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A secure, legislated, patient-controlled, electronic 

summary of an individual’s key health information, 

able to be accessed by authorised individuals and 

registered healthcare providers involved in a 

person’s care anywhere in Australia at any time.

My Health Record



Document types

Consumer Documents

Personal Health Summary

Personal Health Notes

Advance Care Planning 
Documents & 

Custodian Details

Emergency Contacts

Childhood development

Provider Documents

Shared Health Summaries

Discharge Summaries

Pathology reports

Diagnostic Imaging

Event Summaries

Prescription & 
Dispense reports

Specialist Letters & 
eReferrals

Organ Donor & 
Immunisation Register

MBS & PBS 
information

Medicare Documents

Medicines 
Information View



Benefits of My Health Record

Health sector

✓ Improved continuity of care

✓ Reduced duplication and wasted 
resources

Healthcare provider organisation

✓ More time to provide health care

✓ Improved decision support

Individuals

✓ Enhanced patient self-management

Improvements 
in patient 
outcomes



Before you register



Ensure at least one of your healthcare provider employees has a 
Healthcare Provider Identifier – Individual (HPI-I)

If at least one of your healthcare provider employees are registered with AHPRA
you can continue to the next step.

Those not registered with AHPRA will need to apply for a HPI-I prior to your 
organisation registering for My Health Record. They can apply by completing an 
Application to register a healthcare provider form (HW033).

https://www.ahpra.gov.au/
https://www.humanservices.gov.au/organisations/health-professionals/forms/hw033


Where service 
was provider

Who received 
the service

Who provided 
the service

HPI-I
Healthcare Provider 
Identifier – Individual

IHI
Individual Healthcare Identifier

HPI-O
Healthcare Provider Identifier 
- Organisation

Healthcare Event

The right health information for the right individual at the point of care.

A record can only be accessed by authorised 
employees within registered (approved) 
healthcare provider organisations

Digital Health Foundations



Ensure the right person registers the organisation for My Health Record

The organisation to be registered must: 
• have an active Australian Business Number (ABN) 
• employ a healthcare professional who is registered in the HI Service and provides healthcare as part of their 
duties. 

The applicant must have authority to act on behalf of the organisation to be registered - as recorded in the 
Australian Business Register (ABR). 
The applicant must have a PRODA account linked to HPOS. 
• As part of registration process – a check is made to ensure that the applicants PRODA account details and the 
responsible officer details stored in the Australian Business Register are the same. 
• If the details don’t match the applicant will need to upload files that demonstrate evidence of authority to act on 
behalf of the organisation.
• When there is a trust or trading name, evidence will always be required.

The applicant will become the Responsible Officer (RO) who has primary responsibility for the organisation’s 
compliance with participation requirements in the My Health Record system. They will also become an 
organizational maintenance officer (OMO). It is recommended that more than one 
OMO is added as part of the registration process.



Potentially-required evidence

Required evidence can include:
• Certificate of registration of a company issued by the Australian Securities and Investments 

Commission (ASIC) with the applicant’s name listed as the Public Officer
• The notice issued by the Registrar of the Australian Business Register (ABR) bearing the 

business entity’s name, ABN and the applicant’s name listed as the Public Officer
• The organisation’s appointment as a trustee (if the legal structure is a trust) with the applicant 

as a stakeholder
• Contract for sale or purchase of business addressed to the applicant
• Lease agreement for the organisation’s primary place of business addressed to the applicant
• Rates notice for the organisation’s primary place of business addressed to the applicant
• Certificate of change of name for the organisation issued by the Australian Securities and 

Investments Commission and addressed to the applicant
• A document issued by the Australian Taxation Office with the organisation’s name and tax file 

number and addressed to the applicant



Potentially-required evidence

An applicant not listed on the above documents will be required to upload one 
of the above documents with one of the following:
• An affidavit or statutory declaration sworn by a member of the board or 

executive of the organisation
• A deed of appointment
• Any other documentation which displays that you hold a position of 

authority to commit the business



Overview of registering your Healthcare 

Provider Organisation for My Health 

Record



Matching details expedites registration1

2

Overview of Steps

Register Seed Organisation

For access via Conformant Software

3

5

Request & Download NASH

Link Medicare PKI Site Certificate

Configure software6

Obtain HPI-Is

For access via Provider Portal

3 Authorisation Links

4 Obtain HPI-Is

4

5 Link identifiers

https://www.myhealthrecord.gov.au/for-healthcare-professionals/conformant-clinical-software-products
https://www.myhealthrecord.gov.au/for-healthcare-professionals/howtos/access-my-health-record-using-provider-portal


Register for PRODA & link to HPOS



What is PRODA?

Click here for more information about PRODA

https://www.humanservices.gov.au/organisations/health-professionals/services/medicare/proda


What is HPOS?

https://www.humanservices.gov.au/organisations
/health-professionals/services/medicare/hpos

Health Professional Online Services (HPOS) is a fast and secure way for 
health professionals and administrators to do business with the 
Department of Human Services.

https://www.humanservices.gov.au/organisations/health-professionals/services/medicare/hpos


Access via DHS Website
• Access PRODA directly from the Department of Human 

Services (DHS) website. 
• If you get a systems error and you accessed PRODA via 

the DHS website then clear your browser history and 
retry.

Accessing PRODA

Inactivation period
• PRODA & HPOS deactivate after 30 minutes of inactivity (clicking not typing)

Supporting browsers
Using the latest internet browser helps maintain and improve your online security. To 
access PRODA to set up an account you’ll need one of these minimum browser versions: 
Internet Explorer 9, Mozilla Firefox 30, Google Chrome 39 and Safari 5. 

Click here for more information

https://www.humanservices.gov.au/organisations/health-professionals/services/medicare/proda


Register for PRODA

Go to 
humanservices.gov.au/proda
and navigate to ‘Register’

Click here for more information

1

humanservices.gov.au/proda
https://www.humanservices.gov.au/organisations/health-professionals/services/medicare/proda


Provide your details

Provide your personal details.

Click here for more information

1a

https://www.humanservices.gov.au/organisations/health-professionals/services/medicare/proda


Username, password and security questions

It must contain at least: 1 uppercase, 
1 lowercase, and 1 (but only 1) 

numeric or special character

Click here for more information

1b

https://www.humanservices.gov.au/organisations/health-professionals/services/medicare/proda


Provide and verify your email address

Use your personal 
email address

Click here for more information

Once you have verified your 
email you will receive a ‘PRODA 

Account Created’ email. 

1c

https://www.humanservices.gov.au/organisations/health-professionals/services/medicare/proda


Verify your identity

If you do not complete the identity 
verification steps your account may be 
cancelled after 60 days and you will 
need to start the process again.

Click here for more information

1e

https://www.humanservices.gov.au/organisations/health-professionals/services/medicare/proda


Example: Verify your identity

Verify your first document

If you’re unable to verify your 
identity online, select I don’t 
have any of these 
documents and use the Manual 
identity verification for Provider 
Digital Access form.

Click here for more information

https://www.humanservices.gov.au/organisations/health-professionals/forms/hw080
https://www.humanservices.gov.au/organisations/health-professionals/services/medicare/proda


Example: Verify your identity (continued)

Verify your first document

Click here for more information

Tip: ‘Additional names’ 
needs to exactly match 

the middle initial or 
name in the document

https://www.humanservices.gov.au/organisations/health-professionals/services/medicare/proda


Identity successfully verified

Click here for more information

https://www.humanservices.gov.au/organisations/health-professionals/services/medicare/proda


2-Step Verification code preferences

Code can be generated 
on the mobile IOS or 

android app you set up 
after downloading from 
the App Store or Google 

Play

1f

Tip: Select SMS as this is 
a quicker process.



First time access - Health Professional Online Service (via PRODA)  

For further information about 
HPOS and linking health services, 
https://www.humanservices.gov.
au/organisations/health-
professionals/enablers/link-your-
proda-account-hpos/46546

https://www.humanservices.gov.au/organisations/health-professionals/enablers/link-your-proda-account-hpos/46546


Link your Healthcare Identifiers to HPOS1g



Agree to Terms and Conditions1h

Click on ‘I agree’



HPOS Mail Centre notifications

It is important that you provide an email address that you regularly 
access as HPOS will use this email address to notify you when an 
email has been sent to their HPOS email account. This include emails 
related to your seed registration application.

Tip: Select ‘Immediate
notification for each 

new correspondence’

1i



Link your Healthcare Identifiers to HPOS

Select Link identifiers if 
you did not complete 

the step before or want 
to link more identifiers.

HPOS Help Desk: 1800 723 471 

1j

Your PRODA account will 
link to HPOS. You’ll see 
the HPOS tile in My 
linked services.



Register Your Organisation 

(using HPOS)

2



Login to PRODA2a



PRODA - HPOS

2b

2c

Select          and                                     if you wish 
to navigate back to the PRODA home page



Register Seed Organisation

2d

2e



Enter Organisation Details2f

Search for phrase ‘Healthcare 
organisation type’ within the 

Department of Human Services 
website for a complete list of 
Organisation & Service Types

Click 
‘Next’



Enter Responsible Officer (RO) Details

As part of the registration 
process the applicant will be 
automatically assigned as 
the Responsible Officer (RO) 
and the Organisation 
Maintenance Officer 
(OMO).  

2g

Click 
‘Next’



Enter Additional OMO Details (optional)

If the organisation requires 
multiple OMO’s, this can be 
done as part of the registration 
process or at a later stage.

2h

Click 
‘Next’



Authority to Act2i

Click ‘Submit’

1. Select Type
2. Choose file
3. Click ‘Upload File'

The Documents tab will show if you are 
required to provide evidence of your 
authority to act on behalf of the 
organisation. 



Confirmation & declaration

Click 
‘Confirm’

2j



Application Submitted

Status 
revealed

For assistance with the registration 
process call 1300 361 457.

When application goes to pending, 
check the HPOS centre as they may 
find they’ve already been approved. 
Any further verification requirements 
will be sent through the HPOS email 
centre.



Check your HPOS Mailbox  2k



For Conformant Software 

Request & Download NASH PKI 

Organisation Certificate

3



Overview: Request & Download NASH Organisation PKI

If the conformance register lists you as a CSP software, or if you use cloud-based 
software you won’t need to request for a NASH PKI certificate. Follow the instructions 
listed when you scroll down to ‘CSP Links Tab’ here. The CSP number is provided when 
you contact your software vendor (and Medisecure for those using Aquarius)). 

Pre-requisites
• Your registration must first be approved (Check your HPOS Mailbox)
• Your RO/ OMO identifier will need to be linked to your HPOS account (Step 

‘1j’).

https://www.myhealthrecord.gov.au/for-healthcare-professionals/conformant-clinical-software-products
https://www.humanservices.gov.au/organisations/health-professionals/enablers/register-seed-organisations-hi-service-and-my-health-record-and-manage-nash-certificates-hpos/32591#a8


HPOS: Get started

3a 3b 3cHPOS tile ‘My programs’ ‘Healthcare Identifiers’



Select ‘My organisation details’

3d



Request PKI certificate

3e



Provide Mobile number and Accept Terms & Conditions3f

Tick the required 
checkboxes

Specify a mobile 
phone number

Click ‘Save changes’



Submit Request  3g

Click on 
‘Submit’



SMS message when certificate is ready for download

SMS text message sent to specified number.

Your NASH certificate for HPI-O XXXXXX is ready to download 
through HPOS. It is available for 30 days. Your PIC is XXXXXXXX. 

To recover the PIC contact the HPOS Help Desk: 1800 723 471



HPOS: Download Certificate

Contact the eBusiness Service 
Centre on 1800 700 199 for help 
relating to progress of a NASH PKI 
Certification request.

When the NASH file is downloaded, 
the certificate is called ‘Site’.

3h

Click 
‘Download’



For Conformant Software 

Link Medicare PKI Certificate

3
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Link Existing Medicare PKI Certificate 5

Click ‘Link 
existing PKI 
certificate’



Page 36

Configure Software6

Now that you have your HPI-O, HPI-Is, NASH certificate and you’ve 
linked your PKI Site Certificate, contact your software vendor to 
configure your software and ensuring MHR permissions are enabled.

For Aquarius users
To ensure your software uploads dispense records, individual pharmacists will 
need to publish their details in the Healthcare Provider Directory (HPD) via the 
‘HPD Tab’ in HPOS (search ‘Register seed organisations in HI Service and My 
Health Record, and manage NASH certificates in HPOS’ on the DHS website for 
more information) or call 1300 361 457.

https://www.humanservices.gov.au/organisations/health-professionals/enablers/register-seed-organisations-hi-service-and-my-health-record-and-manage-nash-certificates-hpos/32591#a9


My Health Record System using the 

National Provider Portal



Page 36

Obtain all HPI-Is

The OMO will also need the HPI-Is of the clinicians within your organisation 
who will use My Health Record. 

• If they are registered with AHPRA they will already have a HPI-I. To find it they 
can:

• log onto www.ahpra.gov.au using your AHPRA User ID

• call the HI Service on 1300 419 495, or

• add 800361 to the front of your AHPRA User ID (note: this is not your 
professional registration number).

• If their profession isn’t registered with AHPRA, they need to complete the 
Application to register a healthcare provider form (HW033)

4

https://www.ahpra.gov.au/
https://www.humanservices.gov.au/organisations/health-professionals/forms/hw033


Page 10

Authorisation links for the My Health Record Provider Portal
• select My Health Record System – Organisation Registration from the main menu in HPOS

• select Manage Authorisation Links

• My Health Record System – Healthcare Provider Organisation selection page displays with 
a list of organisations you can act of behalf of

• select Add/Update of the required organisation

• My Health Record system – Manage Authorisation Links page lists the healthcare provider 
individuals already linked to the organisation, if any

• to add a healthcare provider enter their HPI-I number in the Enter HPI-I Number field and 
select Search. The search function will only look for an exact match of a healthcare 
provider's HPI-I. The filter function allows you to use the HPI-I number and name to filter 
the existing linked HPI-I's to make selection of the required HPI-I easier

• authorisation links can be deactivated by selecting the Deactivate link

Search 'Manage My Health Record administrative details in HPOS' within the DHS website

3

https://www.humanservices.gov.au/organisations/health-professionals/enablers/manage-my-health-record-administrative-details-hpos/33481


Clicking on ‘Log in 
with PRODA’ takes 
users to the PRODA 
Login Screen. 
Users must enter 
PRODA credentials.



Page 10

Healthcare Providers

After creating their own 
PRODA accounts, 

providers can click on the 
My Health Record tile 

under ‘Available services’



Page 10

Link identifiers5

Error may appear if 
your HPI-I hasn’t 
been authorised 

within 
‘Authorisation 

Links’



The next time you log in 
to PRODA, the My Health 
Record tile will appear 
under the ‘My linked 
services’ section. Clicking 
the tile will redirect you 
to the Provider Portal.



Final Steps and Considerations



Department of Human Services contacts

• Provider Digital Access (PRODA) Help Desk (1800 700 199) for help 
regarding PRODA.

• Health Professional Online Services (HPOS) Help Desk (1800 723 471) for 
help regarding HPOS. 

• Healthcare Identifier Service Help Desk (1300 361 457) for help 
registering an organisation in the My Health Record and the HI Service.

• eBusiness Service Centre on (1800 700 199) for help relating to progress 
of a NASH PKI Certification request

• Online Technical Support for Software Vendors

https://www.humanservices.gov.au/organisations/health-professionals/health-professionals-contact-information#prodahttps://www.humanservices.gov.au/organisations/health-professionals/health-professionals-contact-information
https://www.humanservices.gov.au/organisations/health-professionals/services/medicare/hpos
https://www.humanservices.gov.au/organisations/health-professionals/health-professionals-contact-information#healthcareidentifiers
https://www.humanservices.gov.au/organisations/health-professionals/health-professionals-contact-information#ebusiness
https://www.humanservices.gov.au/organisations/health-professionals/health-professionals-contact-information#ots


Software Configuration

o If required, organisation can have an electronic transfer of prescriptions product 
installed. eRx (1300 700 921) or MediSecure (1800 472 747)

oConfirm HPI-O and HPI-I numbers have been configured into software

oAs required, relevant staff have viewing/uploading permissions for My Health 
Record and Electronic Transfer of Prescriptions enabled

oWhen staff leave, close their user accounts and unlink HPI-Is from the 
Organisation via PRODA-HPOS as required.

oConfirm you can access My Health Record. Contact software vendor if there are 
connection errors or Individual Healthcare Identifier (IHI) errors



https://www.myhealthrecord.gov.au/for-healthcare-

professionals/howtos/register-your-organisation

Registration Resources 

https://www.myhealthrecord.gov.au/for-healthcare-professionals/howtos/register-your-organisation


www.digitalhealth.gov.au > Using the My Health 

Record system > Training Resources

Educate Staff

More also available at www.myhealthrecord.gov.au > 
For healthcare professionals

http://www.digitalhealth.gov.au/
https://www.digitalhealth.gov.au/using-the-my-health-record-system
https://www.digitalhealth.gov.au/using-the-my-health-record-system/digital-health-training-resources
https://www.digitalhealth.gov.au/using-the-my-health-record-system/digital-health-training-resources/on-demand


Training module

Provider Digital Access (PRODA) education for health professionals:
https://www.humanservices.gov.au/organisations/health-
professionals/subjects/provider-digital-access-proda-education-health-
professionals

• eLearning program
• Simulations
• Infographics

If you need help creating a PRODA account:
• https://www.humanservices.gov.au/organisations/health-

professionals/services/medicare/proda
• call the PRODA Help Desk 1800 700 199.

https://www.humanservices.gov.au/organisations/health-professionals/subjects/provider-digital-access-proda-education-health-professionals
https://www.humanservices.gov.au/organisations/health-professionals/services/medicare/proda


Primary Health Network (PHN) Locator 

http://www.health.gov.au/internet/main/publishing.nsf/Content/PHN-Locator





Questions



Contact us

1300 901 001

help@digitalhealth.gov.au

digitalhealth.gov.au

twitter.com/AuDigitalHealth

Help Centre

Website

Twitter

Email

mailto:help@digitalhealth.gov.au
http://www.digitalhealth.gov.au/
https://twitter.com/AuDigitalHealth



