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Access to the Australian Immunisation Register (AIR) for residential aged care
homes

The Australian Immunisation Register (AIR) is a national immunisation register that records
vaccines given to all people in Australia. From May 2025, facility and care managers of a residential
aged care facility can check residents’ vaccination status® using AIR. This will help you identify
residents who are due for vaccines (e.g. COVID-19, influenza, shingles and pneumococcal
vaccines).

Checklist of actions to get access to AIR:

Step How to action this step

O Associate or Authorised Contact for the facility e Instructions in this document
(on the_Australian Business Register) registers
for an individual PRODA account

o Written instructions (Commonwealth)

o Video instructions

O Register your facility as an organisation in e Instructions in this document
PRODA

o Written instructions (Commonwealth)

e Video instructions

" You cannot use AIR to check an employee’s vaccination status unless the employee has given consent.
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https://www.abr.gov.au/
https://www.servicesaustralia.gov.au/how-to-register-for-individual-proda-account?context=33786
https://hpe.servicesaustralia.gov.au/MODULES/PRODA/PRODAM01_1/index.html
https://www.servicesaustralia.gov.au/how-to-register-organisation-proda?context=33786
https://hpe.servicesaustralia.gov.au/MODULES/PRODA/PRODAM04_1/index.html

O Register your facility as a vaccination provider?

Instructions in this document

Written instructions (Commonwealth)

O Add and link HPOS to your facility’s
organisation PRODA account

Instructions in this document

Written instructions (Commonwealth)

O Decide which staff members in your facility will
check residents’ vaccination status on AIR

O These staff members register for individual
PRODA accounts

Instructions in this document

Written instructions (Commonwealth)

Video instructions

O Add these staff members to your facility’s
organisation PRODA account

Instructions in this document

Written instructions (Commonwealth)

O Delegate access to HPOS (on the organisation
PRODA account) for these staff members

Instructions in this document

Written instructions (Commonwealth)

O Look up a residents’ immunisation history on
AIR

Instructions in this document

A. Registering an individual PRODA account

1. Make sure you have the following information available before you start:

Two of these AND
documents:

One of these documents: AND | If your current name is different

to the name on any of your
documents, you will need to
provide one change of name
document:

~ Medicare card

~ Australian driver’s

licence .
~ ImmiCard

~ ImmiCard

~ Australian passport certificate

Australian visa

~ Australian passport

~ Australian birth certificate

~ Australian citizenship

~ Foreign passport with an

~ Marriage certificate
~ Change of name certificate

~ Amended Australian birth
certificate

2. In an internet browser, go to the PRODA website: PRODA.

o Select Register now.

2 Your aged care facility needs to be registered as a vaccination provider to view AIR but you do not actually administer the vaccines.
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https://www.servicesaustralia.gov.au/im004
https://www.servicesaustralia.gov.au/adding-and-linking-to-hpos-for-air?context=33786
https://www.servicesaustralia.gov.au/how-to-register-for-individual-proda-account?context=33786
https://hpe.servicesaustralia.gov.au/MODULES/PRODA/PRODAM01_1/index.html
https://www.servicesaustralia.gov.au/managing-members-and-delegations-organisation-proda?context=33786
https://www.servicesaustralia.gov.au/managing-members-and-delegations-organisation-proda?context=33786
https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf?

Login

If you have already created your PRODA account, 1ogin below.

Usernamse

borgnt your usarmame

Password

B3

Daon't have a PRODA accountl Register now

3. Scroll down the page and click the Register now

1 Create account 2 Verify documents 3 Match existing services
e
e =

o °
a @

oAl

Provide your details, create Verify 3 different identity lete matching process
a username and password, documents. for your existing services.
and verify your email

address.

Register now

4. Complete the Your details information.

e Please note Additional names refers to your middle name. If your middle name is displayed
on your identity documents (e.g. driver’s licence or passport), you should include it here.

e Click Next.
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Your details

Title (optional)

Select title -

First name

Additional names

(Required if on any of your identity documents)

Surname

Gender

Select gender -

Date of birth
For example, 20 03 1976

/ /

Next

5. Create your username and password.

e Your username may be any name you choose but there are rules when creating your
password (see below).

Username

JohnSmith

Password

. At least 10 characters

| Show
S . At least 1 uppercase letter

CDHﬁI'ITl Password - At least 1 lowercase letter

. Al least 1 number or specal character

6. Create 3 security questions.

© NSW Ministry of Health. SHPN (CDB) 251150. December 2025 health.nsw.gov.au
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e You will need to remember the answer for each question. Security questions will be
recommended e.g. What was the name of your first pet.

e Click Next.

7. Enter and confirm your email address

e This is the email address to which your verification code will be forwarded.
o Click Next.

8. Open your email to access your verification code.

e Enter it into the verification code field and click Next.

9. You will receive a second automated email stating you have successfully create your
PRODA account

e The email will contain your Username and Registration Authority (RA) number which
you will need to store securely.

This message is from Services Australia. This is an automated email. Please don't reply

There are 2 steps to create an individual Provider Digital Access (PRODA) account
Step 1

You have successfully completed Step 1
Please keep the following information as you may need it for future reference:

Your usemname is JohnSmith
Your Registration Authority (RA) number is 123456789

Step 2
You have 60 days from your last login to verify your identity on this account before it's removed as an incomplete account
When you have logged in again and verified your identity, your account will be complete.

Help and more information
If you need help with PRODA or have received this email in error, please call us on 1800 700 199 and select option 1. Call costs from your landline from anywhere in Australia to a 1800 number are free
For more information about PRODA, please go to servicesaustralia. gov.aw/proda

10. Click Continue to verify your identity in PRODA.

e Please note, if you do not have your identity verification documents available, you may
continue these steps at a later date.

o You will be required to submit 3 documents to verify your identity online — it is recommended
you use your

o Medicare card
o Australian driver’s licence
o Australian passport.

11. Complete the details of your 3 verification documents ensuring that the details match exactly
as they are displayed on your document.

e Click Next

12. Once your documents have been successfully verified, you will be asked to choose the
method by which the PRODA system sends you your verification code every time you log in
(e.g. personal email address in case you change employers in the future or mobile number).

e Click Next
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Your verification code preference

Each time you login we will need you 10 enter a code which can be generated
via email or mobile phone. Please choose your preferred option 1o receive your

code

//E—n_wan\\ le phone (SMS
l I
\\___

BE—

13.The final step is to link your identifiers so that you have access to all relevant services. To do
this, select the Health Professional Online Services (HPOS) tile:

My linked services

You have not added any services. Select a service from the Available services section below to

begin the matching process.

Available services

"2

Business Hub

my (D -
. Aged Care

rovider
P de pOrtCJl Provider Portal

CHILD CARE

provider entry poini

-HILD CARE

inchasion support portal

Disabdity Medical
‘1‘ Health Professional

Assessment

¢ You will be asked 2 questions:
o Have you been issued with any numbers or identifiers as part of your role?

o Are you a Responsible Officer or Organisation Maintenance Officer for an eHealth

organisation?

e Most aged care facility staff will answer “No” to the 2 questions

© NSW Ministry of Health. SHPN (CDB) 251150. December 2025 health.nsw.gov.au
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Healthcare providers and administrators

We need io establish your existing relationship with us and your role in the healthcare secior If you are @ provider, you will have & variety
of numibens Eauad in your name, such 88 & providar number. We nead 1o link thess numbsns) bo this account 20 that you can access the appropnate sanaces m the system

If you are: not & provider you may not have an existing relationship with us, and may not have numbers. or idendifiers issued fo you. If this is the case, you will be idenfified as
an administrator (not 8 provider).

Have you been issued with any numbers or identifiers as part of your role?

Are you a Responsible Officer or Organisation Maintenance Officer for an eHealth organisation?

[ ] —m

14. You should now be able to see the HPOS tile under My linked services

My linked services

""g Health Professional

Go to service lentifiers

B. Registering an organisation PRODA account for the residential aged care
facility
1. Ensure the following are available before you start:
e Your facility has an active Australian Business Number (ABN)

e You have registered an individual PRODA account You are an Associate or Authorised
Contact for the residential aged care facility (RACF) on the Australian Business Register.

o Your individual PRODA account name must match the Associate or Authorised
contact name for the RACF on the Australian Business Register.

¢ You have the following information for your facility:
o Name
o ABN
o Email address.
Log into your individual PRODA account: Login | PRODA
Select Organisations at the top right-hand corner of the webpage
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Log in to PRODA

then select
Organisations. —

4. Select Register New Organisation
5. Enter the following details:
¢ Name of the facility
e ABN of the facility
e Contact email address for the facility.

e  Select Submit.

© NSW Ministry of Health. SHPN (CDB) 251150. December 2025
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Your account is verified.

Privacy Notice

an Government PRODA

Provider Digital Access

Profile | ¢

Organisations | Logout

My organisations

You're a member of the organisations listed below.

1 Register new organisation

Name ABN

Join an Organisation

Register Mew Organisation

6. Answer 3 proof of record ownership questions.

e Select Submit

Organisation has been successfully registered

£ Back

Verify organisation relationship

Please answer the following questions about your crganisation te verify your relationship. The answers will need to match the

©@ This is question 1.

Answer 3 proof of record ownership questions, also
I I known as PORO.

© This is question 2.

The guestions are based on non-publicly available
I I information about your
organisation on the ABR.

@ This is question 3.

Your answers must match exactly to the information
I I recorded on the ABR.

An activation code will be sent to your facility’s email address

© NSW Ministry of Health. SHPN (CDB) 251150. December 2025 health.nsw.gov.au
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on T/06/2027 %34 AR
ET.PCEHR.TEST. TEAM@servicesaustralia.gov.au

PRODA Activation Code [SEC=0FFICIAL]

A verification code will be =ent to the
[This is an automated email. Please do not reply to this email address. arganisation email address.

Your Provider Digital Aceess activation code 15101 101] s

If wou have recerved this email wn error, vou can contact us by visiting the PRODA information page on Services Australia website

7. Tofinalise the facility’s registration, enter the code in the Email verification code field
and select Verify

Verify organisation email i

We have sent a code 1o the arganisation email address test@example.com at 07/06/2021 09:33:01 am

W you would Iike the code to be sent 1o a different email address, you will To finalise the or.Eanisaiior] registration, enter
address the code in the Email verification code field
and then select Verify.

Qrganisation Contact Email Address

Confirm Organization Contact Email Address

8. You will now see your facility as active on My Organisations.

Manage my organisation
Organisation Datails
‘Organisation Name Tes! Coganization
Congratulations!
PRODA isath 702251659 b
P e = You've successfully registered your
Status Aclive organisation in PRODA.
ABN 00000000000 You'll be brought to the Manage
my organisation screen.
Contact Email Address
Contact Phone Number Mot supplied Update Phons
Memzers -
Subsidiary Organisations w
ervice Pronider -
BIE Dewvices [

9. An email will be sent to confirm you have registered your facility in PRODA. Take note of
the Registration Authority (RA) number in this email — this is unique for your facility
and will need to be provided if you need support from the PRODA Helpdesk.

C.Registering your aged care home as a vaccination provider
1. Make sure you have the information below for your facility for your facility before you start:

¢ Name

© NSW Ministry of Health. SHPN (CDB) 251150. December 2025 health.nsw.gov.au
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e ABN
e Contact numbe

¢ Email address.

r

2. Complete the “Australian Immunisation Register Application to register as a vaccination
provider form (IM004)”".

Select the Residential Care Facilities option from Group B. Note that you should use
the facility’s address and ABN when completing the form.

Provider type

2 Read this before answering the following question.

Before completing this application form, refer to the AIR
provider type descriptions to determine your appropriate
provider type.

Go to servicesaustralia.gov.aw/hpaccessair and select
‘Provider types who can register as a vaccination provider’ to
read the AIR provider type descriptions.

Which provider type are you? Tick one only
Group A

Medical practice — medical practitioners submitting |_]
AIR data for one practice with one nominated bank
account.

Group B

Aboriginal health service — an organisation that O
provides health services and programs to Indigenous
people.

Authorised Nurse Immuniser — a Nurse or Midwife
with an ABN who holds the relevant qualifications
recognised in their jurisdiction for administering
vaccinations.

Commercial = a business entity that provides a
vaccination service.

Community health service — a public or registered
non-profit, community-governed health organisation.
Council - a local government organisation that runs
immunisation clinics.

Flying doctor service — an organisation that provides
an aero-medical service.

Hospital - an institution providing medical Private
and surgical treatment. Public

O

Pharmacy — a business that dispenses medicines.
Public Health Unit — an organisation funded by local or

- [ata b= [ [

D000 O 0 00

Residential Care Facility — a public or private service
where facility staff provide residents with personal
care or health care.

N

LA U LE LTy ed HEu 5 =d . ¥
and operated under a state health department
jurisdiction. Responsible for monitoring, coordination,
oversight or delivery of state funded immunisation

activities.

3. Forward the completed form to NSW Health at: moh-vaccreports@health.nsw.gov.au.
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4. When the IM004 form is processed, the AIR provider number linking code will be sent to
the address on the IM004 application.

¢ Your facility then uses the AIR provider number linking code to link HPOS to your
organisation's PRODA account.

D. Adding and linking HPOS to your facility’s organisation account
1. Make sure you have the following information available before you start:
o Your facility’s AIR Provider Number (see section C)
¢ AIR provider number linking code
Log into your individual PRODA account: Login | PRODA

Select Organisations at the top right-hand corner of the webpage

ch in to PRODA A e T~ s 1585 | Organisations | Lo

then select
Organisations. —

My linked services

3 einace CHILD CARE

4. Select your facility

My organisations

You're a member of the organisations listed below.

Name + ABN = Organisation Status = Role/Status =

Organisation 1 12 345 345 677 Active Director / Acthoe:

Organisation 2 12 345 345 678 Active Diractor / Active:

0 v 2 records found
S

Join an Organisation

Register New Organisation

© NSW Ministry of Health. SHPN (CDB) 251150. December 2025 health.nsw.gov.au
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5. Select Service Provider, then Add Service Provider

Manage my organisation

Organisation Details

Organisation Name
PRODA RA (Organisation)
Status

ABN

Contact Email Address

Contact Phone Number

Members

Subsidiary Organaasions

Orgarisation 1

B558731735

Active

21023 456 788

organisation | @orgmai com

Not suppied

Undate &ma

Nocait Phong

Service Provider

Mame %

Status ¥

ERODA

1 recog found

6. Select Health Professional Online Services and then select Add Service Provider.

Organisation Details

Members

Subsidisry Organiations

Manage my organisation

Organaten |

8234044503

Artive

87184531 354

oiganisation @orgmail com

Mot supplied.

Update Emai

pdate Phane

1 recont foung

7. Read and accept the HPOS Linking Terms and Conditions.

© NSW Ministry of Health. SHPN (CDB) 251150. December 2025
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e Agree by ticking all 3 boxes and select Accept

Organisation Linking - Create Relationships
Linking Terms and Conditions

Appicaton -
EMectve on and rom 18042020
Tl ot Bt ate The berres and ConadBiont of my agieemant wEb Sarices AUl ks in (espect of My wlelsNoR IR relston 10

4 Oesime clasmng lof Medicare Bwough Bhed party soffware inciuding Medicare Onine ECLIPSE the Austraian | mamun iation
Reguiber (AIR) ang Depariment of Velerans' Aftars (DVA) ciaeming)

Orsbrsy Claemang bos Per Fhasmaceuticsl Henot: Schoeme FES) Bwough thid party sa®ware

Immu s ston Mobcabons 16 e AR Bwough B AIR Ste (secure porlal)

Healh Profesmonal Onlne Seraces (HPOS)

Ay ol wytlm owrad of haited by Sarvice: Ausbista s nobled in wiling 4 yeu

CBIRCTEl FIRNTE0 10 35 "ADENCY ONnG SySiems ")

POrpeRSatOn

sap=

A relesence 10 2 paity densled by T ‘me" “my" “you" Bchudes hal padty afry persons under hat irs! party’s drechon of conlrel
anolhves party acing on Bud Bt pary’s bebal o anoBwer party who the e party schs on behall of Amy persons under e
dirochen or conteol of Bhat Sl party o acling on Bohal of that et party 1hall be deemod W Be aulhomed by Bl Sisl party

A roference 10 “Sernces Awtaka” ncudes Serces Australia, and the Depariment of Viberans' Aftars of the Deparmest of
Henlth &5 rotrvant n (elaten 10 thes corfespanding fespective Agency Ordre Sysiems

| Acturacy sad compheieness v

Declaration

1 deciare ihat

+ | am B passon suthaised 1o act on bohal of my seganmaton snd'on sy Gigansabion | regresend io accept & berms and
CORBRGRS O bR of Sy OTJIREABON O Teb ORD | FepraRm
+ The seimabion | have povided i complote and comect

B 1 agree with:
+ Thie Weima and candiiond. of thil sgieamel
I understand that:

B + Ditvang fabue of mislepdig eIomason © & senaus olency
« By accepling Sese lorms. | agree fo ol of e above

m

8. Under Identifier type, select AIR Provider Number

o Under Identifier, enter your facility’s AIR provider number.

e Select Next

Organisation Linking - Create Relationships

Identifying your organisation
*Please provide an identifier that has been issued for the organisation

Identifier type Identifier

AIR Provider Number v Al123458

To access the Austrakia Immunisation Register in HPOS - Enter
your organisation’s AIR provider number that was issued lo you by
Services Australia when your apphcation 1o regester as an AIR
vaccinalion provider was approved. The AIR provider number is
unigue and can only be linked 10 one paren! organisation of
subsidiary organisation in PRODA

9. Answer the questions about your facility to verify your relationship. There may be up to 4
questions.
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Organisation Linking - Create Relationships

Verification of relationship

Please provide the following information to verify your relationship:

Quastion 1 of 2

i Whal is the postcode of the business address for your organisation's AIR provider number?

I.-. nawer I

10. Your facility has been verified and a relationship to HPOS for AIR has been established.
e Select Next

Organisation Linking - Create Relationships |

Verification of relationship

We have established your organisation's relationship with the following:
Healkth Professional Online Services (HPOS) for AIR Provider Number 2123458 v

=

11. You will receive confirmation that you can access AIR

e Select Finish

Organisation Linking - Next Steps |

You can now access HPOS services based on the ideniifiers you have used 1o link

Select Go to service on the Health Professional Online Services tle n PRODA - My services
Select the organisation you have knked
First ime access

+ The HPOS terms and condiions will display, you musi resd them and select | agres
« Provide an email address and select submit

The HPOS home page opens
To return to your PRODA account from HPOS select Manage logon account from the masn manu

Go 1o My senvices page in PRODA by clicking Here

If you have problems linking AIR to your facility’'s PRODA account, please contact the AIR internet
helpdesk:

e Phone: 1300 650 039 (Monday to Friday 8am to 5pm)
e Email: air@servicesaustralia.gov.au

Linking AIR to your facility’s PRODA account (if your facility’s PRODA account is already
linked to HPOS)

If your facility’s organisation PRODA account is already linked to HPOS, you just need to link the
HPOS account to AIR using the steps below.

1. Log into your individual PRODA account: Login | PRODA
2. Select Link identifiers under My linked services

© NSW Ministry of Health. SHPN (CDB) 251150. December 2025 health.nsw.gov.au
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.. h Australian Government PRODA

Services Australia Provider Digital Access
Profile | Service

Privacy Notice

By linking to any of the online services below, you agree that your personal an|
organisation’s information (including your organisations” personnel details) ma
with the relevant department or agency to determine appropriate access to thd
system.

My linked services

business online.

Gk dentiiers] |

3. Select the name of your facility.
Select Continue.

Health Professional Online Services (HPOS)

Organisation

Flease choose an arganisation to act on behalf of:

() Mo Organisation - Proceed as an individual anly

@-ZJI"I%'III Sydney Local Health District. Northern Sydney Public Health Unit
— m

4. Select Add new identifier

Organisation Linking - Manage Relationships

Summary Identifiers

Your organisation has a relationship with the following channels:

Healtt ofesswonal Online Serwces (HPOS) L

= =

5. Under Identifier type, select AIR Provider Number

e Under Identifier, enter your facility’s AUR provider number

© NSW Ministry of Health. SHPN (CDB) 251150. December 2025 health.nsw.gov.au
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Organisation Linking - Create Relationships

Identifying your organisation
“Please provide an identifier that has been issued for the organisation

Identifier type Identifier

AIR Provider Number | Jasasase I

To access the Austrada Immunisation Register in HPOS - Enter
your organisabion’s AIR provider number thal was issued lo you by
Services Australia when your application to regester as an AIR
vaccination provider was approved. The AIR provider number is
unigue and can only be linked 10 one parent organisation of
subsidiary organisation in PRODA

6. Answer the questions about your facility to verify your relationship. There may be up to 4
questions.

Organisation Linking - Create Relationships

Verification of relationship

Please provide the following information to verify your relationship:

Quostion 1 of 2

Whal is the posicode of the business address for your organisation’s AIR provider number?

7. Your facility has been verified and a relationship to HPOS for AIR has been established.
e Select Next.

Organisation Linking - Create Relationships

Verification of relationship

We have i your orgar 's

with the g

-

Healkth Professional Online Services (HPOS) for AIR Provider Number 2123458 v

[

8. You will receive confirmation that you can access AIR
e Select Finish
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Select Go to sarvice on |

1 the organisation you have enke

The HPOS home page opens

o My services page in PRODA by chickin

1 submit

g Hare

erms and condibons will display, you mu
+ Provide an email address and sele

tentdiars y

¢ Hoalth Professional Online Services i

| have used 1o nk

rn PRODA - My sarvices

ihem and sslect | agree

1 HPOS selecl Manage logon account from the main manu

Organisation Linking - Next Steps !

You can now access HPOS senvices basad on the

If you have problems linking AIR to your facility’'s PRODA account, please contact the AIR internet
helpdesk:

e Phone: 1300 650 039 (Monday to Friday 8am to 5pm)

o Email: air@servicesaustralia.gov.au

E. Adding staff members to your facility’s organisation PRODA account
1. Ensure the following are available before you start:

¢ Only the Director of the facility in PRODA, or the staff member who has been
delegated the Owner-Access attribute, or the Employee-Management and Service-
Link-Management attributes can delegate access to other staff members

o The staff member's PRODA Registration Authority (RA) number and their surname. If
they cannot remember their RA number, ask them to log into PRODA and click on
Profile. Their RA number will be under My details.

My details

Profile details

Name
Email

Mobile phone number

# Update
# Update

# Update

Username

Date of birth

Gender

RA number This number is required for 4705808056

HPOS daelegation

Cancel PRODA account date # lpdate

2. Log into your individual PRODA account: Login | PRODA

3. Select Organisations at the top right-hand corner of the webpage
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Log in to PRODA

then select
Organisations. —

My linked services

Available services

|
& MyOrg

4. Select the facility’s organisation name you want to add a staff member to.

My organisations

You're a member of the organisations listed below.

Select the organisation name to:

* view the arganisation’s deta

* manage the crganisation KEs

= add or remove

organisation’s memb

« add subsidiary organisations (for parent enganisations only)

Name % ABN = Organisation Status = Role/Status =
| |
~

gani sation 1 12345 345 677 actve Director / Active

Organisation 2 12 345 345678 Active Director / Acthve
n 0w 2 records found

Join an Organisation >
Register New Organisation >

5. Select Members and then select Add member.

© NSW Ministry of Health. SHPN (CDB) 251150. December 2025 health.nsw.gov.au

! 19



Manage my organisation

Organisation Details

Organisation Name Organisation 1

PRODA RA (Organisation) 1734512345

Status Active

ABN 12 345 345 677

Contact Email Address orgl@orgmail.com Update Email
Contact Phone Mumber Mot supplied. podats Phone

[ Name & ] PRODARA & Role & Status &
Joki Cifien Direc Lo Aclive
n 0 3 records fownd
Add Member
Subs=idiary Organisations “
Service Provider v
B2E Devices W

6. Enter the PRODA RA (Individual) number and Surname of the staff member you want
to add.

e You need their consent to search and add them to your organisation in PRODA. If they
consent, select the confirmation box and then select Search.

o Make sure the User Details match the person you have searched.

¢ You can change their membership End date, however the maximum period is 12
months.

o |If the user details match, select Add this member. If the details are wrong, check the
details and search again.
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Add a member to Organisation 1

Member Search

To add & per1on 1o yOur OrgaNILAton. enler thair Setiily in the fields below snd dick tesnth.

II: condirm thas | have obtained the consent of this individual to search or add them to my Organisation's PRODA account.

]

User Details

FRODA RA SRR
[individual)

MName Mary Cidrer

End date 10002031 n

Confirm

s confen thase maTber i

8. Once the member is added to your organisation in PRODA, their name and Registration

Authority (RA) number will be listed under Member Added.

Add a member to Organisation 1

Member Search

T Bl 3 24rIOn 10 YU SIGARIETOR. SATaF thilr Sataill in the fields Below and dick paarch,

PRODA RA (Individualls

11 condinm that | hawe obtained the corsent of this individual to search or add them to my Grpanisation’s PRODA account.

Member Added

© Member has been added to the organisation

PRODA RA SN Hame Mary Cifizen
(Individual)
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F. Delegating access to your facility’s organisation PRODA account

1. Log into your individual PRODA account: Login | PRODA
2. Select Organisations at the top right hand corner of the webpage.

Log in to PRODA

ser™

3. Select the facility’s organisation name.

then select
Organisations. —

pofie 1 send2@S | Organisations | Lo

iy At (v mmmer
et e A

A MyOrg

My organisations

Select the organisation name to:

s view the organisation's details

¢ manage the organisation's devices

You're a member of the organisations listed below.

* add or remove the organisation’s members

* add subsidiary organisations (for parent organisations only)

Organisation Status =

-

Role/Status &

Name % ABN %
oy
Organisation 1 12 345 345677 Activ
Organisation 2 12 345345678 Activ

Join an Organisation

Register New Organisation

-

10 v 2 records found

s
o
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4. Expand the Members field and then select the member from the list.

Manage my organisation

Organisation Details

Organisation Mame ‘Organisation 1

PRODA RA (Organisation) 1234512345

Status Active

ABN 12 345 345 677

Contact Email Address orgl@orgmail.com Update Email
Contact Phone Number Mot supplied. Update Phone

| Members ~ I

[ hame = ] PRODARA & Rote & status %

Director Active

- 0w 3 records fownd

5. Expand the Attribute Delegations field and then select Delegate To This Member.

Manage Mary Citizen for
Organisation 1

Member details

FRODA RA (Individual) 55599893551

Role Personmel
Member Status Agtive
Start Date (DD/MM/YYYY) 09/04/2020

End Date (DD/MM/YYYY)

Delegations
Attribute Delegations -~
Name ¥ Service Provider ¥ Can Be Delegated 5

| Delegate To This Membser |

Nominee Delegations From Other Members w

Mominee Delegations To Other Members w

6. Select HPOS-Access from the list.

e To enable the staff member to delegate this attribute to other staff members, select Yes
to Delegable.

o Then select Delegate.
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Manage Mary Citizen for
Organisation 1

Mernber details
PRODA RA {Indrvidual} ST
Aoie Parsonnel
Member Statun Artrew
Stwrt Dwiw (DO/MMIYYYT) U2 020
End Diate [DD/BAMITTEY) 1AL n

Miarma # Sarvion Prowvider Lan Be Dulegaimi =

- 101 W iy racordd o

Ualegair 1o Thn Kamcer

Mew Delegation To This Member

T prard il Lol dhipgeyonte 1o 8w mrenbee sadeel Bme aqot uen e dachagatonr Mmoo S il badows anad Cick:
(RS T

L=

® Orgarisaion 1

Ll 201
LLBUS - LLHUS- O p-Livanar

LLLS L%

K-UrA R

PRODA : Duwive-M anagemuand
FROLDE ;. Emplorpess B arsEs msnt
| PROL : iR i

FROLDE Sy s Lirnk -5 s et

FRODE : Sub-Ona-Manapgament

(Rt T
D v W Mo

To Dz

o u]

Simrs Ldggabiom | rom Othar Mambars et

Nommnes Uslegabionm e Ot Mambars w

G. Looking up a resident’s immunisation history on AIR
1. Log into your individual PRODA account: Login | PRODA

2. Under My Linked Services, the Health Professional Online Services (HPOS) tile will
display.

e Click on Go to Service.
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Aunstralian Government PRODA

Provider Digital Ac

Privacy Notice

By linking to any of the online services below, you agres that your personal and / or your
organisation’s information (including your organisations” personnel details) may be shared
with the relevant department or agency to determine appropriate access to their online

system.

My linked services

2 Health Professional

3. Select your facility’'s Organisation name.

e Select Continue

Health Professional Online Services (HPOS)

Organisation

Flease choose an organisation to act on behalf of:

L Mo Organisation - Proceed as an individual only

arthern Sydney Local Health District. Morthern Sydney Public Health Unit

Cancel I Continue I

4. In HPOS, select My programs.

TF you're an eligible health professional apphying for either:
= aninftial Medicare Provider Number {MPH), select My details and then My digital provider number registration.
= asubsequent KM, select My details, and then My provider numbers. Then select Create a new provider location,

Find a patient

Claims Reports

My programs

Messages Forms

5. Select the Australian Immunisation Register (AIR) tile.
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My programs

Australian Immunisation
Register (AIR)

6. Click Next when asked to enter HPI numbers.

Enter HPI numbers

€ Therecording of the new Healthcare Provider Identifier fields is not a mandatory requirement. However the recording of
this infarmatien will assist in the track and tracing of individuals wha receive an immunisation,

HPI: nput your 16 digit number

HP-O:

7. Click on Identify individual.

Australian Immunisation Register

» Home Welcome

Claims b The AR is @ national register that records all vaccinations given to indwviduals
schedule vaccines, flu, shingles, travel, and COVID-19 vaccines. The AR is adminig

Identify Individual and AIR data is protected under the Privacy Act 1988,

Payment s Please ensure you are aware of the Terms and conditions of accessing this site.

Staterments The AR site provides access to the following functions and information:

e = Identify Individual - search for an individual
i : * Individual Details -

© view an individual's immunisation history and/or evidence of immun
© record Immunisation encounters
¢ view and/or orint an immunisation history stafement

Reports

8. Click on Identify individual and fill in the Surname, First Name and Date of Birth of

the resident. Click Search.
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F - - = e = LR L T
ndnadual,

b identify Individual This form has required and optional ficlds based on your scarch query, all required fields are marked with an aster

Individual Details
Medicare

Record Encounter
tedicare Mumber - IRK; (1]
Update Encounter

Individual Healtheare Identifier (IHI)

IHIz
Provider Menu

Personal Information

Reports

R LTt PR [1]

Surnarme:

First Mame:

Date of Birth: DD MM L1 ]

Gendear: -

Postoode from: tor

(o | -

9. Under the Immunisation History section, click on Complete immunisation history
statement and Generate PDF.

Immunisation Details b

Immunisation History

® dgbmplete immunisation history statement -~

o L0 ¥ID-18 and influenza immunisation history statement

& GEMERATE POF I

10. Open the downloaded document. This should look something like this:
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As at:

For:

Date of birth:

16 Apr 2015
04 Apr 2017
06 Jun 2017
18 Apr 2018
16 Apr 2019
02 Apr 2020
11 Feb 2021

01 Apr 2021

23 Apr 2021
19 Jun 2021

03 Nowv 2021
13 Apr 2022

03 Apr 2023

15 May 2023

PRODA resources

Immunisation history statement

22 July 2024

Influenza

Influenza
Zoster
Influenza
Influenza
Influenza
Pneumococcal

COVID-19

Influenza

COVID-19

COVID-18
Influenza
COVID-19
Influenza

COVID-19

Diphtheria Tetanus Pertussis

Zoster

- Brand name given
Fluvax
Fluarix Tetra
Zostavax
Fluad
Fluad
Generic Influenza
Prevenar 13

AstraZeneca

Vaxzevria
Fluad Quad

AstraZeneca

Vaxzevria

Pfizer Comimnaty
Fluad Quad

Pfizer Comimaty
Fluad Quad

Pfizer Comimaty Biv
BA4-5

Boostrix

Shinarix

¢ Online training to register and use PRODA is available here: Provider Digital Access
(PRODA) - for organisations - Health Professional Education Resources

e |f you require support registering a PRODA account, contact PRODA on 1800 700 199 or
proda@humanservices.org.au.
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