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Accessing HPOS through PRODA

T Yo— PRODA

TERRE)" Department of Human Service Provider Digital Access Profile | Services | Logout

My linked services

2, Health Professional

Available services

®
Disability Medical
n IS v

myplace Provider Portal

e O

Log into PRODA by accessing the Department of Human Services webpage. Search for PRODA and
select the appropriate link. Once signed in, click on the ‘Go to service’ button in the Health
Professional Online Services box.

/2 Health Professional
Online Services
Health Professional Online Services (HPOS) Terms and Conditions of Use and Access

1. About these Terms and Conditions

behalf (agents)

lause 2
fros
2. Changes to Terms and Conditions
agre.

) that we may change o add to these Terms and Conditions at any time, by ghing you notice, which may be provided elactranically

By clicking the “1 Agrea” button, you acknowledgs that you have read and accept the above Tarms and Conditions.
1 deciin

Static content was last modified on 01 September 2015

Once read, select agree to the HPOS terms and conditions
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Accessing HPOS My Mail

1. Login to PRODA.
2. Click on “Go to service”.
3. Goto Messages.

"2 Health Professional

Online Servic

Hello MRS Sarah Helen Wiles

+oenmm

My programs

° y
m |
My details 2
\ e

52 L @A

Once on the HPOS home page click on the ‘Messages’ button.

A2 Health Professional

A Mesiage

Messages

+oenmmE

My mailbox

Practice mailbox

Statements and
Subscriptions

Click on the ‘My Mailbox’ button on the screen that appears.
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# s » Mail Centre - My mailbax

=

Mail Centre - My mailbox

+ o

Compose new mail| | Form upload

My Mail

{ Toupdate your Mail Centre email norifications select the Settings icon

Search by:
Program mailbox * m
Range * o Al Previousweek () Previous month () Date range (below)
Search| Reset.
Display All Move selected to: v | Move)
Program mailbox & Subject 3 Update Date/Time & Ref No &
&  Medicare NOD3 Request for Country SA PHN ; 802:13 PM 144319271-02

% | Healthcare Identifiers SP application for HPI-O & 17 BM

Static content was last modified on 6 December 2014

§3 . &

You will now have access to your HPOS mailbox, allowing you to review all received and sent secure
messages. Click on the ‘Compose new mail’ button to begin a new secure message.

Professional

Home il Centre - My mailbax » Compose new mail

Mail Centre - My mailbox - Compose new mail

+oenmE

Please note: All delegated users will be able to view and/or reply to mail messages in this mailbax.

Enter detalls below to create your new

mail

Te* Healthcare Identifiers v

Subject *

Text *

Atachmeness Choase File | Mo file chosen

AddFle| oL

Send| |Cancel

53 4L @

The drop-down box will allow you to select the recipient of the message, the fields with the asterisks
are required fields, this works largely the same as most mainstream email services.
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2 Health Professional

Online Services

Mail Centre - My mailbox - Compose new mail

+enmm

Please note: All delegated users will be able to view and/or reply to mail messages in this mailbox.

Enter detalls below to create ye

To*
subject *

Text *

Attachment/s

52 L @A

Select ‘Healthcare Identifiers’ to send a message to the HI Service (Health Care Identifiers Service).
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Adding services to your organisation

1. Login to PRODA.

2. Click on “Go to service”.

3. Goto My Programs.

4. Go to Healthcare Identifiers.

= ¢ Health Professional

MENU Online Services

A mypr

My programs

Department of Veterans' lealthcare Id My Health Recor Practice Incentives Program
Affairs (OVA) 8

+oenm

Practice Nurse
Program (PNIP)

From the HPOS home screen click on the ‘My Programs’ button, then click on the ‘Healthcare
Identifiers’ button on the screen that appears.

= e 3 - Ith o_fessional

b

care identifiers

]

Hi Services available

+ o

52 L A

Click on the ‘My organisation details’ link to view, access and change your organisation’s information
within HPOS.
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‘2 Health Professional

Organisation snapshot

Here you will be able to view a snapshot of your organisations details, as recorded in HPOS.

2 Health Professional
Onl 5

+eprm

Organisation service unit Start Date End Dot Action

2012207 \mend

Click on the ‘Services’ tab, then the ‘add new Organisation service details’ link.
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+oepm

Organisation service start date

Start date aceuracy indicator

End dote accuracy Indicator
Save changes | Raset | Cancel changes
Organisation service summary

Organisation type Start Date End Date

Jbilc haalth program
Other Healhcare Services ne He

53 L A

Select the relevant organisation type from the drop-down list.

Organisation snapshot

The o a
For datails of your network_ salect Natwork map @
e I N T T N T A T T +

Add new Organisation service details

Al required felds are marked with an aslarisk

“Organisation type Retai Pharmacy
“Organisation service fype v
Organisation service unit - B

Organisation service start date Pharmacy refail aperation
Start date accurscy indicator

Organisation servica snd dote

End date accuracy Indicator B
Save changes | Reset | Cancel changes

Organisation service summary

Organisation type Organisation service type Organisation service unit Start Date. End Date

Other Healheare Services nec Healincare senvice nec 20121201

52 L A

Then select organisation service type.
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+epE R

For detalls of your net

e I T N T N R T

Add new Organisation service details

Al required felds are marked with an asterisk *
Organisation typs Retall Phar v
“Organisation service type Commanty v

Organisation service unit
Organisation service siari data
Start date accuracy indicator

Organisation service end date

End dote sccuracy indicator

Sava changes | Reset || Cancel changes

Start Date. End Date

201212017

taws (HMRs|
dvisory Service Medical Cenificatss

52 L A

Select the services relevant to your organisation, multiple can be added.
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View and manage OMO’S (Organisation Maintenance Officer)

1. Login to PRODA.

Click on “Go to service”.

Go to My Programs.

Go to Healthcare Identifiers.
Go to My organisation details.
Click on the OMO tab.

ok wnN

The screen below shows the linked OMO’s to the organisation.

= A2 Health Professional
wew ~ Online Services

Organisation snapshot
The &

N v I T T

24 to this organisatior

Family name

Standing

To manage the OMO’s click on the link as shown in red in the screen below.

To cancel and/or return to the previous screen click on the “Cancel” button.
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ssional

+oepm

N N N T e T T

You can remove an OMO by clicking on the “remove” link in the Action tab.
To add an OMO to the organisation, click on the “Add” button.

To cancel and/or return to the previous screen click on the “Cancel” button.

2 Health Professional

Online Services

OMO number Given name Family name Action

If the OMO you want to add is already a known customer to the Department of Human Services you
can provide an identification number of choice.

If you want to add an unknown/new OMO you are required to select “Add new OMO”.
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ssional

Add organisation maintenance officer (OMO)

+oepm

53 L @

By clicking on “add new OMO” the below form will appear.

Make sure all details are correct and all fields with an asterisk are filled out. After completing, click
on the “Add” button.

If you want to have multiple OMO’s you can repeat this process.

To cancel and/or return to the previous screen click on the “Cancel” button.
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View and manage linked Healthcare Providers

Login to PRODA.

Click on “Go to service”.

Go to My Programs.

Go to Healthcare Identifiers.
Go to My organisation details.
Click on the HPI-I-Links tab.

oA wWN e

The screen below shows the Healthcare Providers linked to the organisation.

To manage the Healthcare Provider’s, click on the link as shown in red on the screen below.

To cancel and/or return to the previous screen click on the “Cancel” button.

Famity name HPL number

§3 . &

You can remove a Healthcare Provider by clicking on the “remove” link in the Action tab.
To add a Healthcare Provider to the organisation, click on the “Add linked provider” button.

To cancel and/or return to the previous screen click on the “Cancel” button.
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Manage Providers
e p y linked 10 your

L0 -}

+ @

Add fnkad provider | | Cancel

53 . &

You can add a Healthcare Provider by entering either their HPI-I number (AHPRA user ID number
with prefix ‘800361’ in front) or RA number. Click on search.

In case you don’t know the RA or HPI-l number you can search for it. For help go to chapter: “Look
up HPI-I".

The system will look up the Healthcare Provider linked to the number.

To cancel and/or return to the previous screen click on the “Cancel” button.

A2 Health Professional
= onl vices

HPL number

RA number

Search| [Cancal
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View linked Healthcare organisations

Login to PRODA.

Click on “Go to service”.

Go to My Programs.

Go to Healthcare Identifiers.
Click on view network map.

vk wn e

2 Health Professional

Healthcare identifiers

+eprm

Hi Services available

Vi nutwork map)

52 L @

The screen below shows the Healthcare organisations you are linked to.
To view the organisation detail’s, click on the link of the organisation name.

To get out of this screen you will need to click on the “Menu” button on the top left of the screen.

"2 Health P:gfessional

Online Servi

+enpm

Network Map 1
“ountry SA PHN

Print

52 L A
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Look up HPI-I numbers

Login to PRODA.

Click on “Go to service”.

Go to My Programs.

Go to Healthcare Identifiers.

Click on Search HI for provider individuals.

vk wn e

Healthcare identifiers
You can accass $ome garts of the Haalthcara Idanifers Service trough HPOS. Tha services avallable e below

+epm

Hi Services available

53 L, @

Enter a person’s AHPRA Registration Number and Family Name in the form and click search.

In case you don’t know the AHPRA number, but you know the Surname and Profession of the person
you can look up the AHPRA number on https://www.ahpra.gov.au/Registration/Registers-of-
Practitioners.aspx.

rofessional

® Idenification

HPL Kumber
AHPRA Registration Number
Family name

Only name indicator

Given name

Sex

Date of birth

Postcade

State

52 L @
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Link an OMO to your account

1. Login to PRODA.
2. Goto Link identifiers.

PRODA

Provider Digital Profile | Services | Logout

Available services

Disability Medical
Assessment
Onling Services

myplace Provider Portal

— i |

Drop down the list of “Identifier type”.
Select RO/OMO Number.

Enter the number of the OMO. This number is provided after adding the OMO under the
organisation details.

LOGOUT

AHPRA medical registration number

Identifier type Identifier
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View PRODA account details

1. Loginto PRODA.
2. Click on Profile, located in the top right corner.

PRODA

Provider Digi ’ Profile | Services | Logout

Disability Medical
Assessment

O

In the details screen you can find the individual RA number. This is also where you can
change/update account details.

.
Ay oo PRODA
- - L T ——— Provider Digital Access

My details

Profile details

Verification code preferred option ~ SMS ’

Mobile app
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