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To submit your IAHP PHC AWP through the Data 
Portal, as a Submission Uploader: 

1. Open the Data Portal through Health Data 
Portal. 

2. Log in using the information provided in 
the Register for and Log in to the Health 
Data Portal (Indigenous Health) QRG. 

The Data Portal home screen will display with the 
Reporting Dashboard open. 

 

3. To commence the creation of your IAHP 

PHC AWP, select  to the right of the 
Activity Work Plan reporting round text 
in the Reporting Dashboard (as 
highlighted above in red). 

The IAHP PHC AWP form will display with the 
Reporting Contact – Contact Information section 
displaying by default. 

 

4. You now need to complete each of the 
sections of your IAHP PHC AWP before 
sending it to your DSS Funding Agreement 
Manager (FAM) for approval. 

The following are the sections of the IAHP PHC 
AWP form that need to be completed: 

• Reporting Contact – Select the person 
within your service who will be the 
primary contact for your IAHP PHC AWP. 

• IAHP PHC Grant Information – Your 
service’s grant information will display 
here and can be reviewed as needed. 

•  

• PHC Service Delivery – Select your 
service’s objectives and detail how you will 
achieve these objectives and by when. 

• Supporting PHC Delivery - Select your 
service’s objectives and detail how you will 
achieve these objectives and by when. 

• Key Health Concerns – Select your key 
health needs and enter information 
regarding how you are going to address 
each need. 

• Areas of Focus & Challenges – Select 
your key areas of focus and challenges 
and how they will be addressed. 

• Staffing information – Upload your 
organisational chart or staffing profile as 
appropriate. The document(s) you upload 
should clearly identify positions funded by 
your IAHP PHC grant agreement. 

• Governance, Leadership & Culture - 
Select your service’s objectives and detail 
how you will achieve these objectives and 
by when. 

• Risk Management Plan – If your Risk 
Management Plan is published online, 
enter the details of the website it can be 
found on. If you have a Risk Management 
Plan, you can upload it here. Otherwise, 
detail the risks your service is facing, the 
impact each risk will have if it happens 
and how you will prevent or manage the 
risks. 

• Budget – Upload your completed IAHP 
PHC budget and asset register for the 
upcoming financial year. For your budget 
information, please ensure you use the 
template provided in the help text at the 
top of this tab. 

  

Some tips for completing your IAHP PHC AWP in 
the Data Portal are: 

• Enter information for each section of the 
form by selecting the applicable tab on the 
left-hand side of the form. 

• The IAHP PHC Grant Information tab will 
pre-populate with your grant information. 
If any of this information needs to be 

changed, select  
and ask for the information to be updated. 

https://dataportal.health.gov.au/
https://dataportal.health.gov.au/
https://dataportal.health.gov.au/wps/wcm/connect/dataportal/f34d3159-39f4-464b-855e-5afe96cee307/QRG+-+Register+for+and+Log+in+to+the+Health+Data+Portal+%28Indigenous+Health%29.pdf?MOD=AJPERES
https://dataportal.health.gov.au/wps/wcm/connect/dataportal/f34d3159-39f4-464b-855e-5afe96cee307/QRG+-+Register+for+and+Log+in+to+the+Health+Data+Portal+%28Indigenous+Health%29.pdf?MOD=AJPERES
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 If the grant information for your old funding 
agreement displays here, please disregard. The 
information will be updated for the completion of 
your 2025/26 AWP. 

• You can refer to and copy information 
from last year’s AWP where applicable, 
using the Response from previous Activity 
Work Plan section under most fields. 

• You can download an offline Word version 

of your AWP form to complete (using ) 
and then upload back to the Data Portal, 

by selecting . For more information see 
the Use the Offline Form to complete your 
IAHP PHC AWP guide. 

• You can add comments for your 
colleagues on any section of the form by 

selecting  at the top of the 
Notifications Tray, adding in the comment 
or question for your colleagues and then 
selecting Save. 

• Documents can be uploaded to the Key 
Health Concerns, Staffing Information, 
Risk Management Plan and Budget 
sections of your IAHP PHC AWP using the 
applicable upload buttons as needed. 

• A Risk Management Plan and Budget and 
Asset Register template can be download 
from the applicable tab if needed. 

• The help text at the top of the Primary 
Health Care Service Delivery and Risk 
Management Plan tabs can be collapsed 
and expanded using . 

 

5. Once the required information has been 
entered for the first section, select 

 at the bottom of the form.  

The simple completeness data validations will now 
run on the fields you have completed in the first 
section of the form, and if any of the fields have 
been left blank, a data validation flag will appear 
in the Notifications Tray. 

6. If a data validation flag has been 
generated, you will need enter the 
required information in the applicable 
field(s). 

 If you are unsure which field has been left 
blank, in the Notifications Tray, hover your mouse 

pointer to the right of the data validation flag 

title, select  and the applicable field(s) will be 
highlighted in red. 

 To open the Notifications Tray if it doesn’t 

display, select  in the blue Submission Data 
bar at the top of the form. 

7. To save the amendment and run data 

validation again, select  at the 
bottom of the form. 

The data validation flag relating to the field you 
have just completed should now have 
disappeared from the Notifications Tray. 

8. Repeat the above steps for each section of 
the form as required. 

9. Once you have finished entering your 
information into the different sections of 
the form and have saved the information, 

select  at the bottom of the 
form. 

The Data Portal home screen will again display 
with the Reporting Dashboard open. 

10. Before progressing your IAHP PHC AWP 
through the data submission workflow, 
answer either Yes or No to the data 
sharing consent questions that display 
under Data Sharing and then select 

. 

11. To progress your IAHP PHC AWP through 
the submission workflow, select 

. 

The Change Data Asset Status window will 
display. 

 

12. In the Action field, select  and select 

the appropriate action. 

 

The available actions are: 
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• Request Review – Select this action to 
send your AWP to your Submission 
Reviewer review prior to it being 
submitted for approval.  

• Request Approval – Select this action to 
send your AWP to your CEO or their 
representative for internal approval. 

• Request Interim Processing – If you 
are a Submission Reviewer as well as a 
Submission Uploader, you can select this 
action to send your AWP to your DSS FAM 
for review prior to it going to your CEO or 
their representative for approval. This 
process is known as Interim Processing. 

 If you can approve the AWP yourself, you will 
also see Approve for Submission in the Action list. 
This allows you to approve the AWP and submit it 
directly to your DSS FAM for processing. 

13. In the Comment field, enter any 
comments regarding the action being 
performed on the AWP.  

14. One of the following buttons can now be 
selected when submitting your IAHP PHC 
AWP, depending on the action you have 
selected: 

a. To send your AWP for internal 

review, select . See 
the Review your IAHP PHC AWP 
(Submission Reviewer) QRG for the 
next step in the process. 

b. To submit your AWP directly for 
approval to your CEO or their 
representative, select  

. See the Approve 
your IAHP PHC AWP (Submission 
Approver) QRG for the next step in 
the process. 

Your IAHP PHC AWP has now been created and 
submitted to either your Submission Reviewer for 
review or your CEO or their representative for 
approval.  

An automated email will be sent to all users 
within your health service that have been 
assigned the applicable role in the Data Portal 
(Submission Reviewer or Submission Approver) 
notifying them your AWP has been submitted to 
them for action. 

 For a more detailed description of how to 
submit your IAHP PHC AWP through the Data 
Portal, see Submit your IAHP PHC Activity Work 
Plan (AWP) in the IAHP PHC Activity Work Plan in 
the Health Data Portal user guide on the User 
Support page of the Data Portal. 

 

 

https://dataportal.health.gov.au/wps/wcm/connect/dataportal/15d1245a-ff1a-40f8-91c3-b456cc52ff98/QRG+-+Review+your+IAHP+PHC+AWP+%28Submission+Reviewer%29.pdf?MOD=AJPERES
https://dataportal.health.gov.au/wps/wcm/connect/dataportal/15d1245a-ff1a-40f8-91c3-b456cc52ff98/QRG+-+Review+your+IAHP+PHC+AWP+%28Submission+Reviewer%29.pdf?MOD=AJPERES
https://dataportal.health.gov.au/wps/wcm/connect/dataportal/b74291c1-b438-4c04-a73c-21dcf6130746/QRG+-+Approve+your+IAHP+PHC+AWP+%28Submission+Approver%29.pdf?MOD=AJPERES
https://dataportal.health.gov.au/wps/wcm/connect/dataportal/b74291c1-b438-4c04-a73c-21dcf6130746/QRG+-+Approve+your+IAHP+PHC+AWP+%28Submission+Approver%29.pdf?MOD=AJPERES
https://dataportal.health.gov.au/wps/wcm/connect/dataportal/b74291c1-b438-4c04-a73c-21dcf6130746/QRG+-+Approve+your+IAHP+PHC+AWP+%28Submission+Approver%29.pdf?MOD=AJPERES
https://dataportal.health.gov.au/wps/wcm/connect/dataportal/ec7dd382-8586-4781-8cd6-9ccd53dd07a8/The+IAHP+PHC+Activity+Work+Plan+in+the+Health+Data+Portal+User+Guide.pdf?MOD=AJPERES
https://dataportal.health.gov.au/wps/wcm/connect/dataportal/ec7dd382-8586-4781-8cd6-9ccd53dd07a8/The+IAHP+PHC+Activity+Work+Plan+in+the+Health+Data+Portal+User+Guide.pdf?MOD=AJPERES
https://dataportal.health.gov.au/wps/portal/dataportalcontent/usersupport/userhelpihdr/!ut/p/z1/nZHNUoMwFEZfxS66zOTyW1hi6wilWDtaKdl0AqQlDgQKabU-vcE6jhtxNLtvcnLz5QQTvMFE0BPfU8lrQUuVE2JvrSAMwAQ9hGhmguda1sq1AnDCCY4_APhheYDJ8PknTDBpMp7jBAw7ZxpoyN3RDJnM0RAFg6HUNtPMSVOapU5PZ0I2ssBJTiVt6lbS8iqrhWRCjqE7d5JVYzh2rO2OTb99CQUrG17k7WfhgUZk-D1xX2EYSdQVk622nII_N2GxfDQtWMFKv5n5GoCuZpw4e8FrUbeVcvzwRwU-4PlvWtW_6W00jfZqMpUF4mJX4803K5fwZUXx_PlwIJ7S27t8VcD__DbVunKMMxJv13foNr5feKPRO3o3sRg!/dz/d5/L2dBISEvZ0FBIS9nQSEh/
https://dataportal.health.gov.au/wps/portal/dataportalcontent/usersupport/userhelpihdr/!ut/p/z1/nZHNUoMwFEZfxS66zOTyW1hi6wilWDtaKdl0AqQlDgQKabU-vcE6jhtxNLtvcnLz5QQTvMFE0BPfU8lrQUuVE2JvrSAMwAQ9hGhmguda1sq1AnDCCY4_APhheYDJ8PknTDBpMp7jBAw7ZxpoyN3RDJnM0RAFg6HUNtPMSVOapU5PZ0I2ssBJTiVt6lbS8iqrhWRCjqE7d5JVYzh2rO2OTb99CQUrG17k7WfhgUZk-D1xX2EYSdQVk622nII_N2GxfDQtWMFKv5n5GoCuZpw4e8FrUbeVcvzwRwU-4PlvWtW_6W00jfZqMpUF4mJX4803K5fwZUXx_PlwIJ7S27t8VcD__DbVunKMMxJv13foNr5feKPRO3o3sRg!/dz/d5/L2dBISEvZ0FBIS9nQSEh/

