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User Guide

Version History

This section details the different versions of this user guide and what they contain, allowing you
to decide iffwhen you need to download an updated version of the guide for your use.

Version Number

Date

Change

1.0

28 February 2024

Original version

1.1

27 August 2025

Update to include new departmental branding
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Data Portal Terminology

There are terms particular to the Data Portal that you may not have previously encountered.

The table below identifies these terms along with a description of what they mean, with the aim
of assisting you in your overall understanding of the Data Portal and how to use it for your
Indigenous health data reporting requirements.

Term

Description

Report

The data file being submitted by the health service and its associated
information, such as who is submitting the data and for which
reporting round and collection period.

Report is a generic term used for all data submitted in the Data Portal,
not just data submitted by health services.

An analogy that is used to describe a report 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 submission workflow process.

Data Period

This field identifies the period covered by the data being submitted
(e.g., 01/06/25 to 31/12/25).

Y This field isn't used for Indigenous health data reporting.

B2G

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

Direct Load

Another term for B2G, a “direct load” report 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 nKPI
data in the Data Portal before submitting it to the AIHW as part of the
reporting round.

Trial submissions can also be used by health services to submit data in
the Data Portal more frequently, so this data appears in their Qlik
Health Service nKPI and OSR Report.

Organisation

The generic Data Portal term used to describe health services that use
the Data Portal. It can be any entity with an ABN or connected to an
organisation with an ABN. In the Indigenous health context, each
health service required to report 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

To move a report to the next stage of the report submission workflow
process, an appropriate action needs to be selected in the Data Portal.
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Term

Description

Organisation Type

The category of organisation (for example, ACCHS, Local Government,
Non-Government Health Service). This is used for grouping reporting
data for certain types of health services.

Shared Report

A report 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, Disability and Ageing
wants all health services to see - if so, they can disseminate this
information as a shared report in the Data Portal.

GPS ID

GPS is the system Health, Disability and Ageing uses to manage grant
payments. If a health service receives grants from Health, Disability
and Ageing, they should have a GPS ID recorded in their organisation
record in the Data Portal.

Status

Shows where a data report is up to in the submission workflow
process. There are different statuses in the Data Portal for reports
submitted by health services and for those published through the Data
Portal by Health, Disability and Ageing.

When a report 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 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 report for information relating to the folder
or folders they have been given access to.

The Indigenous Health folder (and its nKPI, OSR, HCP, Activity Work
Plan and Performance Report sub-folders) 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 report (dlirect load) or
entered manually (manual submission) in the Data Portal during the
data submission workflow process.

For Indigenous health this will be the health service’s nKPI, OSR, HCP,
IAHP PHC Activity Work Plan or IAHP PHC Performance Report data,
depending on what is being reported on.

@ This is also known in the Data Portal as an XML file and a Form.

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 User Administrator for each health service or by a User
Administrator from the Department of Health, Disability and Ageing as required.

Y The roles described below are common across all business uses of the Data Portal - they

are not specific to Indigenous

health.

Role

Description

End User Roles (Data Su

bmission Workflow)

Submission Uploader

The Submission Uploader is the creator (manual submission) or
initial updater (dlirect /oad) of a report in the Data Portal. They
create/update the draft report details containing information
relevant to their requirements and create/update an attached
form containing their aggregated clinical data. In the
Indigenous health context, the Submission Uploader will sit
within a health service.

The Submission Uploader can send the report and the form
contained within to a colleague either for review (Submission
Reviewer) or approval (Submission Approver).

The Submission Uploader may be required to amend a report
as it progresses through the data 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 reports 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 report that has been sent to them
by the Submission Uploader.

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

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

Submission Approver

The Submission Approver approves the report for their health
service. The Submission Approver for a health service will
generally be the CEO or a nominated representative.

Approval of the report by the Submission Approver will send the
report to an external Data Receiver for processing. For
Indigenous health, this will be the AIHW (for nKPI and OSR
data) Health, Disability and Ageing (HCP) or the DSS Funding
Agreement Managers (IAHP PHC Activity Work Plans and IAHP
PHC Performance Reports).
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Role

Description

If needed, the Submission Approver can request amendments
to the report, in which case the report is returned to the
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
reports for a health service, but they do not have the ability to
make any changes to a report.

The Submission Viewer within either a health service or affiliate
will generally be someone who isn’t involved in the reporting
process but has an interest in the data.

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

Y If a user has other roles, such as Submission Uploader or
Submission Reviewer, they should not be given the Submission
Viewer role, as this could prevent their profile from functioning

properly.

Data Receiver

The Data Receiverrole is assigned to users external to the
health service submitting the report. For Indigenous health, this
will be the AIHW (nKPI and OSR) Health, Disability and Ageing
(HCP) or the DSS Funding Agreement Managers (IAHP PHC
Activity Work Plans and IAHP PHC Performance Reports).

The Data Receiver receives the report once it has been
approved by a health service's Submission Approver (or
submitted by the Submission Reviewer if Interim Processing is
used). They are responsible for reviewing and processing the
report.

If amendments are required to the data in the report, the Data
Receiver can send the report 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
Recelver of data assets for submission.

& I a user has the Data Receiverrole in the Data Portal, they
should not be given any other roles (Submission Uploader etc)
as this could prevent their profile from functioning properly.

Interactive Report Viewer

The Interactive Report Viewer role will be assigned to those
users with a need to analyse the Indigenous health data that
has been submitted through the Data Portal.

This may be users from a health service who will track their
health service’s data over time and against comparison groups
through the Qlik Health Service nKPI and OSR Report, or the
AIHW, who will monitor the data submission progress of health
services during reporting rounds by using Qlik management
reports.
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Role

Description

Published Report Viewer

The Published Report Viewer role will be assigned to those
users with a need to access their published nKPI Summary
reports that have been provided to health services within the
Health Data Portal.

Initially, the role will be given to each health service User
Administrator and the User Administrator can then decide which
of the users within their health service requires the role and
then can assign it accordingly.

System Administration Roles

User Administrator
(Department of Health,
Disability and Ageing)

Department of Health, Disability and Ageing First Nations
Health Division (FNHD) User Administrators will have the ability
to update user profiles for all users of the Data Portal.

When the first member of a health service registers in the Data
Portal, FNHD User Administrators will receive an email
informing them this user needs to be set up as the User
Administrator for their health service.

An FNHD User Administrator will then go into the user’s profile
and assign them the User Administrator role and the
Indigenous Health folder.

At any time, an FNHD User Administrator can update a health
service user’s profile to assist the health service’s User
Administrator as needed.

User Administrator (health
service)

The User Administrator role will be assigned to an individual(s)
within each health service.

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

The initial User Administrator role for each health service will be
assigned by an FNHD User Administrator. Subsequent User
Administrator roles for a health service can then be assigned by
the original User Administrator for the service.

Organisation
Administrator (Health,
Disability and Ageing)

The Organisation Administrator role will be assigned to
nominated representatives from FNHD within Health, Disability
and Ageing.

The Organisation Administrator role allows the user to create
organisation records for new health services in the Data Portal
as needed. These records can also be created as parent or child
organisations with connections to each other if required.

Organisation Administrators can also update existing
organisation records within the Data Portal.

Reporting Round
Administrator (Health,
Disability and Ageing)

The Reporting Round Administrator will be able to create and
update Indigenous health data reporting round records in the
Data Portal.

The Reporting Round Administrator role will be assigned to
individuals within Health, Disability and Ageing’s FNHD.
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Role

Description

Submission Question
Administrator (Health,
Disability and Ageing)

The Submission Question Administrator will create submission
questions that need to be answered by a health service as part
of submitting a report through the Health Data Portal.

The Submission Question Administrator role will be assigned to
individuals within Health, Disability and Ageing’s FNHD.
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Data Portal Statuses

In the Health Data Portal, a report can have a variety of statuses as it moves through the data
submission workflow process. 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 report in the
Data Portal, the report will automatically be set to the
status of Draft Submission.

For a direct load report, the status is automatically set to
Draft Submission when the report is uploaded to the
Data Portal from the health service’s CIS.

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

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

Submission Ready for Review

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

The report can then be reviewed by the Submission
Reviewer in the health service as required.

Once the Submission Reviewer has reviewed the
report, 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 report 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 report and send it off for review/approval
again.

Submission Ready for Approval

When a report is reviewed and deemed ready for
approval, the action Request Approval is selected.

This sets the report’s status to Submission Ready for
Approval and sends the report to the health service’s
Submission Approver (usually the CEO) for approval.

Submission Approved

When the Submission Approver reviews a report and
decides it can be approved, they select the Approve for
Submission action. This sets the report’s status to
Submission Approved and sends the report to the AIHW
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Status Description

(nKPI and OSR) Health, Disability and Ageing (HCP) or
the DSS FAMs (IAHP PHC Activity Work Plans and
Performance Reports) for processing.

Ready for Processing When a report has been approved for submission, it
goes to the AIHW (nKPI and OSR) Health, Disability and
Ageing (HCP) or the DSS FAMs (IAHP PHC Activity Work
Plans and Performance Reports) for processing.

Once the AIHW, Health, Disability and Ageing or the
DSS FAMs review the report and are happy with the
content of the submission, they will set the report’s
status to Ready for Processing to let the applicable
health service know they are processing this
submission.

Processed When the report has been processed as required by the
AIHW, the Department of Health, Disability and Aged
Care or DSS FAMs, they will select the Process action
which sets the report to the status of Processed and
completes the data submission workflow process.

A report will also be set to the status of Processed when
the health service Submission Approver gives final
approval of the report as part of Interim Processing.

The processing of the report 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 report
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,
Health, Disability and Ageing or the DSS FAMs as part
of Interim Processing. This is done by selecting the
action Request Interim Processing.

Interim Processing allows the health service to send the
report to the AIHW, Health, Disability and Ageing or
DSS for processing prior to it going to their CEO for
approval. This means the CEO will only have to
approve the report 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 report is sent to the AIHW, Health, Disability
and Ageing or DSS as part of Interim Processing, it will
have the status of Interim Submitted.

Ready for Interim Processing When a report is sent for Interim Processing by the
health service's Submission Reviewer, it goes to the
AIHW, Health, Disability and Ageing or DSS for review.

Before the AIHW, Health, Disability and Ageing or DSS
reviews the report, they will set its status to Ready for
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Status

Description

Interim Processing to let the applicable health service
know they are processing this report.

Submission Ready for Final
Review

When the AIHW, Health, Disability and Ageing or DSS
review a report as part of Interim Processing and are
happy for the report to be sent back to the health
service for CEO approval, they will select the action
Reqguest Review.

This sends the report back to the health service’s
Submission Reviewer and sets the status of the report
to Submission Ready for Final Review. The Submission
Reviewer can then action the report as required.

Submission Ready for Final
Approval

When the Submission Reviewer sends the report that
has been through Interim Processing to the health
service's Submission Approver for approval, it will be set
to the status of Submission Ready for Final Approval.

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

Submission Returned to
Uploader

Once a report has been approved by the health service
Submission Approver and sent to the AIHW, Health,
Disability and Ageing or DSS for processing (or it has
been sent to the AIHW, Health, Disability and Ageing or
DSS by the Submission Reviewer as part of Interim
Processing) the AIHW, Health, Disability and Ageing or
DSS 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 report to Submission
Returned to Uploader and will initiate the exception
reporting process.

@A report can also be set to Submission Returned to

Uploader if the health service has sent the report to the

AIHW, Health, Disability and Ageing or DSS in error and
asks them to send the report back to them.

Removed Draft Submission

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

W if the report you are working with is part of a
reporting round, you will not be able to remove the
report. If you need to remove the report, you will need to
set it to Trial Submission first.

Removed Submission

If a submitted report has been sent back to the
Submission Uploader for revision by the AIHW, Health,
Disability and Ageing or DSS and the Uploader then
decides to select the action Remove Data Asset, the
report’s status will be set to Removed Submission and
the report will be removed from view.
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Status Description

@ If the report you are working with is part of a
reporting round, you will not be able to remove the
report. If you need to remove the report, you will need to
set it to Trial Submission first.

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,
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.
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Register for the Health Data Portal

Before you can perform tasks in the Data Portal as a health service user, you will need to be
registered in the Data Portal. While most existing health service users should already be
registered, there will always be new users who need to be registered and need assistance with
the registration process.

Before you can register for the Data Portal, you must have a myID. These are secure logins that
identify users when using participating government online services, such as the Data Portal.
Once you have your mylID, and it has been linked to the health service in the RAM by your
Principal Authority, you can register in the Data Portal. For more information on how to register
for mylID, see Registering for myID.

@ You only need to register once for the Data Portal. If you have registered for the Data Portal
but then obtained a new myID for some reason or have changed phones and had to uninstall
and reinstall the myID app as a result, you don’t need to register in the Data Portal again.
Instead, you need to ask your Principal Authority to update or remove and recreate your RAM
profile. Once this is done, you will be able to log in to the Health Data Portal as normal.

The following procedure is used to register for the Data Portal as a health service user.
1. Open the Data Portal through the Health Data Portal link.

The Data Portal Registration and Log In screen will display.

DATA |PORTAL

Australian Government

Department of Health,
Disability and Ageing

Register

The Health Data Portal is going under a planned maintenance
outage on Thursday 28/08/2025 from 20:00 — 23:30 EST.

User Help

During these periods, the Health Data Portal will be unavailable.
Please plan accordingly and we apologise for any inconvenience FAQs
this may cause.

f you encounter any issues once the Health Data Portal is available after the release,
please contact: dataportal@health.gov.au

Register

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

DATA |PORTAL

Australian Government

Department of Health,
Disability and Ageing

(¢ Registration

. Authentication * Mandatory field Authentication
2 Confirm Details

If you are an Aged Care Quality and Safety Commission (ACQSC) user, you do not need a mylD and can just click Next to

3 Contact Information
proceed.

Otherwise, you must have a valid mylD and be linked to your organisation through the Relationship Authorisation Manager
4  Nominate Folder and Terms & Conditions (RAM) to register for the Health Data Portal.

If you have a mylD and are linked to your organisation via the RAM, please click Next to proceed

il Complete It you de not have a mylD, you will need to register for one at Register for mylD. Then, your Principal Autherity must link your

mylD to your organisation using the Relationship Authorisation Manager (RAM). Once this is done, you can then register for
the Health Data Portal.

Cancel Next

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

@ If you don’t have a valid myID, select and then go to Registering for myID to obtain
one.

3. To continue registration for the Data Portal, select ext .

The Health Authentication Gateway screen will display.

astration Gernment |- Health Authentication Gateway

partment of Health,
Disability and Ageing

Which credential would you like to use?

Digital ID and RAM VANguard FAS myGov
Sign in with Digital ID and Relationship Authorisation Federated Authentication Service enables 2 person's existing Authenticate using your existing myGov account.
Manager (RAM) network login to be used a5 a single sign-on.

A simple and secure way to access government online
Your Digital ID makes accessing government services anline Vou will not need to re-enter a password when accessing services.

simpler, safer and more secure. government anline services

Login with VANguard FAS

What is Digital I3, myl and RAM?.

Continue with Digital ID

© Department of Health, Disability and Ageing

. Continue with Digital ID
4.  To continue, select _]
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@ Don’t select here as this is the incorrect option and will take you to a BROSS
credentials screen asking you for a user ID and password, which you don’t have.

The Select your identity provider screen will display.

Select your identity provider

o You may need to increase the strength of your Digital ID for Department of Health and Aged Care.

Department of Health and Aged Care needs you to prove who you are using a Digital ID.

Read about what is an identity provider and your privacy and security.

74 mylD

[l Managed by Australian Government

You'll need these to get started

O 05 or Android device

Remember my choice
(Not recommended for shared devices)

Select mylD >

@ If you select the Remember my choice check box before selecting

the Select your identity provider screen will not display again.
5. To continue, select .

The mylD screen will display.

Y]

iy rylID

Loginwith mylD

mylD email

[ ] rememberme

Getcode

Don‘thave amylD? Setoneup™

Visit mylD &' to find out more.

LN

6. Inthe mylD screen, enter your mylD email address in the myIlD email field at the bottom
of the screen.

7. To continue, select .

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

8. Enter the 4-digit code that appears into the applicable fields that have appeared on your
smart phone.
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The Registration - Confirm Details screen will display.

(¢ Registration

1  Authentication

* Mandatory field Confirm Details

Confirm Details

3 ContactInf " Please confirm your AUSkey details, certify below and click Next to proceed
ontact Information

If any of the information is incorrect, click Cancel. Please return to ence you have obtained the correct AUSkey
4  MNominate Folder and Terms & Conditions
Bl complete First Name
Last Name

ABN

QOrganisation

* | certify that the information above is true and correct

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

10. 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 ksl

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

The Registration - 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

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

13. Inthe Your email address field, enter in a contact email address. This is a mandatory
field.
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@ You don’t have to enter in a second contact number.

14. To continue, select .

The Registration - 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.
ontact Information

Mominate Folder and Terms & Conditions Mominate Folder * __Choose a folder —

5  Complete .
Terms and Conditions

TERMS OF USE

Welcome to the Health Data Portal (datapertal 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

15. In the Nominate Folder field, select and select Indigenous Health from the drop-
down list.

This will ensure that, when your registration is complete, your health service’s Data Portal User
Administrator will receive an email notifying them of your registration.

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

. Next
17. To continue, select [k .
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The Registration - Complete screen will display.

(" Registration

1  Authentication * Mandatory field Com plete

2  Confirm Details

3 Comtact inf " 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 erganisation’s User Administrator(s) (see below) to obtain privileges. before attempting te 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 field in case you need to contact them.

18. 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 you have registered for the Data Portal and your user profile has been completed by your
User Administrator (for more information, see Manage User Profiles later in this guide) you can
log in to the Data Portal.

For you to be able to perform tasks in the Data Portal, your User Administrator needs to have
assigned you roles and folders first. If you log in to the Data Portal and can’t see any options on
the toolbar in the Data Portal home screen or any folders on the left-hand side of the screen,
you will need to contact your User Administrator and ask them to update your profile as
required.

The following procedure is used to log in to the Data Portal as a health service user.
1. Open the Data Portal through the Health Data Portal link.

The Data Portal Registration and Log In screen will display.

DATA PORTAL

Australian Government

Department of Health,
Disability and Ageing

#+ Maintenance Planned #

Register
The Health Data Portal is going under a planned maintenance
outage on Thursday 28/08/2025 from 20:00 — 23:30 EST. User Help
During these periods, the Health Data Portal will be unavailable.
Please plan accordingly and we apologise for any inconvenience FAQs

this may cause.

if you encounter any issues once the Health Data Portal is available after the release,
please contact: dataportal@health.gov.au

2. From the Data Portal Registration and Log In screen, select .

The Health Authentication Gateway screen will display.

Health Authentication Gateway

Select an identity p ider

Which credential would you like to use?

Digital ID and RAM VANguard FAS myGov
Sign in with Digital 1D and Relstionship Authrisation Federated Authentication Service enables 2 person's existing Authenticate using your existing myGov account.
Manager (RAM) network login to be used as a single sign-on.

A simple and secure way to access government online
Your Digital ID makes accessing govemment services online You will not need to re-enter a password when accessing services.
simpler, safer and more secure. government anline services
What s Digita 1D, my1D and BAMT.

Continue with Digital ID

© Department of Health, Disability and

. Conti ith Digital ID
3. To continue, select .
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@ Don’t select here as this is the incorrect option and will take you to a BROSS
credentials screen asking you for a user ID and password, which you don’t have.

The Select your identity provider screen will display.

Select your identity provider

o You may need to increase the strength of your Digital ID for Department of Health and Aged Care.

Department of Health and Aged Care needs you to prove who you are using a Digital ID.

Read about what is an identity provider and your privacy and security.

74 mylD

[l Managed by Australian Government

You'll need these to get started

O 05 or Android device

Remember my choice
(Not recommended for shared devices)

Select mylD >

@ If you select the Remember my choice check box before selecting

the Select your identity provider screen will not display again.
4, To continue, select .

The mylD screen will display.

Y]

“illy roylD

Loginwith mylD

mylD email

[ ] rememberme

Getcode

Don‘thave amylD? Setoneup™

Visit mylD &' to find out more.

LN

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

6. To continue, select .

@ If your mylID 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 home screen will display, and you can now complete your tasks in the Data
Portal as required.
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DATA [PORTAL

Australian Government

Department of Health,
Disability and Ageing

TRAINING ENVIRONMENT

& Stuart Dunn (ALBURY WODONGAABO

n * New * Reports = Reporting Dashboard

Reporting Dashboard

OSR | 3 July 2025 Reporting Round

© Draft Submission | #®, Unresolved Comments Exist

~ Data Sharing

Do you agree to share your finalised processed OSR data (includes current and

previous reporting periods) with Aboriginal Health and Medical Research Council of ves

NSW (AH&MRC) for the purpose of policy development, research and summary

feedback and support to organisations?

Do you agree to share your finalised processed OSR data (includes current and v
es

previous reporting periods) with National Aboriginal Community Controlled Health
Organisation (NACCHO) for the purpose of policy development, research and
summary feedback and support to organisations?

OSR Reporting Round
Status: Closed
Start Date: 03/Jul2025
End Date: 15/Aug/2025

nKPI Reporting Round
Status: Closed
Start Date: 03/Jul2025
End Date: 15/Aug/2025

HCP Reporting Round
Status: Closed
Start Date: 03/Jul2025
End Date: 15/Aug/2025

Activity Work Plan Reporting Ro...
Status: Closed
Start Date: 20/May/2025
End Date: 31/May/2025

Activity Work Plan Reporting Ro...

P
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Introduction to the Data Portal home screen

Health service users will need to become familiar with the Data Portal home screen when
working in the Data Portal. Users such as Submission Uploaders, Submission Reviewers and
Submission Approvers will use the Data Portal home screen to launch a variety of functions.

The Data Portal home screen will be accessed at various times during the data 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. This screen
will be used to navigate through to a variety of different areas of the Data Portal.

The following procedure is used to navigate around the Data Portal home screen.

& Stuart Dunn (ALBURY WODONGA ABC

DATA [PORTAL

Australian Government

Department of Health,
Disability and Ageing
_ - New * Reports & Reporting Dashboard 0
Reporting Dashboard OSR Reporting Round
Status: Closed
Start Date: 03/Juli2025
OSR | 3 July 2025 Reporting Round End Date: 15/Aug/2025

) nKPI Reporting Round
Closed 12 Days ago | © Draft Submission ‘ ®, Unresolved Comments Exist

Status: Closed
Start Date: 03/Jul/2025
- Data Sharing End Date: 15/Augi2025
Do you agree to share your finalised processed OSR data (includes current and HCP Reporting Round
previous reporting periods) with Aboriginal Health and Medical Research Council of ves No Status: Closed
NSW (AH&MRC) for the purpese of policy development, research and summary Start Date: 03/Juli2025
feedback and support to organisations? End Date: 15/Aug/2025

Activity Work Plan Reporting Ro...
Yes No Status: Closed
Start Date: 20/May/2025
End Date: 31/May/2025

Do you agree to share your finalised processed OSR data (includes current and
previous reporting periods) with National Aboriginal Community Controlled Health
Organisation (NACCHO) for the purpose of policy development, research and
summary feedback and support to organisations?

Activin Work Plan Reeor\:ina Ro...

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

2. Search and Action, and

3. Reporting Dashboard/Data Assets table.
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The Header Section (1)

& Stuart Dunn v

DATA |PORTAL

Australian Government

Department of Health,
Disability and Ageing

The Header section appears on every screen within the Data Portal and is where you can
access your user profile to either update your existing profile or request the creation of a new
profile for another health service you may work closely with.

1.  To manage your user profile in the Data Portal, select E4 next to your name in the top
right-hand corner of the screen you are currently working in.

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

[# Manage My User F|rc"ﬂ|'3|: Allows you to edit some elements of your user profile such as
your contact details.

18 My User F:'mﬂ'es|: Allows you to request a new profile for a different health service,

switch between profiles and set a default profile.

. | Request New P“’ﬂ'EL Allows you to request a new profile for a different health service.

° : Logs you off from your current session of the Data Portal.

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

The Search and Action Section (2)

The Search and Action section of the Data Portal home screen is divided into two areas —
Search (right-hand side) and Action (left-hand side).

h = New = Manage ~ Reporis == Reporting Dashboard Action Search | search for Data Assets ﬂn |

@ The Search field/area on the right will only display if you close your Reporting Dashboard by

&= Reporting Dashboard

selecting
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The Action Area

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 don’t have the access to manage user profiles for your health service in the Data Portal,
you won't see the Manage > Users option.

The following is a list of options available in the Action area and the functions they perform:

The I:I button allows you to navigate back to the home screen from any screen within
the Data Portal.

* NManage

+ Asset for Submission
— . Allows you to manually submit reports in the Data Portal. This

functlon W|II only be used by health services who need to submit their aggregated
clinical data manually.

- Manage

: Allows you to update user profiles for yourself or other users within your
health service if you are a User Administrator for your health service. This function will
also be used by Department of Health, Disability and Ageing FNHD User
Administrators.

LG = Reportil

: This option takes you to your Qlik Health Service nKPIl and OSR
Report, where you can view, filter, and compare reporting data in a series of sheets.
Access to your Qlik Health Service nKPIl and OSR Report can be granted by your User
Administrator.

~ Reports &= Reporting Round Dash

Ll _Interactive Reporis
& Published Reports

: This option gives you access to your National KPI Summary
Presentation report, your National nKPI Results over Time report and your National
KPI Executive Summary report (amongst others) for the most recently completed
collection period. To access these reports, you will need to have the Published Report
Viewer role, which can be assigned by your User Administrator.

== Reporting Dashboard

: Allows you to open and close the Reporting Dashboard as
needed, where you can see each of the reports you are required to submit as part of
the reporting round, and access each of these reports.

L The Reporting Dashboard will default to displaying as open when you access the Data
Portal home screen.
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The Search Area

The Search area of the Data Portal home screen allows you to search for reports that have
previously been submitted by you and other users within your health service. Your search
results will display in the Data Assets section located beneath the Search area.

@ As a health service user, you will see the Reporting Dashboard on your home screen by
default, meaning the Search area will not display. The Search area will only display when you
close your Reporting Dashboard to display the Data Assets table containing your reports for
previous collection periods.

To conduct a report search in the Data Portal:

1.  Ensure the Search area is displayed by selecting

Reporting Dashboard.

& Reporting Dashboard

to close your

2. Enter a keyword(s) in the Search for Data Assets... field on the right-hand side of the
Search and Action section of the home screen.

3. Torefine the search further, select £ next to the Search for Data Assets... field and
select the check box relating to the appropriate Submission date, Submission Status,
Publication status, State or Submission type for the report(s) you are searching for.

4. To run the search, select m

Advanced Search Options
Submission date

O (select Al
Last Modified Date
Reporting Round
Data Period
Purge Date

Start: | 02/Apr/2023

Endg: | 03/Apri2023

Submission status

(Select All)
+ | Draft Submission
+ Submission Ready For Review
+ Submission Ready For Approval
+ Submission Approved
+ Ready for Processing
+ Processad

+ Submission Revision Required

R . Y

Publication status

(Select All)

+ Published

State

v (Select All)
¥ ACT

¥ NSW

¥ NT

v QLD

¥ SA

v TAS

v VIC

Submission type

(Select All)

+  Trial Submissions

+ Reporting Round Submissions

A list of reports matching the selected parameters will display and the Filtered label will display
(highlighted in red below) informing you that you have filtered the view by either a Submission
status, or State, or to include or exclude shared reports.
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DATA |PORTAL

Australian Government

Department of Health,
Disability and Ageing

n - New * Manage * Reports Search for Data Assets %} m O

F0|der5 S Y. N Data Assets for Indigenous Health > nKPI © Clear Filters =
¥ Indigenous Health Status ¢ Organisation % Title Last Modified &
SR Ready for Processing ALBURY WODONGAABORIGINAL nKPI - ALBURY WODONGAABORIGINAL 30/Sep/2024 09:50
Performance Report HEALTH SERVICE INCORPORATED = HEALTH SERVICE INCORPORATED -
HCP 20220919
@ Ready for Processing Coogera Aboriginal Health Service nKPI - Coogera Aboriginal Health Service - 21/Nov/2023 09:00
TIS AWP 20231106
* Hearing Services Ready for Processing Yerin Aboriginal Health Services nKPI - Yerin Aboriginal Health Services Limited ~ 23/Nov/2022 13:56
* Health Workforce Limited -20221121
¥ AGPT program Ready for Processing Taylor's Lake Aboriginal Health NKPI - Taylor's Lake Aboriginal Health Service  18/Juli2022 15:48
¥ UAT testing Service -20220718
* Medical Benefits Schedule Ready for Processing MDW's Import Export and Garbage DP21-1055 MDW Trying To Reproduce Error 03/May/2022 13:42
Disposal
Ready for Processing Culcairn Health Service NKPI - Culcaim Health Service - 20201130 22/Mar/2022 10:44
Ready for Processing Culcairn Health Service NKPI - Culcaim Health Service - 20210302 13/May/2021 12:48
Draft Publication Departmental Internal Staff Publication-25Aug2020-2 25/Aug/2020 15:08
Published Departmental Internal Staff Jasen Test 05/Junf2019 19:08

i. To clear the search results, remove filters and display all reports again, select =l in
the Search for Data Assets... field.

ii. Toresetthe check boxes under Advanced Search Options, select .

The Reporting Dashboard/Data Assets section (3)

Reporting Dashboard OSR Reporting Round
Status: Open
Start Date: 03/May/2022

- -
|OSR| [1 May 2022 Reporting Round| End Date: 31/Mayi2022
oGNP AEYE] © Drat Submission | ® Unresolved Comments Exist R ngRcund

Status: Open

Start Date: 03/May/2022
{ » Data Sharing ; End Date: 17/May/2022

HCP Reporting Round
Status: Open

o Start Date: 03/May/2022

End Date: 31/May/2022

nKPI | 1 May 2022 Reporting Round ™

(o TCALRENEVERED Submission Ready FnrApprovalI‘ IQ) Unresolved Comments Emsll

~ Data Sharing

Do you agree to share your finalised processed nKPI data (includes current and

previous reporting periods) with Aboriginal Health and Medical Research Council of e Yes No
NSW (AH&MRC) for the purpose of policy development, research and summary
feedback and support to organisations?
Do you agree to share your finalised processed nKPI data (includes current and
® Yes No

previous reporting periods) with National Aboriginal Community Controlled Health
Organisation (NACCHQ) for the purpose of policy development. research and
summary feedback and support to organisations?

J

The Reporting Dashboard section of the Data Portal home screen allows health service users to
manage the submission of their Indigenous health reports during a reporting round.

The Reporting Dashboard contains the following elements:

o Text that identifies the type of report being submitted (OSR, nKPI, HCP, IAHP PHC
Activity Work Plan, IAHP PHC Performance Report and TIS Performance Report)

o Text that describes the current open reporting round that is being worked on
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o _ - Informs you how long you have left to submit your report for the current
reporting round.

e O SubmissionRetumedto Uploader _ Confirms the current submission status of the report being
worked on. This is a link that is used to move the report to the next status in the data
submission workflow process. For more information regarding the different data
submission workflow statuses, see the Data Portal Statuses section earlier in this user

guide.

o ™ Unresolved Comments EXISL _ |nforms you there are still data validation issues that
need to be addressed in the report/form.

o ¥ _Alows you to open the applicable form to make any required changes to the data
contain within.

e - Allows you to access more information regarding their report, such as the title

and description and the dates of the reporting round the report belongs to.

¢ Data Sharing section — contains questions asking whether your health service agrees
to sharing their finalised, processed data with NACCHO and/or their state affiliate.

The Data Assets Section (3b)

@ By default, the Reporting Dashboard will display as open when you access the Data
Portal home screen, meaning the Data Assets section will be hidden. To display this

& Reporting Dashboard |

section, you will need to select | and close the Reporting Dashboard.

Aditya Top Level Folder

Health Workforce

Butterbeer Committee

HeaDS UPP

Qlik PHN - NSW - Central and Eastern Sy
Hearing Services

Primary Healthcare

Testing Grouping Level 1

Testing 2 Grouping Level 1

Medical Benefits Schedule

Draft Submission

Draft Submission

Draft Submission

Submission Ready Far

Approval

Draft Submission

Submission Approved

01/Apr/2022 to 30/Apr/2022
Reporting Round Submission
01/Apr/2022 to 13/Apr/2022
Reporting Round Submission
01/0ct/2021 to 31/0ct/2021
Reporting Round Submission
01/Juli2021 to 21/Sep/2021
Reporting Round Submission
01/0ct/2020 to 31/0ct/2020
Reporting Round Submission
30/Apr/2019 to 03/May/2019

Reporting Round Submission

NKPI - Albury Wodonga Aberiginal Health
Service Incorporated - 20220506

NKPI - Albury Wedonga Aboriginal Health
Service Incorporated - 20220420

NKPI - Albury Wedonga Aboriginal Health
Service Incorporated - 20211101

NKPI - Albury Wedonga Aboriginal Health
Service Incorporated - 20211005

NKPI - Albury Wodonga Aboriginal Health
Service Incorporated - 20210505

B2G - nKPI - Albury Wodonga Aboriginal
Health Service

Folders Data Assets for Indigenous Health > nKPI

~ Indigenous Health Status Data Period < Title & Last Modified
OSR Draft Submission 01/May/2022 to 16/May/2022 NKPI - Albury Wodonga Aboriginal Health 31/May/2022 08:22
@ Reporting Round Submission Service Incorporated - 20220531

06/May/2022 10:51

20/Apr/2022 11:51

03/Nov/2021 10:40

05/0ct/2021 16:09

05/May/2021 17:09

29/Apr/2021 08:59

The Data Assets section of the Data Portal home screen displays the reports that have been
submitted through the Health Data Portal by your health service.

While the Reporting Dashboard displays the reports you are currently working on as part of a
reporting round, the Data Assets section displays every report your service has submitted
across the nKPI, OSR, HCP, IAHP PHC Activity Work Plan, IAHP PHC Performance Report

and Tackling Indigenous Smoking reporting types.

In addition, each of the reports that display in the Data Assets section will be clearly labelled as
either being a “Reporting Round Submission” or a “Trial Submission”

The Data Assets section 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 all the folders you have access to
along with the folder you currently have selected (highlighted in blue). The folder you have
selected determines the reports that display in the Data Assets list area on the right-hand side
of the screen. Health services will generally only have access to the Indigenous Health folder.
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To browse folders:
1. Select the folder's name.

The reports in the chosen folder will appear in the Data Assets list on the right-hand side of the
screen.

Data Assets for Indigenous Health > nKPI

Status & Data Period & Title Last Modified ¢
Draft Submission 01/May/2022 to 16/May/2022 NKPI - Albury Wedonga Aboriginal Health 31/May/2022 08:22
Reporting Round Submission Service Incorporated - 20220531

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

2.  To hide your folders from view, select EI in the top right-hand corner of the Data Assets
list area and select Hide Folders.

@ To sort your folders by name, select EI and select Sort Folders by name. To undo the
sort, select Sort Folders by last modified.

The Data Assets section of the screen will update to display a list of all the reports you have
access to, across all folders.

et [DATA|PORTAL

Department of Health

n v New v Manage v Reports Search for Dala Assets... (] m 0
r
S :f Data Assets © ClearFilters | @

Status & Organisation & Title & Last Modified & Folder &
Ready for Processing WIRRAKA MAYA HEALTH SERVICE OSR - WIRRAKA MAYA HEALTH 26/Jun2020 15:18 Indigenous Health
ABORIGINAL CORPORATION SERVICE ABORIGINAL = OSR
CORPORATION - 20200626
Ready for Processing Ferntree Gully Health Service B2G - nKPI - Femtree Gully Health 21/Jan2020 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/uli2019 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/Juli2019 12:08 Indigenous Health
STRAIT ISLANDER HEALTH = nKPI

SFRVICFS1TD

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

3. To dothis, select @ in the top right-hand corner of the Data assets list area 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.
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The Data Assets list will update to display the State column and you can now sort your reports

by state as required.

Australian Government

Department of Health,
Disability and Ageing

Data Assets
Status < Data Period <
Draft Submission 014Jan/2025 to
10/Jun/2025
Processed 10/Juli2024 to
30/Jun/2025
Draft Submission 25/Juli2025 to
25/uli2026
Draft Submission 03/Juli2025 to
30/Jun/2026
Draft Submission 01/Juli2024 to

304Jun/2025

n - New ~ Reports & Reporting Dashboard

DATA |PORTAL

Title <

TIS PR - ALBURY WODONGA
ABORIGINAL HEALTH SERVICE
INCORPORATED - 20250627

Activity Werk Plan - ALBURY
WODONGA ABORIGINAL HEALTH
SERVICE INCORPORATED -
20250818

AWP

Activity Werk Plan - ALBURY
WODONGA ABORIGINAL HEALTH
SERVICE INCORPORATED -
20250723

HCP - ALBURY WODONGA
ABORIGINAL HEALTH SERVICE
INCORPORATED - 20250723

Last Modified &

25/Aug/2025 11:56

18/Aug/2025 0T:43

25/Jul/2025 11:52

23/Juli2025 11:59

23/Juli2025 11:57

& Stuart Dunn (ALBURY WODONGA ABOH

Search for Data Assets..

o - )2

m =
Folder % State ¥
Indigenous Health NSW
o TISPR
Indigenous Health NSW
o Activity Work Plan
Indigenous Health NSW
e Activity Work Plan
Indigenous Health NSW
o Activity Work Plan
Indigenous Health NSW

s HCP

5. To return to the previous view, select E again and select Show Folders.

The Data Assets list area displays the reports that you are currently viewing.

There are several actions you can take when viewing reports:

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

ii. To sortthe displayed list of reports in a particular order, select the required column
heading. The list can be sorted according to (Date) Last Modified, Status, Data

Period or Title.

ii. If more than one page of reports is available, select the desired page number, or the
forward or back button at the bottom of the screen to view more reports

« 12345 =
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Manage User Profiles

Although most user administration will be done by your health service’s User Administrator,
there are some tasks end 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:

o Request an alternate user profile in another site within the service

o Switch user profiles.

Request an Alternate User Profile

When you have a profile created for you in the Data Portal, you will have a "lhome” health
service/site assigned to you. If you work with other health services on a regular basis or your
health service has several sites you need to work with, you can request the creation of a user
profile in these additional health services/sites as required.

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.  On the Data Portal home screen, select Ed 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.

& Stuart Dunn (ALBURY WODONGAABC

DATA |PORTAL

Australian Government

Department of Health,
Disability and Ageing

* New * Reports &= Reporting Dashboard

Request User Profile

Organisation * -- Select an organisation — =

3. Select D in the Organisation field and select the health service/site you wish to request
an alternate user profile in, 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/site to refine the list. Alternatively, you can just scroll down the list.

4.  Once you have selected the applicable health service/site, select .

Your request for an alternate user profile has now been submitted to the User Administrator for
the nominated health service/site. 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 due to having alternate user profiles set up in
another site or health service, you can easily switch between these profiles as required,
depending on the health service/site you are working on behalf of in the Data Portal at the time.

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

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

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

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.

My Profiles +

Search:

Default Profile
Organisation ¢ Trading Names & Profile Type ¢ Status £ Action
Departmental Internal Staff Home Active Switch

Other Profiles

Profile

Organisation & Trading Names & N Status & Action
Type ¢
+ Trading Name 3
A1 DISCREET HEARING AIDS PTY LTD + Trading name 1 Alternate Active Switch | SetDefault

= Trading name 2

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 the 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

. Switch
instead of .
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