV \

InpiceNoUs HeaLrs - nKPI || ALBURY WODONGA ABORIGINAL HEALTH SERVICE INCORPORATED

(2]
01/JuL/2020 1o 16/Aus/2020 | NKPI - ALBURY WODONGA ABORIGINAL HEALTH SERVICE INC... =

< Submission Data

reconozanno oz PIOT: Birth weight recorded and PI02: Birth weight result

WEIGHT RESULT

Indigenous babies born within the previous 12 months whose birth weight results were low, normal or high
PI03: HEALTH ASSESSMENTS

With birth weight
PI04: CHILD IMMUNISATION Normal recorded With birth weight
Low (»=2,500 & High (excludes multi- recorded
PI05: HEA1C RECORDED AND { = 2,500 grams) < 4,500 grams) ( == 4,500 grams) births) (all live births) Total babies born
PI06: HBA1C RESULT
PI07: CHRONIC DISEASE Number of babies 6 29 0 35 35 35
MANAGEMENT PLAN
PI08: TEAM CARE 6 29 0 35 35 35
ARRANGEMENT (TCA} Total
17% 83% 0% 100% 100%

PI09: SMOKING STATUS

RECORDED AND PI10:
SMOKING STATUS RESULT

PIT1: SMOKING STATUS
RESULT OF WOMEN WHO
GAVE BIRTH

PI12: BODY MASS INDEX

If there are still unresolved data validation issues in the form, you will need to mark the
associated data validation flags and responses as complete so the data asset can be
processed.

To mark data validation flags in the nKPI form as “complete”:
i. Select the indicator with the existing data validation issue and then select @ against

the applicable data validation flag and the Health Service’s response in the
Notifications Tray.

@ This process also applies to comments entered manually by a Health Service user
to add additional explanation (in purple).

O Notifications + New =

Internal validation ~

For BMI recorded in the
previous 24 months Male; Row: ~
25 - 34 years; the sum of
+ Overweight (BMI
=25 & < 30)
(Value=47)
+ Obese (BMI == 30)
(Value=0)
should be less than
+ Total clients with

06/Jul2020 15:55

A Data are correct @ i/-@-\\j
Ay

Values are comect

& Stuart Dunn | Spence Ridge
Health service | 06/Jul/2020 15:55

Internal validation

For BMI recorded in the
previous 24 months Male; Row:
35 - 44 years; the sum of
= Overweight (BMI
>=25 & < 30)
(Value=54)

~
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The Mark as Complete dialog box will display.

Mark as Complete
A Internal validation
A Other (specify)

Data is correct

& Stuart Dunn | Health Service ABC Pty Lid | 17/Apr/2020 11:13

=
Reason: i - Please Select a Reason — P

Additional
Information:

4000 characters remaining

Cancel

ii. Inthe Reason field, select D and select the reason that aligns to what is being done
with the data in the indicator the validation issue message relates to. The options are
Completed, all data accepted, Completed, data excluded from national
reporting only and Completed, data excluded from organisation level and
national reporting.

ii. Inthe Additional Information field, if the data in the indicator is being excluded,
enter detail regarding why the data is being excluded.

iv. To save the comment, select .

v. Repeat the process for all indicators with data validation flags.

' A data asset can’t be processed as complete by the AIHW with unresolved data
validation flags.

The data validation flag will now disappear from view.

vi. To exit the form, select at the bottom of the form.

5. Inthe Data Asset Details screen, select either © or the workflow progress tracker at the

top of the screen, and in the Change Data Asset Status dialog box, select in the
Action field and select Process.

6. Inthe Comment field, enter any comments regarding the action being performed on the
data asset.

7. To process the data asset as complete, select .

The data asset’s status will change to Processed and the processing of the data asset is now
complete, including the exclusion of any data you felt needed to be excluded from service level
and/or national level reports.

If you excluded data from the data asset as part of the processing of the data, the Health
Service will receive an email informing them some of their data was excluded.

The information within the form attached to the data asset can now be used by the AIHW in any
publications that need to be produced and made available to users of the Data Portal with the
required file permissions.
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Exception Reporting

Once a data asset (nKPI or OSR) has been approved by the Health Service’'s CEO or
representative, it will be sent to the AIHW for processing. To action the data asset in the Data
Portal, an AIHW officer needs to have the Data Receiver role.

If, upon review of the data asset, the AIHW identifies anomalies in the data being reported on,
they should initiate the exception reporting process to add comments regarding the anomalies
in the attached form and send the data asset back to the Health Service for amendment.

9 If the information in the data asset is correct, the AIHW can process the data asset to
complete the data asset submission process. For more information, see Process an IHDR Data
Asset Submission earlier in this guide.

The first step in initiating the exception reporting process is to update the status of the data
asset to Ready for Processing in the Data Portal, so guiding comments can be added to the
relevant indicators/tabs in the form to assist the Health Service when they amend the data.

The second step of the process is to go into the attached form and add the required comments,
so the Health Service’s Submission Uploader can easily see the changes they need to make to
the data in the form before the data asset can be processed.

Once the AIHW has reviewed the form and made any comments against the indicators/tabs
within the form, they will send it back to the Health Service. The Submission Uploader in the
Health Service should then amend the data asset and the required information in the form and
send the data asset back through the data asset submission workflow process as required.

Step 1 — Set the Data Asset Status to Ready for Processing

Once it has been confirmed there is data in the form attached to the data asset that needs to be
amended by the Health Service, the AIHW will need to change the status of the data asset so
they can add explanatory comments to the relevant sections of the form.

The following procedure is used to update the status of the data asset in the Data Portal.

1.  Ensure you have logged in to the Data Portal and the Data Portal Home screen is
displayed.

2. From the Data Portal Home screen, search for the data asset to be amended.

@ For more information on how to search for a data asset, see The Search and Action
Section (2) of Introduction to the Data Portal Home Screen.

3. In the Data Assets section, select the data asset to be amended.
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The Data Asset Details screen will display.

i G DATA |[PORTAL

Department of Health

“ = New = Manage ~ Reports

INDIGENOUS HEALTH - NKP1 || Spence Ridge Health service n o KPIE
01/1u1/2020 To 16/aucr2020 | NKPI - Spence Ridge Health service - 20200706 pen nkPI Form | €)

Asset Details Draft ) Ready For Review ) Ready For Approval Approved Ready for Processing Processed
Title * NKPI - Spence Ridge Health service - 20200706

Description NKFI - Spence Ridge Health service - 20200706

Submitted by Stuart Dunn

Organisation Spence Ridge Health service

Date Submitted 06/Juli2020

Folder * Folder * Indigenous Health ﬂ

(This determines who in Health

4. Review the details of the data asset as required.

or | 5 open OSR Form |at the

r | ‘ Open nKPI Form

5. Toreview the data in the attached form, select eithe
top of the screen.

6. Once finished, select at the bottom of the form.

7. To action the data asset, select either © or the workflow progress tracker at the top of the
screen and, in the Change Data Asset Status dialog box, in the Change Data Asset

section, select and select Ready for Processing to move the data asset to the next
step of the process.

8. Inthe Comments field, enter any comments regarding the action being performed on the
data asset.

@ Any user with access to view the data asset will be able to view any comments entered
here.

9.  To set the data asset to Ready for Processing, select [ Ready for Processing |

The data asset’s status will change to Ready for Processing and the exception reporting process
can now be initiated by adding comments to the form and returning the data asset to the
Health Service for amendment.
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Step 2 — Add Comments to the Form and Return it to the
Health Service for Amendment

Once a data asset has the status of Ready for Processing, the AIHW can add any explanatory
comments to the form and return the data asset to the Health Service for amendment.

The following procedure is used to add comments to a data asset in the Health Data Portal.

1.  Ensure you have logged in to the Data Portal and the Data Portal Home screen is
displayed.

2. From the Data Portal Home screen, search for the data asset to be amended.

@ For more information on how to search for a data asset, see The Search and Action
Section (2) of Introduction to the Data Portal Home Screen.

3. In the Data Assets section, select the data asset to be amended.

The Data Asset Details screen will display.

h = New * Manage * Reports

INDIGENOUS HEALTH - NKPI Spence Ridge Health service n - I 0
01/JuL/2020 To 16/Au6/2020 | NKPI - Spence Ridge Health service - 20200706 o orm
Asset Details Draft > ReadyForReview > ReadyForApproval > Approved Sl NUOR] S LR et
Title * NKPI - Spence Ridge Health service - 20200706
Description NKPI - Spence Ridge Health service - 20200706
Submitted by Stuart Dunn
Organisation Spence Ridge Health service
Date Submitted 06/Julf2020
Folder Folder * Indigenous Health ﬂ
(This determines who in Health
receives the submission) Sub-Folder nkPI ﬂ
Additional info
Reporting Round Reporting Period 01/Julr2020 to 16/Aug/2020 ™
Data Period 01/Jul2019 to 30/Junf2020
Data Period Start: End:

4. To work with the form contained within the data asset, select either or

at the top of the screen.
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The Submission Data screen will display and the Health Service’s data asset can now be
reviewed for accuracy.

n ~ New ~ Manage * Reports

Inpicenous Heaur - nKPI || ALBURY WODONGA ABORIGINAL HEALTH SERVICE INCORPORATED
01/JuL/2020 10 16/auc/2020 | NKPI - ALBURY WODONGA ABORIGINAL HEALTH SERVICE INC...

P o

<€ Submission Data

PI01: BIRTH WEIGHT . . . .
recorpenannroz:eery PI01: Birth weight recorded and P102: Birth weight result
WEIGHT RESULT

Indigenous babies born within the previous 12 months whose birth weight results were low, normal or high
PI03: HEALTH ASSESSMENTS
With birth weight

P104: CHILD IMMUNISATION Normal recorded With birth weight

Low (>=2,500& High (excludes multi- recorded
F105: HBA1C RECORDED AND ( =< 2,500 grams) < 4,500 grams) ( »= 4,500 grams) births) (all live births) Total babies born
PI06: HBA1C RESULT
PIO7: CHRONIC DISEASE Number of babies 6 29 0 35 k13 35
MANAGEMENT PLAN
PI03: TEAM CARE F 29 0 35 35 35
ARRANGEMENT (TCA)} Total

1% 83% 0% 100% 100%

PI09: SMOKING STATUS
RECORDED AND PI10:
SMOKING STATUS RESULT

PIT1: SMOKING STATUS
RESULT OF WOMEN WHO
GAVE BIRTH

PI12: BODY MASS INDEX

You can now add comments regarding any unresolved data issues in the form and what needs

to be done by the Health Service to resolve each issue.
5. To add a comment regarding a particular data issue, select ® next to the latest comment
that has been added by the Health Service regarding the issue, in the Notifications Tray.

The Respond to Validation Comment dialog box will display.

Respond to Validation Comment

I A Internal validation
A Other (specify)
1

Data is correct

& Stuart Dunn | Health Service ABC Pty Ltd | 17/Apr/2020 11:14

Reason: - Please Select a Reason — v

Additional
Information:

4000 characters remaining

Cancel

6. Inthe Reason field that displays, select B and select the reason the comment is being
added. The options are Zero data, Excluded results, Change in values identified,
Reporting issue, Validation issue identified by AIHW, and Other.

@ The Excluded results reason wouldn't be selected here if you plan on sending the response
back to the Health Service for their action. This option would only be selected if you planned on
marking the data validation issue as complete and immediately excluding the data. For more
information, see Work with Comments later in this guide.

7. Inthe Additional Information field, enter the detail of the anomaly that has been
identified and what needs to be done by the Health Service to resolve it.

8. To save the comment, select [Iia
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9. Repeat this process for any other values in the file that need to be amended or
investigated further by the Health Service.

10. To exit the form, scroll to the bottom of the form and select .
The Data Asset Details screen will again display.

h * New - Manage + Reports

INDIGENOUS HEALTH - NKPI Spence Ridge Health service ‘
01/1u1/2020 To 16/aUG/2020 | NKPI - Spence Ridge Health service - 20200706 Open nkPIForm | €)
Asset Details Draft > ReadyForReview > ReadyForApproval > Approved Sl VSV 0N SR L ey
Title * NKPI - Spence Ridge Health service - 20200706
Description NKPI - Spence Ridge Health service - 20200706
Submitted by Stuart Dunn
Organisation Spence Ridge Health service
Date Submitted 064Juli2020
Folder* Folder * Indigenous Health ﬂ
(This determines who in Health
receives the submission) Sub-Folder nkP1 ﬂ
Additional info
Reporting Round Reporting Period 01/Jul2020 to 16/Aug/2020 v
Data Period 01/Juli2019 to 30/Junf2020
Data Period Start End

11. Select either © or the workflow progress tracker at the top of the screen and, in the

Change Data Asset Status dialog box, in the Action field, select and select Return to
Uploader.

12. Inthe Revision Due Date field that appears, select the new date the data asset is due to
be resubmitted to you by the Health Service for processing. This will default to two weeks’
time but the date can be changed as required.

' If the Revision Due Date defaults to today’s date for some reason, you will need to change
it otherwise you will not be able to send the data asset back to the Health Service.

13. Inthe Comment field, enter any comments regarding the action being performed on the
data asset.

14. To send the data asset back to the Health Service for amendment, select | Retu o Uploader |

The data asset’s status will change to Submission Returned to Uploader and the Health Service
now needs to address the comments you have made in the form before sending the data asset
back through the submission approval process.

' Even though you have sent the data asset back to the Health Service, you will still be able
to access it in “read only” mode at the status of Submission Returned to Uploader so you can
provide the Health Service with support in amending any issues within the data asset as
required.

Page 44 of 71 v0.1




Exception Reporting IHDR in the Health Data Portal for the AIHW

Step 3 - Amend the IHDR Data Asset as Part of the Exception
Reporting Process (Health Service)

There will be times when an approved data asset is returned to a Health Service for amendment
by the AIHW due to anomalies they have identified in the data contained in the attached form.

When the data asset is returned by the AIHW, all Submission Uploaders in the Health Service
will receive an email detailing the comments the AIHW has made regarding the data contained
within the form.

A Submission Uploader within the Health Service will then need to amend the applicable values
in the form attached to the data asset in the Data Portal, directly addressing the comments
made by the AIHW.

Once the data asset has been amended, it will either be sent on to the Health Service’s
Submission Reviewer for further review or sent straight on to the CEO or their representative for
approval again.

An automated email will then be sent to all staff within the Health Service that have been
assigned the applicable role in the Data Portal (Submission Reviewer or Submission Approver)
notifying them the data asset has been submitted to them for action.

Step 4 — Review the IHDR Data Asset as Part of the Exception
Reporting process (Health Service)

If the AIHW has identified anomalies in the data in the form provided as part of a data asset
sent to them for processing, they will add comments to the data and send the data asset back
to the Health Service for amendment.

Once the Submission Uploader has amended the anomalies identified, they may send the
amended data asset on to the Submission Reviewer to be reviewed again prior to being sent
again for internal approval.

Step 5 — Approve the IHDR Data Asset as Part of the
Exception Reporting process (Health Service)

Once a data asset has been returned to the Health Service by the AIHW due to anomalies in
the data, the Health Service Submission Uploader will make the required changes to the data
and then send the data asset back through the internal review and approval process prior to the
amended data asset being sent back to the AIHW for processing.

For more information on how to process a data asset submission in the Data Portal, see
Process an IHDR Data Asset Submission.
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IHDR Interim Processing Workflow

Interim Process Diagram in the Health Data Portal
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Interim Processing of an IHDR Data Asset Submission

Interim Processing of a data asset will be available to Health Services during a reporting round
to allow them to send a data asset to the AIHW for review and processing prior to it going to the
Health Service’s CEO, or their representative, for formal approval.

Doing this avoids the situation of a CEO approving a data asset only to have the AIHW send it
back to the Health Service for amendment, so it needs to be internally approved again. Some
Health Service CEOs may prefer to be the last person to see the data asset and give formal
approval once all other parties have reviewed the data asset as required. In these cases,
Interim Processing will be the most suitable procedure for the Health Service to follow.

' To send the data asset for interim processing, the Health Service user must have the role
of Submission Reviewer in the Data Portal. Interim processing can’t be initiated by the
Submission Uploader.

Step 1 - Initiate Interim Processing (Health Service)

When a data asset has been updated (direct load) or created (manual submission) by the
Submission Uploader in a Health Service, the Submission Uploader can choose to send the
data asset to the AIHW for review and approval prior to it going to the Health Service’s CEO or
their representative for approval, if they have the Submission Reviewer role as well. If they don’t
have the Submission Reviewer role then they will need to send the data asset on to the
Submission Reviewer who can then request Interim Processing.

The status of the data asset has now been set to Interim Submitted and the AIHW can now
review the data asset as required to assess its suitability before it goes to the Health Service
CEO, or their representative, for final approval.

Step 2 — Review the Data Asset

Once a Health Service Submission Reviewer has requested interim processing of a data asset,
the data asset’s status will be set to Interim Submitted and it will be sent to the AIHW for review
as required.

The following procedure is used to review a data asset sent for Interim Processing in the Data
Portal.

1.  Ensure you have logged in to the Data Portal and the Data Portal Home screen is
displayed.

2. From the Data Portal Home screen, search for the data asset to be reviewed.

@ For more information on how to search for a data asset, see The Search and Action
Section (2) of Introduction to the Data Portal Home screen.

3. In the Data Assets section, select the data asset to be reviewed.
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The Data Asset Details screen will display.

’n *New  ~Manage v Reports TRAINING ENVIRONMENT o

INDIGENOUS HEALTH - NKPI Stevenson Health Service . ‘ . o
01/1u1/2020 1o 16/Au6/2020 | NKPI - Stevenson Health Service - 20200706 P
Asset Details Draft > Ready ForReview SNETCITENIA I Ready for Interim Ready for Final Review oY for Final Processed
Processing Approval
Title * NKPI - Stevenson Health Service - 20200706
Description NKPI - Stevenson Health Service - 20200706
Submitted by Stuart Dunn
QOrganisation Stevenson Health Service
Date Submitted 06/Jul/2020
Folder* Folder * Indigenous Health
(This determines who in Health
receives the submission) Sub-Folder nKPI
Additional info
Reporting Round Reporting Period 01/Jul/2020 to 16/Aug/2020
Data Period 01/Jul2019 to 30/ Juni2020
Data Period Start: End:

4. Review the details of the data asset as required.

5. To review the data in the attached form, select either | B oen et o | or | B open o5k Fom | at the
top of the screen.

The Submission Data screen will display and the Health Service’s data can now be reviewed for
accuracy.

’n “New v Manage - Repors TRAINING ENVIRONMENT

InpicEnous Heaur - nKPI || ALBURY WODONGA ABORIGINAL HEALTH SERVICE INCORPORATED

(2]
01/JuL/2020 1o 16/Aus/2020 | NKPI - ALBURY WODONGA ABORIGINAL HEALTH SERVICE INC... =

<€ Submission Data

PI01: BIRTH WEIGHT
recoroenanppozzsrrs P01 Birth weight recorded and PI02: Birth weight result

WEIGHT RESULT

Indigenous babies born within the previous 12 months whose birth weight results were low, normal or high
PI03: HEALTH ASSESSMENTS

With birth weight
PI104: CHILD IMMUNISATION Normal recorded With birth weight
Low (»=2,500 & High {excludes multi- recorded
PI05: HBA1C RECORDED AND { < 2,500 grams) < 4,500 grams) ( »= 4,500 grams) births) (all live births) Total babies born
PI06: HBA1C RESULT
PI07: CHRONIC DISEASE Number of babies 6 29 0 35 35 35
MANAGEMENT PLAN
P108: TEAM CARE 6 29 0 35 35 35
ARRANGEMENT (TCA) Total
17% 83% 0% 100% 100%

PI09: SMOKING STATUS
RECORDED AND PI10:
SMOKING STATUS RESULT

PIT1: SMOKING STATUS
RESULT OF WOMEN WHO
GAVE BIRTH

PI12: BODY MASS INDEX

6. Once the content of the form has been reviewed, select at the bottom of the
form.
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The Data Asset Details screen will again display and the data asset can now be actioned as
required.

“ ~ New ~ Manage ~ Reports
INDIGENOUS HEALTH - NKP1 || Stevenson Health Service ) ‘ Open nKPI Form 0
01/1u1/2020 To 16/au6/2020 | NKPI - Stevenson Health Service - 20200706 P
Asset Details Draft > Ready For Review SR T T i Ready for Final Review o0 for Final Processed
Processing Approval
Title * NKPI - Stevensoen Health Service - 20200706
Description NKPI - Stevenson Health Service - 20200706
Submitted by Stuart Dunn
Organisation Stevenson Health Service
Date Submitted 06/Jul/2020
Folder * Folder Indigenous Health j
(This determines who in Health
receives the submission) Sub-Folder nkPI ﬂ
Additional info
Reporting Round Reporting Period 01/Julf2020 to 16/Aug/2020 ﬂ
Data Period 011ulf2019 to 30/un/2020
Data Period Start: End

7.  Select either © or the workflow progress tracker at the top of the screen and, in the

Change Data Asset Status dialog box, select in the Action field and select Ready for
Interim Processing to move the data asset to the next step of the process.

@ If the Health Service has asked you to return the data asset (it may have been submitted
in error, for example) select Return to Uploader.

8. Inthe Comment field, enter any comments regarding the action being performed on the
data asset.

9.  To prepare the data asset for processing, select |_Reagy for nterm Processing_|

Step 3 — Process the Data Asset

When the data asset has progressed to the status of Ready for Interim Processing, you can
review it and send it back to the Health Service for their final review and approval.

@ If issues are identified with the data at this point, you can add comments to the data and
send the data asset back to the Health Service’s Submission Uploader for amendment. For
more information, see the Exception Reporting section of this guide.

The following procedure is used to process a data asset sent for Interim Processing in the Data
Portal.

1.  Ensure you have logged in to the Data Portal and the Data Portal Home screen is
displayed.

2. From the Data Portal Home screen, search for the data asset to be processed.

@ For more information on how to search for a data asset, see The Search and Action
Section (2) of Introduction to the Data Portal Home screen.

3. Inthe Data Assets section, select the data asset to be processed.
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The Data Asset Details screen will display.
n * New ~ Manage ~ Reports -"‘ NN N ' ~ . N \/ N\ 0

INDIGENOUS HEALTH - NKPI Stevenson Health Service . ‘ AR 0
01/3u1/2020 To 16/Auc/2020 | NKPI - Stevenson Health Service - 20200706 P
Asset Details Draft > ReadyForReview > Interim Submitted SNV > Ready for Final Review Ready for Final Processed
Processing Approval
Title * NKP!I - Stevenson Health Service - 20200706
Description NKPI - Stevenson Health Service - 20200706
Submitted by Stuart Dunn
Organisation Stevenson Health Service
Date Submitted 06/Juli2020
Folder ™ Folder* Indigenous Health
(This determines who in Health
receives the submission) Sub-Folder nkPI
Additional info
Reporting Round Reporting Period 01/Juli2020 to 16/Augi2020
Data Period 01/Juli2019 to 30/Junf2020
Data Period Start End-

4. Review the details of the data asset as required.

5. To review the contents of the attached form, select either | B Oren ket Fom | or | B open sk Fom | at
the top of the screen.

The Submission Data screen will display and Health Service’s data can be reviewed for
accuracy.

’n * New ~ Manage = Reports TRAINING ENVIRONMENT

Inpieenous Heatr - nKPI || ALBURY WODONGA ABORIGINAL HEALTH SERVICE INCORPORATED

01/Jur/2020 1o 16/Aue/2020 | NKPI - ALBURY WODONGA ABORIGINAL HEALTH SERVICE INC...

| ERS

<€ Submission Data

reconoeo ano sozsmrs PIO1: Birth weight recorded and PI02: Birth weight result

WEIGHT RESULT

Indigenous babies born within the previous 12 months whose birth weight results were low. normal or high
PI03: HEALTH ASSESSMENTS

With birth weight
Pl04: CHILD IMMUNISATION Normal recorded With birth weight
Low (>=2,500& High (excludes multi- recorded
PI05: HBATC RECORDED AND (= 2,500 grams) = 4,500 grams) ( >= 4,500 grams) births) (all live births) Total babies born
PI06: HBA1C RESULT
PI07: CHRONIC DISEASE Number of babies G 29 0 35 35 35
MANAGEMENT PLAN
P108: TEAM CARE 6 29 0 35 35 35
ARRANGEMENT (TCA) Total
17% 83% 0% 100% 100%

PI09: SMOKING STATUS
RECORDED AND PI10:
SMOKING STATUS RESULT

PI11: SMOKING STATUS
RESULT OF WOMEN WHO
GAVE BIRTH

PI12: BODY MASS INDEX

6. Once the content of the form has been reviewed, select at the bottom of the
form.
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The Data Asset Details screen will again display and the data asset as can now be actioned as
required.

h * New ~ Manage ~ Reports

INDIGENOUS HEALTH - NKP1 || Stevenson Health Service . ‘ Open nKPI Form 0
01/1u/2020 To 16/Aus/2020 | NKPI - Stevenson Health Service - 20200706 P
Asset Details Draft ) Ready For Review "> Interim Submitted Ready f.qr Interim Ready for Final Review Ready for Final Processed
/ Processing Approval
Title * NKPI - Stevenson Health Service - 20200706
Description MKPI - Stevenson Health Service - 20200706
Submitted by Stuart Dunn
Organisation Stevenson Health Service
Date Submitted 06/Juli2020
Folder * Folder * Indigenous Health j
(This determines who in Health
receives the submission) Sub-Folder nkPI ﬂ
Additional info
Reporting Round Reporting Period 01/Jul2020 to 16/Aug/2020 ﬂ
Data Period 01/Juli2019 to 30/Jun/2020
Data Period tart End-

7. To process the data asset, select either © or the workflow progress tracker at the top of

the screen and, in the Change Data Asset Status dialog box, select in the Action field
and select Request Review to send the data asset back to the Health Service’s
Submission Reviewer who will review the asset and move it to the next stage of the
process. This action will progress the data asset to the status of Submission Ready for
Final Review.

8. Inthe Comment field, enter any comments regarding the action being performed on the
data asset.

9. To send the data asset on to the Health Service Submission Reviewer, select

| Request Review |

Step 4 — Conduct a Final Review of the Data Asset (Health
Service)

If the AIHW have reviewed the data asset and are happy with it, they will send it on to the
Health Service’s Submission Reviewer for final review prior to approval. The data asset’s status
will be set to Submission Ready for Final Review.

The Health Service’s Submission Reviewer will then send the data asset to the CEO or their
representative within the Health Service for final approval.

Step 5 - Approve the Data Asset Submission (Health Service)

When the data asset has the status of Submission Ready for Final Approval, it can be approved
by the Health Service’s Submission Approver (usually the CEO or their representative) and
progressed on to the status of Processed.

Once this is done, the data asset has been progressed to the status of Processed and Interim
Processing is now complete.
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Work with Comments

As part of the data asset submission workflow process in the Data Portal, it is important for the
Health Services and the AIHW to be able to engage in a “conversation” regarding the clinical
data that has been recorded by the Health Service in the data asset.

There may be times, for example, when a Health Service needs to explain to the AIHW why a
particular data value has been recorded, as it may be higher or lower than expected. The AIHW
may then need to respond if further explanation is needed from the Health Service.

There may also be times when participating users from the Health Service need to have an
internal “conversation” in the Data Portal regarding their data, separate to those conversations
held with the AIHW in response to an unresolved data validation issue.

To ensure the different scenarios above can occur, the concept of “threaded comments” has
been introduced in the Data Portal. This allows conversations to occur in the Data Portal both
between Health Services and the AIHW and internally within a Health Service. It also allows for
these conversations to be marked as complete by the relevant parties once an issue has been
resolved or a conversation has come to its conclusion.

Respond to a Health Service’s comment in a data asset’s
form

When you are reviewing a data asset’s form in the Data Portal to determine if the data asset can
be processed, there will be times when the Health Service has added a response(s) to a data
validation flag that was generated for a particular indicator/tab. If this is the case, you will need
to add your own response to the Health Service’s comment, explaining why the Health Service
needs to amend the data the data validation flag relates to, or what needs to be done to amend
it.

The following procedure is used to respond to a Health Service’s comment in a form in the Data
Portal.

1.  Ensure the data asset is either in the status of Ready for Processing or Ready for Interim
Processing and the form is displayed.

2.  Open the indicator/tab the Health Service’s response has been added to.

Navigate to the Notifications Tray containing the data validation flag and the Health
Service’s response.

4. If needed, select '®’ next to the original data validation flag to confirm the data values the
flag is referring to.

5. To add your response to the Health Service’s comment, select ) next to the comment.
The Respond to Validation Comment dialog box will display.

Respond to Validation Comment
I A Internal validation
A Other (specify)

Data is correct

& Stuart Dunn | Health Service ABC Pty Ltd | 17/Apr/2020 11:14

Reason: - Please Select a Reason — v

Additional
Information:

4000 characters remaining

Cancel
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6. Select E| in the Reason field that displays and select the reason you are responding from
the drop down list. The available categories are Zero data, Excluded results, Change in
values identified, Reporting issue, Validation issue identified by AIHW and Other.

' The Excluded results reason wouldn’t be selected here if you plan on sending the response
back to the Health Service for their action. This option would only be selected if you planned on
marking the data validation issue as complete and immediately excluding the data. For more
information, see Work with Comments later in this guide.

7. Enter a comment explaining to the Health Service what amendments they need to make
to the data, in the Additional Information field.

8. To save the response, select .

Your response will now appear under the Health Service comment you have responded to and
can be viewed by anyone else with access to the data asset.

You can now select the action Return to Uploader to send the data asset back to the Health
Service for action. The Health Service now needs to go in to the data asset’s form, read your
comment and amend the applicable data value(s) accordingly so the data validation flag, and all
associated comments, disappears.
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Add a Manual Comment to an Indicator/Tab

Although the AIHW data validation rules will be built in to both the nKPI and OSR forms in the
Data Portal, there may be times when you need to enter a manual comment into form to add
some additional context for a Health Service or to ask them a particular question.

The following procedure is used to add a manual comment for a Health Service to an OSR or
nKPI form in the Data Portal.

1.  Ensure the data asset is either in the status of Ready for Processing or Ready for Interim
Processing and the applicable form is displayed.

2. Open the indicator/tab you wish to add a new comment to.

3. Inthe Notifications Tray, select .

The Add Comment dialog box will display.

Add Comment

€ Click on cells in the form to link them to the comment. Click the cell again to un-link it

Reason: | - Please Select a Reason — P

Additional
Information:

4000 characters remaining

Cancel

4. Select the cell(s) the data validation issue flag you are creating relates to. These cells will
now be highlighted in red.

5. Select E| in the Reason field that displays and select the applicable reason for the data
validation flag from the drop down list. The available categories are Zero data, Excluded
results, Change in values identified, Reporting issue, Validation issue identified by
AIHW and Other.

@ In this situation, you wouldn’t select Excluded results.

6. Inthe Additional Information field, enter a comment explaining to the Health Service
what amendments they need to make to the data to resolve the issue. Please also ensure
you ask the Health Service user to respond to your comment so they are able to resubmit
their data asset to you for processing once they are done.

7. To save the comment, select .

Your new comment will now appear in the Notifications Tray for the selected indicator/tab and
can be viewed by anyone with access to the data asset.

MNotifications + New »

Validation issue identified by
AlHW

Please check the accuracy of the data

& Stuart Dunn | Departmental Internal
Staff | 06/Jul2020 16:46

You can now send the data asset back to the Health Service for action as normal. The
applicable Health Service user will need to go in to the data asset’s form, read your comment,
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amend the applicable data value(s) accordingly and then respond to your comment so they can
resubmit the amended data asset to you.

Mark a Comment/Conversation as Complete and Exclude
Data if Needed

Before you can process a data asset as complete, all comments and conversations in the
associated form need to have been marked as complete, even if there are still unresolved
issues with the data the comments are associated with. If there are still issues with data when
you are marking conversations as complete, you can choose to exclude the Health Service data
from reports as part of the process.

The following procedure is used to mark a comment as complete and exclude data as part of
the process if required.

1.  Ensure the form is displayed.
2.  Open the indicator/tab you wish to mark comments as complete for.
3. Navigate to the Notifications Tray.

TN
)

4. To mark a comment/conversation as complete, select next to the comment.

The Mark as Complete dialog box will display.

Mark as Complete
A Internal validation
A Other (specify)

Data is correct

& Stuart Dunn | Health Service ABC Pty Ltd | 17/Apri2020 11:13

.
Reason: . Please Select a Reason — i

Additional
Information:

4000 characters remaining

Cancel

5. Select D in the Reason field and select the applicable reason from the drop down list. If
all the data in the indicator is to be accepted, select Completed, all data accepted. If the
data to be excluded from the indicator is only to be excluded from national reporting,
select Completed, data excluded from national reporting only. If the data is to be
excluded from both national and service-level reports, select Completed, data excluded
from organisational level and national reporting.

6. Enter an explanation in the Additional Information field, if needed.

7. To save the comment, select .

8. Repeat the process for all comments/conversations in the form to be marked as complete.

The comments/conversations will disappear from view and the data asset can now be
processed as complete. All Submission Uploaders from the Health Service will receive
notification via email of the data that has been excluded.

o If you have processed a data asset and then decide that certain data within the data asset
p

needs to be excluded, you are still able to go in to the form within the data asset, navigate to the

completed comment and select the data values to be excluded.
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Add a New Comment to Exclude a Health Service’s Data

When reviewing data assets submitted for processing by Health Services, there will be times
when you need to exclude certain data in the form. If there is an existing comment in the
indicator/section to be excluded then this comment can be used to exclude the necessary data.
For more information, see Mark a Comment/Conversation as Complete and Exclude Data if
Needed above.

If, however, there is no existing comment in the indicator/tab to be excluded, you can exclude
the data by adding a new comment to the indicator in question and selecting the applicable
exclusion status.

The following procedure is used to add a new comment to a form for a Health Service to flag
data for exclusion.

1.  Ensure the applicable data asset form is displayed.
2.  Open the indicator/tab to be excluded.
3. Navigate to the Notifications Tray.

4, To add your comment, select at the top of the Notifications Tray.
The Add Comment dialog box will display.

Add Comment

€) Click on cells in the form to link them to the comment. Click the cell again to un-link it

Reason: i Please Select a Reason — ‘v

Additional
Information:

4000 characters remaining

Cancel

Select D in the Reason field and select Excluded results.

If needed, enter a comment in the Additional Information field explaining why the data in
the selected cells is to be excluded.

7. To save the comment, select .

The new comment will display in the Notifications Tray and can now be marked as complete so
the data is excluded as required. For more information, see Mark a Comment/Conversation as
Complete and Exclude Data if needed above.
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View/Change Completed Comments and Conversations

When a comment or conversation is marked as complete in a data asset’s form, it disappears
from view. If required though, you can view those completed comments/conversations, change
the completion details and even mark them as “not complete” if you wish to bring them back into
view permanently.

@ This can be done even if the data asset has been set to Processed.

The following procedure is used to view a completed comment/conversation in a data asset’s
form in the Data Portal, as a Data Receiver.

1.  Ensure the applicable data asset form is displayed.

2.  Open the indicator/tab you wish to view completed comments for.

3. Navigate to the Notifications Tray.

4, To view all “completed” comments, select I:I and then select Show Completed
comments.

Any comments that have previously been marked as complete will now be visible.

Internal validation

For BMI recorded in the previous 24 months
Male; Row: 25 - 34 years; the sum of
= Overweight (BMI =25 & < 30)
(Value=4T)
+ Obese (BMI == 30) (Value=0)
should be less than
+ Total clients with BMI recorded
(Value=4T)
Please confirm your data is correct or, if
necessary, amend your data.

17/Aprf2020 10:39
Other (specify)
Data is correct

& Stuart Dunn | Health Service ABC Pty Ltd |
17/Aprf2020 11:13

Completed, all data accepted

& Stuart Dunn | Departmental Internal Staff |
20/Apr/2020 10:38

The comment/conversation can now be read and actioned as needed.
To mark the conversation as “not complete”:
i. Inthe Notifications Tray, select )

The Mark as Not Complete dialog box will display.

Mark as Not Complete

n Internal validation

Completed, all data accepted

& Stuart Dunn | Departmental Intemal Staff | 20/Apr/2020 10:38

Additional
Information:

4000 characters remaining

Cancel Save
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5. Inthe Additional Information field, enter the reason the completed conversation is being
set to “not complete”, if needed.

The selected comment/conversation has now been returned to view in the Notifications Tray of
the indicator/tab.

@ Only those comments/conversations the user has previously been able to see will be
returned when the user selects Show Completed comments in the Notifications Tray. For
example, if you have not previously been involved a particular internal conversation conducted
by a Health Service, you will not be able to view this conversation.

To change the completion details of the conversation:

i. Inthe Notifications Tray, select I:I and then select Show Completed comments.

ii. Select 0 next to the conversation.
The Mark as Complete dialog box will display.

Mark as Complete

E Internal validation

Completed, all data accepted

& Stuart Dunn | Departmental Internal Staff | 20/Apr/2020 10:38

Reason: * Completed, all data accepted -

Additional
Information:

4000 characters remaining

Cancel Save

iii. To change the completion details, select EI in the Reason field and select the
applicable reason from the drop down list. If all the data in the indicator is to be
accepted, select Completed, all data accepted. If the data to be excluded from the
indicator is only to be excluded from national reporting, select Completed, data
excluded from national reporting only. If the data is to be excluded from both
national and service-level reports, select Completed, data excluded from
organisational level and national reporting.

iv. Enter an explanation in the Additional Information field, if needed.

v. To save the comment, select Ik

vi. To remove the completed conversation from view again, select I:I and then select
Show Completed comments.
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Download a Data Asset’s Data Validation History

When working with data assets in the Data Portal, there may be times when you wish to see a
full history of all the data validation issues that were generated for a particular data asset. As
data validation issues are resolved in the Data Portal as part of the data asset submission
workflow process, they disappear from the data asset form so it isn’t easy for those interacting
with the data asset to see all the issues that have been raised.

With this in mind, being able to download the data validation history for a data asset in the Data
Portal allows any Data Portal users with the applicable access to be able to see what kind of
data validation issues were encountered when working with the data asset and how many of
these issues were generated. It also allows the user to see exactly how each issue was
resolved and by whom.

The following procedure is used to download the data validation history report for a particular

data asset.

1.  Ensure you have logged in to the Data Portal and the Data Portal Home screen is
displayed.

2. From the Data Portal Home screen, search for the data asset you wish to see the data
validation history for.

@ For more information on how to search for a data asset, see The Search and Action
Section (2) of Introduction to the Data Portal Home Screen.

3. In the Data Assets section of the Data Portal Home screen, select the data asset.

The Data Asset Details screen will display.

~ Manage * Reports

| ™ g

INDIGENOUS HEALTH - NKPI
01/JUL/2020 TO 16/AUG/2020

Spence Ridge Health service

NKPI - Spence Ridge Health service - 20200706

E Open nKPI Form 0

Organisation

Date Submitted

Data Period

Spence Ridge Health service

064luli2020

Data Period

Start:

Asset Details Draft ) Ready For Review ) Ready For Approval ) Approved Ready for Processing Processed
Title * NKPI - Spence Ridge Health service - 20200706

Description NKPI - Spence Ridge Health service - 20200706

Submitted by Stuart Dunn

Folder = Folder* Indigenous Health ﬂ

(This determines who in Health

receives the submission) Sub-Folder nkPI ﬂ
Additional info

Reporting Round Reporiing Period 01/Jul/2020 to 16/Aug/2020 ﬂ

01/Jul/2018 to 30/Jun/2020

End:

4. To download the data validation history report for the selected data asset, scroll down to
the Files section of the screen and select l in the Action column.

The Download pop up will display in the bottom left hand corner of the screen.

MAMNUAL - NEPI -..

sy o

5. To continue, select ~ and select Open.

The Data Validation History report will now open in Microsoft Excel.

A ] @ D E F G H |
Y
Y

K L M N (o]

P

Internal viNKPIO1An For Row: I For Row: Number of babies; <ul><li=With birth weight recorded (all live births) (Value=35)</li=</ul> should not be more than
Internal viNKPIData¢ Al fields ¢ All fields are required<br/>Please amend your data or provide a comment.

u

v w X v z

li</ul>Please amend your data or provide a comment.
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The Data Validation History report displays the following information:

Created - The date the data validation issue was generated (column needs to be
expanded for the date to be seen)

Error Resolved — Whether or not the data validation issue has been resolved by the
user either amending the values associated with issue or responding to the issue

Validation Type — Lists the type of validation issue — examples are Internal validation
and Time trend variation.

Page — The indicators the data validation issues appeared in.

Original Message — The data validation flag that first displayed when the issue was
generated

Final message - The data validation flag that displayed when the issue was resolved

Who responded — Where a response was added to a data validation flag, this column
will list who entered the response

Comment Reason — The reason selected from the drop down list when the response
was added

Comment Text — The content of the response added by the suer

6. Use/save the data validation history report in Microsoft Excel as required.
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Print a Form

There may be times when you need to print a completed nKPI or OSR form from within a data
asset in the Health Data Portal.

The following procedure is used to print a form in the Data Portal.

1.  Ensure you have logged in to the Data Portal and the Data Portal Home screen is
displayed.

2. From the Data Portal Home screen, search for the data asset containing the form to be
printed.

@ For more information on how to search for a data asset, see The Search and Action
Section (2) of Introduction to the Data Portal Home Screen.

3. In the Data Assets section of the Data Portal Home screen, select the data asset.

The Data Asset Details screen will display.

u * New ~ Manage * Reports
INDIGENOUS HEALTH - NKPI Spence Ridge Health service E 9 MPIF e
01/Ju1/2020 To 16/au6/2020 | NKPI - Spence Ridge Health service - 20200706 (=0 orm
Asset Details Draft ) Ready For Review ) Ready For Approval ) Approved Ready for Processing Processed
Title * NKPI - Spence Ridge Health service - 20200706
Description NKPI - Spence Ridge Health service - 20200706
Submitted by Stuart Dunn
Organisation Spence Ridge Health service
Date Submitted 06/Juli2020
Folder * Folder Indigenous Health ﬂ
(This determines who in Health
receives the submission) Sub-Folder nKP1 ﬂ
Additional info
Reporting Round Reporting Period 01/Jul/2020 1o 16/Aug/2020 [~
Data Period 01/Jul/2019 to 30/Jun/2020
Data Period Start: End:

4. To open the form to be printed, select either [ o="™""m | o [ 88 orenoserem | at the top of the

screen.
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The Submission Data screen will display with the Print button available in the top right-hand
corner.

n ~ New ~ Manage ~ Reports

Inpicenous Heatn - nKPI

(2]
Jindera Health Service
30/Nov/2020 To 31/Dec/2020 | NKPI - Jindera Health Service - 20201202

< Submission Data )
PI01: BIRTH WEIGHT . ; i .
recoroepanppioz:sirr P101: Birth weight recorded and PI02: Birth weight result
WEIGHT RESULT
Indigenous babies born within the previous 12 months whose birth weight results were low, normal or high
PI03: HEALTH ASSESSMENTS
With birth weight
P104: CHILD IMMUNISATION Normal recorded With birth weight
Low (==2,500 & High (excludes multi- recorded
PI05: HBA1C RECORDED AND (=< 2,500 grams) < 4,500 grams) (== 4,500 grams) births) (all live births) Total babies born
PI06: HEA1C RESULT
PI07: CHRONIC DISEASE Number of babies 6 29 0 35 35 35
MANAGEMENT PLAN
PI09: SMOKING STATUS = 29 0 35 35 35
RECORDED AND PHO: Total
SMOKING STATUS RESULT T e o = 100%

PI11: SMOKING STATUS
RESULT OF WOMEN WHO
GAVE BIRTH

P112: BODY MASS INDEX

P113: FIRST ANTENATAL CARE
VISIT

5.  To print the data for an individual indicator/tab, select the indicator/tab from the left-hand
side of the screen and then select Q

6. To print the entire form, or more easily print multiple sections, select E in the top right-
hand corner of the screen and then select Summary View.

The Summary View will display all the indicators/sections, defaulted as collapsed (except for the
section you previously had open) on the one screen.

n * New ~ Manage ~ Reports

2]
INDIGENOUS HEALTH - NKPI Spence Ridge Health service
01/3u1/2020 To 16/aucr2020 | NKPI - Spence Ridge Health service - 20200706 =

€ Submission Data |Summary

v PI01: Birth weight recorded and P102: Birth weight result

Indigenous babies born within the previous 12 months whose birth weight results were low. nermal or high

Normal With birth weight With birth weight
Low (>=2,500 & High recorded recorded
(= 2,500 grams) = 4,500 grams) { == 4,500 grams) (excludes multi-births) (all live births) Total babies born
Number of babies. 6 29 0 35 35 35
6 29 0 35 35 35
Total
1% 83% 0% 100% 100%

¥ PI03: MBS health assessment

v P104: Child immunisation

7.  Expand the indictor(s)/sections to be printed by selecting v next to each section.

@ To expand all the indicators/sections at once so the whole form can be printed, select g
at the top of the screen and then select Expand all tabs.

8.  Once all the required indicators/sections have been expanded, to print the form, select Q
The Print dialog box will display.
9. To continue, select the printer you wish to use.
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10. To print the form, select .

The selected elements of the form will now be printed at the selected printer.

@ Please note the form will be very long when printed in its entirety. With this in mind, it may
be worth printing individual indicators where possible.
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Manage User Profiles

Although the majority of user administration will be done by the AIHW User Administrator, there
are some tasks AIHW users will be able to carry out themselves when it comes to managing
their user profiles in the Data Portal.

End users will be able to do the following as part of managing their user profiles in the Data
Portal:

¢ Request an alternate user profile, and

e Switch user profiles.

Request an Alternate User Profile

When an AIHW user has a profile created for them in the Data Portal, they will “belong” to the
AIHW. If they need to assist a Health Service with their data though, they can request the
creation of a user profile in that Health Service by the Health Service’s User Administrator.

The following procedure is used to request an alternate user profile in the Data Portal.

1.  Ensure you have logged in to the Data Portal and the Data Portal Home screen is
displayed.

2. Onthe Data Portal Home screen, select B next to your name in the top right-hand
corner of the screen and select Request New Profile from the list that displays.

The Request User Profile screen will display.

= [DATAIPORTAL

Department of Health

= New ~ Manage ~ Reports

‘ Request User Profile

Organisation * -- Select an organisation —

3. Select D in the Organisation field and select the Health Service you wish to request an
alternate user profile for, from the drop down list that displays.

' The Organisation drop down list contains a search field in which you can enter the name
of the Health Service in order to refine the list. Alternatively, you can just scroll down the list.

4. Once you have selected the applicable Health Service, select .

Your request for an alternate user profile has now been submitted to the User Administrator for
the nominated Health Service. When the User Administrator actions your alternate user profile
request, you will receive an email informing you of the outcome.
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Switch User Profiles

If you have multiple profiles in the Data Portal, you can easily switch between these profiles as
required, depending on the organisation you are working on behalf of in the Data Portal at the
time.

The following procedure is used to switch user profiles in the Data Portal.

1.  Ensure you have logged in to the Data Portal and the Data Portal Home screen is
displayed.

On the Data Portal Home screen, select Ed next to your name in the top right-hand
corner of the screen and select My User Profiles from the list that displays.

N

The My Profiles screen will display, showing your default profile (the one currently in use) along
with any other profiles that have been created for you.

n * New ~ Manage ~ Reports 0

My Profiles +

Search:

Default Profile

Organisation & Trading Names & Profile Type & Status & Action

Departmental Internal Staff Home Active

Other Profiles

Profile

Organisation & Trading Names <+ N Status T Action
Type &
NT Department of Health - Canteen Creek
epa. ment ot Fiea anteen Lree Alternate Active Switch Set Default
Community Health Centre

To switch to an alternate profile, select in the Action column of the profile you
wish to use.

w

4. You can now perform the activities permitted by they selected alternate user profile.
5.  Toreturn to your original user profile, just repeat the steps above.

@ Performing the above steps will activate the selected profile for your current session only
and your default profile will be restored the next time you log in to the Data Portal. To set one of

your alternate profiles as you default profile, select next to the profile you wish to use

instead of Mk
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Manage User Records (User Administrators)

In the Data Portal, AIHW User Administrators will have the ability to add and maintain user
records for other users within the AIHW.

Certain users within each the AIHW will be given the User Administrator role in the Data Portal,
which will allow them to:

¢ Add roles and folders to user profiles for AIHW users as they register in the Data
Portal.

e Action user profile creation requests for users in other organisations who request a
profile be created in the AIHW.

¢ Add and remove roles and folders to and from their own user profile as required to
allow them to perform the required roles for the AIHW.

Update User Profiles

If you are a User Administrator for the AIHW, you will be able to make changes to user profiles
in the Data Portal for other users in the AIHW.

When a user registers in the Data Portal and has a profile automatically created for them, they
will not have any roles or have access to any folders - you need to set this up for them as a
User Administrator for the AIHW.

The following procedure is used to update a user's profile in the Data Portal.

1.  Ensure you have logged in to the Data Portal and the Data Portal Home screen is
displayed.

2. From the Data Portal Home screen, select and then Users.

The Manage Users screen will display, listing all the registered users within the AIHW.

n + Manage

Manage Users

Only show Users containing:

« Show active users + Show pending users Show revoked users

| searcn [EETEY

Trading
First Name  Last Name Organisation ~ Name(s) Status
v v Email - B File Permission(s) & Role(s) = Folder(s) & B
Andrew Hansen Andrew.L.Hansen@health.gov.au AUSTRALIAN = Approver of data assets for = Indigenous ~ Active
INSTITUTE submission Health
OF HEALTH = Receiver of data assets for
AND submission
WELFARE = Uploader of data assets for
submission
= Reviewer of data assets for

3. If you need to search for the user whose profile is to be updated, enter the user’'s name
(first name, last name or both) in the Only show Users containing field.

@ Alternatively, you can select in the header of the required column (for example Last
Name) to find the required user’s record.

4. To search for the user’s record once you have entered the required search criteria, select
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A list of matching users will display.

|n — TRAINING ENVIRONMENT ()

Manage Users

Only show Users containing: hansen

'+ Show active users + Show pending users  Show revoked users

User List m

Trading
First Name Last Name Organisation ~ Name(s) Status
B < Email < - < File Permission(s) & Role(s) < Folder(s) < T

Andrew Hansen Andrew L Hansen@health.gov.au =~ AUSTRALIAN = Approver of data assets for = Indigenous  Active

INSTITUTE submission Health

OF HEALTH = Receiver of data assets for

AND ‘submission

WELFARE = Uploader of data assets for

submission
= Reviewer of data assets for
submission

5. Todisplay the details for the selected user, select the first name link for the user.
The User Details screen for the selected user will display.

n » Manage TRAINING ENVIRONMENT ()

Departmental Internal Staff

Andrew Hansen &
Name: Andrew Hansen
Organisation: AUSTRALIAN INSTITUTE OF HEALTH AND WELFARE

Trading Names:

Home Organisation- Departmental Internal Staff
Home Organisation Trading Names:

Default Profile: No

Contact Information

You may only edit your own contact information.

Contact Number 1

Contact Number 2

Email = Andrew L.Hansen@health.gov.au

]
To open the user’s profile for updating, select & atthe top of the screen.

o
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The User Details screen will update so the user’s profile can be updated.

n v Manage

Departmental Internal Staff
Andrew Hansen

Name:
Organisation:
Trading Names:

Home Organisation-

Home Organisation Trading Names-

2

Epimne &

Andrew Hansen
AUSTRALIAN INSTITUTE OF HEALTH AND WELFARE

Departmental Internal Staff

Default Profile No
Contact Information
You may only edit your own contact information.
Contact Number 1
Contact Number 2
Email = Andrew.L.Hansen@health.gov.au

7. Inthe Roles section, select the relevant check box(es) to add the applicable roles to the

user’s profile.

Role(s)

Uploader of data assets for submission

Reviewer of data assets for submission

Approver of data assets for submission
¥ Receiver of dala assets for submission
¥ User Administrator

Interactive Report Viewer

Interactive Report Developer

Viewer of Processed Data in submission

The role or roles an end user has will determine the tasks they can perform in the Data Portal.
For example, if an end user is given the Receiver of data assets for submission role (known as
Data Receiver) they will be able to process data assets in the Data Portal. That user would not
be able to approve the data asset submissions of other users, however, unless they were also
given the Approver of data assets for submission (Submission Approver) role.

8. In the Folders section, select m
The Folders dialog box will display.

Available

T Indigenous Health
HCP
nKPI
0OSR

Selected

No folders selected
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9. Inthe Available section on the left-hand side of the dialog box, select the Indigenous
Health check box.

Once you select the Indigenous Health check box, the HCP, nKPI and OSR check boxes will
automatically be selected. It is important to select both the top level folder and at least one sub-
level folder underneath in order for the user to be able to perform the required functions.

10. |If the user doesn’t work with all of these data types, simply deselect the relevant check
box(es).

11. To add the selected folders to the user’s profile, select .

u Folders determine the data assets the user will be able to view and/or edit as the data
assets go through the submission workflow process.

12. To continue, select OK

The User Details screen will again display and the selected folders will be now listed for the
user.

Folders

# 7 Indigenous Health
HCP
nKPI
OSR

@ In the User Status field at the bottom of the screen, you can select | and select either
Pending to delay activating the user’s profile or Revoked if the user’s profile needs to be
deactivated for some reason.

13. To save the changes to the user’s profile, select .

The Save Changes dialog box will display.

14. Inthe Save Changes dialog box, select .

The changes to the details will be applied to the user’s profile.
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Update Your Own User Profile

As a User Administrator in the Data Portal, you can update your own profile in addition to
updating profiles for other users within the AIHW.

The following procedure is used to update your own user profile in the Data Portal.

1. Ensure you have logged in to the Data Portal and the Data Portal Home screen is
displayed.

2.  Select B2 next to your name in the top right-hand corner of the screen and select Manage
My User Profile from the list that displays.

The User Details screen will display.

“ ~ Manage
Departmental Internal Staff
Stuart Dunn 4
Name: Stuart Dunn
QOrganisation: AUSTRALIAN INSTITUTE OF HEALTH AND WELFARE

Trading Names-

Home Organisation- Departmental Internal Staff
Home Organisation Trading Names:

Default Profile No

Contact Information
Contact Number 1
Contact Number 2

Email * Stuart. Dunn@health.gov.au

Role(s)

g
3. To edit your user details, select & at the top of the screen.

The User Details screen will update so your profile can be edited.

h = Manage

Departmental Internal Staff

Stuart Dunn Epiine #*
Name: Stuart Dunn
Organisation: AUSTRALIAN INSTITUTE OF HEALTH AND WELFARE

Trading Names:

Home Organisation Departmental Internal Staff
Home Organisation Trading Names:

Default Profile: No

Contact Information

Contact Number 1 = - Choose type — <

Contact Number 2 * - Choose type —- -

Email = Stuart. Dunn@health.gov.au
Role(s)

4. Inthe Role(s) section, select or deselect the relevant check box to add or remove a role
to/from your user profile.

5. In the Folders section, select ﬂ
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The Folders dialog box will display.

Available Selected

¥ Indigenous Health Mo folders selected

HCP
nkPl
OsSR

&

Cancel

6. Inthe Available section on the left-hand side of the screen, select the Indigenous Health
check box.

Once you select the Indigenous Health check box, the HCP, nKPI and OSR check boxes will
automatically be selected. It is important to select both the top level folder and at least one sub-
level folder underneath in order to be able to perform the required functions.

7. If you don’t work with all of these data types, simply deselect the relevant check box(es).

8. To add the selected folders to your profile, select .

9.  To continue, select
The User Details screen will again display and the selected folders will be listed.

Folders

* 7 Indigenous Health
HCP
nkPI
OSR

10. To save the changes to your profile, select .

The Save Changes dialog box will display.

11. Inthe Save Changes dialog box, select .

The changes will be applied to your user profile.
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