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Organisation Register for MyMedicare
How to register step-by-step




Step 1
Organisation Register

After logging into PRODA

Select Go to Services on HPOS tile

2 Health Professional
" Online Services

Then, select the Organisation Register tile

Organisation Registey

An Australian Government Initiative

My linked services

2 Health Professional

Go to service Link identifiers




Step 2
Organisation Details

To create an Organisation Record, details
need to be entered in tabs:

*Contact
*Key Individuals
*Associated Sites

Associated Sites tab is used to register
a health service provider location, such as
a general practice.

Must be with the same ABN

Once all details have be entered
select Save to make the record active
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Organisation Register - Organisation Record

Amend
Organisation |D 2308283726 Entity Name Organisation &
ABN 3512197 626 PRODA RA Number S024039511
Status Pending (System) From 01122022 10:10:561

Organisation Contact Key Individuals Associated Sites

I
t The Organisation record will hold detads about the ABN (Austrakan Business Number) and have been prepopulated from the ABR (Australan
Business Register). If these details are not comect, contact the ABR

Organisation Details

ABN 3512197 696

ACN

Entity Name Organisation A

Entity Type Limited Partnership

ABN Registered Address QLD 4000

ABN Start Date 13/08/2020 ABN End Date
Registered Start Date vrzraoez Registered End Date

Uttimate Organisation

.
1 This is the racogrised gal entty that you cons:der o have erarchieal contral of your SfganEandn

There i currently no Ultimate Organsation for this recond

Add Ukimate Organisation

1R|ﬂ Cance




Step 3
Ultimate Organisation Register

An Ultimate Organisation is
the primary organisation of the Owner/Director

These details are voluntary and can be added if
relevant to the organisation

Select Add Ultimate Organisation
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Organisation Register - Organisation Record
Amend

Organisation 10 2008024720 Entity Name Organaatcn &

ABN 26 12197 000 PRODA RA Number sc2ac9sn

Status Paning (System) hea oW 22022 16:10.81

Organisstion | Contact | Key Individuals | Associsted Sites
§ The Cpanaaton record wil hold detsis about foa ABN (Austaian Busriess Number) and have beer presopulated o the ABR (Austaian Busicess Regrier) I Sase daisis ae not corect contact fre ABR

Organisation Detais

ABN 38 12107 868
ACK

Eatity Name Orpanisation A
Entity Type Limited parinership

ABN Registersd Adaress
ABN Start Date 13082020
Registered Start Date

Uimate Organisaten

§ Trisinthe racognined legal ensty that yeu sensder i have Nerareicsl control of rour erganasten

ABN End Date

Registered End Date




Step 4
Ultimate Organisation Register

Enter ABN for the Ultimate Organisation
Select Confirm

Confirm the Ultimate Organisation details
you have entered

Select Submit

A summary will appear, select Save

Add Ultimate Organisation

Please enter the ABN of the recognised legal entity.

“ABN

-
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2308680720 Entity Name
3121 67 008 FRODA RA Number
Panog (System From

it i Key Individuals Associated Sites

‘ Tha Orgareaaton record wil ho'd deteis 0out the ABN (Austraisn Busness NUTDer) BnE have Deen DrepopulaNd from the ASR (Austalan
Eusnass Elagsier) ¥ ihese detais ave rot comest contact e ABEL

Organisation Detals

Entity Mame

Entity Type

3512197 0e0

Crganisation A
Limited parinessiip

ABM Registersd Address

ABM Start Date

Registered Start Dute

AEN End Date

Registered End Date

Current
Name

Date of

Mo reconds fiound

Histonical
Name

Date of

Mo records found

Associated Sites

Uttimale Organisation

§ T in the recogeise legal entity that you consicer o have Rararchical control of your crganisation

ABM
Entity Mame

Date Recorded

(Do Ui Crgasiasion] [Rameve

Current Organisation Sites
1D

| =

o

=]

Mz records found

e =




Step 5 phn -

C O n ta Ct Ta b An Australian Government Initiative

Provide mandatory details:
*Contact Number

*Email Address

*Postcode
*Suburb
*Address

Once details have been entered, select Submit

Then, select Save
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Step 6
Key Individuals

Organisation Register - Organisation Record

The Key Individuals tab requires a minimum Amend
of two Key Individuals Ocganisaion 10 zossarzs Enty Name Organsaten A
ABN 36 12107 008 PRODA RA Number 5024026511
Status. Pancing (User) From ON122022 105448
One Associate — Owner/Director listed against oo | conact [ oy mmovat | Asscte s
the ABN on the ABR
And, = e
. Name 3 Date of Birth Role ¢ PhoneMobile Start Date o End Date =
One Authorsied Contact — T
Practice Manager/OMO Soviefowippeld
» Historical
) ] e

Select Add Key Individual




Step 6 cont. "*/‘ BUI:H‘EQERN -

Key | n d IVi d ua IS An Ausiralian Government Initative

Enter details in the popup window: Organisation Repisir - | — — -
‘R0|e When adding a key ndnadual as an 'Assocate’, the individual being added should
al can be a "Sole trader or an
*ID Type (such as PRODA RA No.) i e
‘Authonsed Contact’ of the ABN with the AB
*ID Number (such as RA Number) | e
. : [——
*First Name = o 10 Type * [PROGARA b ] e
*Surname ["”“’""" 0" '_t:wwozs I
. ; Leumere et st I—
Date of Birth e =
*Contact Number oot ot [F75T57
*Email Address Phone [ v @ w] e '
Mobile o
[ | ]
Email © | YOD@email.com
Once details are entered for Associate, SartOate 0122022
select Confirm e
Confirm || Cancel

Do the same for Authorised Contact




Step 6 cont.

phn
Key Individuals \” -
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You are here: Home » Organisation Register
Confirm the Key Individual’s details are correct Py o oy e o ot e ey e
Amend
Organisation ID 2308283726 Entity Name Organisation A
Select Submlt ABN 35152197696 PRODA RA Number 5024039511
Status Active Feomi 19/0172022 16:24:35
Organisation J Contact | Key Individusis | Associated Sites

[Expand A1) [ Catiapse i
m— |
Name & Date of Birth ¢ Role % Phone/Mobile Start Date ¢ End Date ¢ Action
Jim Smith 0101970 Associate +6102 61432473 15/01/2022 Amend
End
View
Jim Smith 0oMsTo Authorised Contact +6102 61432473 18/0172022 Amend
End
View
Showing Rows 1:20f2 « « [ «
| » Historical

|
[ Submit] Reset] [ Cancell




Step 7 co BUI:H‘EQERN NSW

Organisation Record
Summary

An Australian Government Initiative

|~ e = T P =
Confirm the organisation details are completed K fad e e e
and correct o] Aok phon e ]
Summary A least one key ndnedual with the role Asscoate
7._’1“ = Atleast on key Indwidual wath the role Authorised Contact prrer———
b = This recerd can stll b4 53ved 10 a Pending status untl 3 requined information s prevised.
Select Save e Y~ S S
_— e —
i
= e
= .




Step 8
Organisation Record Active

The Organisation Record Status will now
be Active

The Associated Sites tab now displays an Add
New Site

Select Add New Site
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BB02 - Al of the following details ane reqs
« Posal address
+ Atleast aphone or moble
* An

el
* Atleast one key indwvidual with the role Asscoate
* Atleast on key Indvidual with the role Authorised Contact

This reccrd can stil B¢ saved in 3 Pending status untl al required indormation is provided.
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Step 9 A BUI:H‘EQERN NS
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Organ|sat|0n Site Record ~ An Ausiralian Government nitative

This window allows you to Organisation Register - Organisation Site Record
enter Organisation Site details via the tabs, such s
as for your General Practice. Organisation Site Physical Address Services Contact ] Key Individuals

Accreditation } Provider Program Registration 1 Banking Details

The SyStem WI” pre_popl'”ate the deta I IS i The Organisation Site holds details about your practice at a physical location. The Organisation Site will

need to be "Active’ to participate in Health programs
To obtain a status of ‘Active’ the following fields are required

Enter the Organisation Site Name

Postal address

Contact email address

Contact phone or mobile number

Key individual with a role of "Authorised Contact’ with no end date

Organisation 1D 2308956727

ABN 35 121 97 696

Entity Name ORGANISATION A
Organisation Site Name * | Family General Practice
Start Date 0111272022

[Reset| [cancel]
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Step 9a co

Organisation Site Record — Physical address Q

An Australian Government Initiative

Org, ion Register - Organisation Site Record

Physical Address tab allows you to enter the = N oy P
address of you General Practice

Postcode and Suburb must be entered first

Enter the Address into address line




Step 9b
Organisation Site Record — Services

The Service tab details what health service the practice will
provide.

In Service Descriptions, select the dropdown box

Select the Service Types provided

Select how the services will be delivered in Service Delivery
Types:
*More than 1 can be selected

If any of the first four options were selected in Service
Delivery Types. An address at what locations that service will
provided outside the original address.

Then select Submit

COORDINARE
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Qrganisation Register - Organisation Site Record
Create

Organisation Site | Physical Addrass Contact | Kay Individusls | Accreditation | Provider | Program Registration | Banking Details

e — -

1 TreSensco Description is Dased on your Australian and New Zeasant Stancard ndustnal Classficaton (ANZSIC) dassficanon. Ths is BASST on Th Main DUSINGSS Sty Me OGaNISaon S48 provides
Mors than 1 Service Description can be added

Add/Amend Organisation Site Type [ Generat Practice E

Service Type (“Select 1 or more’) e e Service Unit
Ambuiance Sericos

B General Fractice Service Ho avatabie Service Units

Gy Practicn
Mertal Hoam Hospitals

Contirm | Cancel| Optometry and Optical Dispensing
Organisation Site TypelService Type/Service Unit Last Upaated
No records found
Showang Rows 0.0 of 0 0w

T~ Service Delwery Types

Aboriginal Community Controlled Health Services (ACCHS) at Site location and/or other locations
Aboriginal Medical Services (AMS) at $ite location andior other locations
J Mobile Services at other locations
Outreach Services at othes locations
Services at Sie location

- Service Locasens
ﬁ *Service Location is a location outside of the Organisation Sites physical address, where providers service patients on a repeated or extended basis. f
i B s Senies satettatre the et o S s b Ak’
Nama Addrss Geospasal MMM 2019 Sooks Doto scordsd
N raconds lend
Showing fiows 0.4 ¢l 0 e
[EES] [reet] [cancad




Step 9c

Organisation Site Record — Contact

The Contact tab requires mandatory details:
*Phone Number
*Email Address
*Postal Address

You may use same address as the Site address,

otherwise enter alternative postal address.

Organisation Register - Organisation Site Record

Create

Organisation Site | Physical Address | Services Key Individuals | Accreditation

Contact Details
Phone
Mobile

Postal Address

[+51 ~Joz ~] e1432473

|

COORDINARE
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Provider

MV

Program Registration

Fax

Email

phn
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Banking Details

¥ ~]

| PM@omail com

Building or Departmant
Property

Suite/Unit Type
FlooriLavel Type

Lot Number

Street Name

Street Type

Postal Type

Locality

Postcode

Same a3 Physicol Address

Suhmt| [Resat| | Cancel

BARTLETT
PL

*  GREENWAY
* 200

Suite/Unit Number
FlooriLevel Number
Street Number F]

Street Suffix
Postal Number




Step 9d I:H‘Enm Nsw
&w‘/ Bu S s

Organisation Site Record — Key Individuals

Organisation Register - Organisation Site Record
Create

An Australian Government Initiative

Key Individuals tab requires a minimum of one
Key Individual.

Enter details in the popup window: | L
*Role ) o )
*ID Type (such as PRODA RA No.) :
Prane A = 8~ SN
*ID Number (such as RA Number) e
*First Name Lt —
*Surname B ]
*Date Of Bil"th z?::iswon Register - Organisation Record
*Contact Number = St AT e ST
. Stu Actre n SN NN M
*Email Address — =
[ ey wmcnnt] [Expana 2] [Cotanie 20
Once detail tered for Authorised Contact ' |
nce e al S are en ere or u orlse on ac N = Date of Birth Role Phone Mobde Start Date = End Date Action
o —— HorIeTe Ay =81 02 G1AXNTY SU002 .r\;.:’::J
i Srvh OV Ao s Contea LGP AI‘.':M

Select Confirm

Showing Rows 12 of s oo P e s




I QUTH EASTERN NSW
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Step 9e co

Organisation Site Record — Accreditation

(O~

Accreditation tab does not need to be completed Organisation Register - Organisation Site Record

for the General practice Training Payments Amend
Program, Organisation Site 2308956826 Organisation Site P&0
D Name ORGANISATION
Physical Address 141 TURBOT STREET BRISBANE ADELAIDE STREET QLD PRODA RA Number
This tab will be used wh functi d =
Is tab wi e used when new functions an Status Active From 011272022 12:49:38

programs are added.
Organisation Site ‘ Physical Address Services ‘ Contact ‘ Key Individuals Accreditation

. Provider L Program R lstrationLBankin Details
You can select accredited or exempt from L e —

the dropdown box

; Accreditation may affect the eligibility of health programs

Is the organisation site accredited or v

exempt?

[submit] [Reset] [Cancel|




Step 9f RUI:H‘EQERN NSW

Organisation Site Record — Provider

An Australian Government Initiative

Organisation Register - Drganisation Site Record

Provider tab does not need to be e —

completed for the General practice Training —— FRE L ST

Payments Program. | Copmiion She | Prical idbws | Suvicen | Cootm, | Wor | =] pommmsnm |

This tab will be used when new functions and i i bl s e otk

programs are added

Select Add Provider

You can search for the providers using
their Provider Number.

sanOate” Ll B
Select Confirm End Date [ s
Declaration

The information you have provided is true and comect. and you understand that giving false or misleading
nformation ts a sencus offence

X ° | agree

Confirm | | Cancel




Step 9g
Organisation Site Record — Program Registration

Organisation Register - Organisation Site Record

COORDINA
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Amend
. . o 230825143 New Organisatior
Program Registration tab will display programs ‘:::‘L’I‘::"d:::'“ S BRTETT L CHEEY AGT 5800 e e
the site (General Practice) is eligible for. Status Actie From
Organisation Site | Physical Address k Services | Contact | Key Individuals | Accreditation | Provider 1 Program Registration | Banking Details
Programs will be added at a later stage S e el
ABN 3512197 696
Entity Name New Organisation
X i Organisation Site Name * _Hmﬂ' General Practice
When available, select the program you wish to e —— -
register for from the New Program dropdown o . ——
b s P [s«t Organisation Register - Organisation Site Record
ox Amend
Organisation Site ID 230825143 Organisation Site Name New Onganisation
Select Add Program Physical Address 25 BARTLETT PL GREENWAY ACT 2900 PPRODA RA Number 5024039511
Status Adve [From 01122022 124933

Organisation Site | Physical Address | Services | Contact | KeyIndividuals | Accreditation | Provider | Program Registration | Banking Details

Select Submit e

New Program L v| mhwrm

Status Start Date =

Status End Date =

Program ID ¢ Program Status
2306285143 Elgibie
Showing Rows 1-1 of 1

022022

o

’ () [Fce) (G




Step 9h

Organisation Site Record — Banking Details

Organisation Register - Organisation Site Record

Banking Details tab allows you to

add banking details for the organisation site.

This requires an organisation site to hold
a HPOS-Org-Finance Attribute

Select Add

Enter bank account details

Or,

Select existing account details

Agree to the Declaration statement

Click Confirm button

COORDINARE
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An Buetralian Eausrnmant Initiatiue

Amend

Orparisation Site ID (Crpanisation Site Name

Physscal Aadress.

Status Actve 22022 12408
,Mm]wm“amimlr-vum I" [ I
|

i b afct and rave 8
Program = Bs8 Account No Start Date End Date Action

GPTP

|_| Add Banking Details

Program details

| Sutmt

Program:
Choose type of account details

) Select an existing account
® Enter a new account

Existing account details

Existing accounts v
Account details

Branch number (B58; I

ranch number (B58) [

Name of bank, building socisty or credit union
Branch where account is heid
Account Number

Account Name

Declaration

| daclare that
« | have authority 10 provide banking details on behalfl of the Sole Trader

| authonse:

= Services Australia to drect all payments reiating to this program fo the Organisation Sie, will be paid info the nominated account

| understand that

« Other employess of the Organisation may be able lo see Ihese banking detalls If ey are delegated the relevant PRODA Alirbutes
= Services Australia may contact me to confirm these detais for secunty or clarification purposes

The information | am proveding is true and comect, and | understand that gaving faise or misleading information i & senous offence.

B *lagree

Confirm | | Cancel
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Step 10
Organisation Site Record — Summary \~

Organisation Register - Organisation Site Record

phn

UTH EASTERN NSW

An Australian Government Initiative

Summary
Organisation Site ID PRODA RA Number
. . . . Status. From
Organisation Site Summary will appear once you
. . Organisation Site
Submit details e e
ABN 35 121 97 696
Entity Name 35121 9T 696
. Organisation Site Name New Organsation
Check details entered are correct StartDate om2z022
Physical Addrass.
| Accreditation
. Is the organisation site accredited or exempt? Exermpt
Click Save button S e Working v scxredtaton
Start Date 02202
End Date 30062023
Provider
Current
Provider Mumber Provider Kame Provider Location Address Stan Date End Date
Mo records lound
Historical
Provider Number Provider Name Provider Location Address Start Date End Date
No records found
Program Registration
Program ID Program Status Status Start Date
No records found
Banking Details
Program Bsa Account No Account Name Start Date
No records found




	PRODA & MyMedicare Registration​��Guide on how to register​
	Content
	Requirements for PRODA & MyMedicare
	What is PRODA?​
	PRODA individual account is a PRODA account set up by an individual for themselves​
	Step 1 ​
	Step 2�Enter your details:​
	Step 3​�Create your login details
	Step 4​�Select 3 Security questions 
	Step 5�Enter your personal email address that you have access to
	Step 6​
	Step 7​�Verifying your identity​
	Step 7a​�Driver’s Licence Example​
	Step 7b�Medicare Card Example​
	Step 7c​�Australian Passport Example​
	Step 8​�Verification Code Preference​
	Registration Authority (RA) number is a unique identifier issued to individuals and organisations when they register for a PRODA account. This number moves with an individual across organisations.  ​
	Slide Number 18
	What is a PRODA Organisation Account?​
	Step 1​�Login to PRODA
	Step 2​
	Step 3​
	Step 4�Register New Organisation Details​
	Step 5​�Verify Organisation Details​
	Step 6�Verify Organisation Email​
	Step 7​�Registration Success​
	Slide Number 27
	Step 1​�PRODA​
	Step 2​�Organisation​
	Step 3�Members​
	Step 4​�Members Details​
	Step 4a​�Members Details
	Step 5​�Member Added​
	Slide Number 34
	Step 1​�PRODA​
	Step 2�Organisation​
	Step 3​�Members​
	Step 4​�Attribute Delegations
	Step 4a​�Understanding Management Attributes​
	Step 4b​�Attribute Delegations​
	Step 5​�Attribute Delegations​
	Step 6​�Managing Attribute Delegations​
	Slide Number 43
	Step 1​
	Step 2​
	Step 2​�My Organisations​
	Step 3​�Manage My Organisations​
	Step 4​
	Step 5
	Step 6​�Terms and Conditions​
	Step 7​�Organisation Linking – Create Relationships​
	Step 8​�Confirmation​
	Step 9​
	Step 10​�Terms and Conditions​
	Step 11​�Mail Centre Notifications​
	Step 12​�Linking Process Completion​
	Slide Number 57
	Step 1​�Organisation Register
	Step 2​�Organisation Details​
	Step 3​�Ultimate Organisation Register​
	Step 4​�Ultimate Organisation Register​
	Step 5​�Contact Tab​
	Step 6​�Key Individuals​
	Step 6 cont.​�Key Individuals​
	Step 6 cont.​�Key Individuals​
	Step 7�Organisation Record Summary​
	Step 8​�Organisation Record Active​
	Step 9​�Organisation Site Record​
	Step 9a​�Organisation Site Record – Physical address​
	Step 9b​�Organisation Site Record – Services
	Step 9c�Organisation Site Record – Contact​
	Step 9d​�Organisation Site Record – Key Individuals
	Step 9e​�Organisation Site Record – Accreditation
	Step 9f​�Organisation Site Record – Provider​
	Step 9g​�Organisation Site Record – Program Registration​
	Step 9h​�Organisation Site Record – Banking Details​
	Step 10​�Organisation Site Record – Summary​
	Slide Number 78
	What is Registering Subsidiary Organisations?​
	Step 1​�PRODA​
	Step 2​�Organisations​
	Step 3​�Subsidiary Organisation​
	Step 4​�Subsidiary Organisation​
	Step 5�Linking Subsidiary Organisation to HPOS​
	Step 6​
	Step 7​�Linking Subsidiary Organisation to HPOS​
	Step 8​�Terms and Conditions​
	Step 9​�Organisation Linking – Create Relationships​
	Step 10​�Confirmation​
	Resources​



