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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 status1 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 

☐ Associate or Authorised Contact for the facility 
(on the Australian Business Register) registers 
for an individual PRODA account 

• Instructions in this document  

• Written instructions (Commonwealth) 

• Video instructions 

☐ Register your facility as an organisation in 
PRODA 

• Instructions in this document  

• Written instructions (Commonwealth) 

• Video instructions 

 
 
 
1 You cannot use AIR to check an employee’s vaccination status unless the employee has given consent. 

Accessing Australian 
Immunisation Register  
For Residential Aged Care Home Staff 

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


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

2 

 

☐ Register your facility as a vaccination provider2 • Instructions in this document  

• Written instructions (Commonwealth) 

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

• Instructions in this document  

• Written instructions (Commonwealth) 

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

 

☐ These staff members register for individual 
PRODA accounts 

• Instructions in this document  

• Written instructions (Commonwealth) 

• Video instructions 

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

• Instructions in this document  

• Written instructions (Commonwealth) 

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

• Instructions in this document  

• Written instructions (Commonwealth) 

☐ 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 
documents:  

AND  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  
~ Australian passport  

~ Australian passport  
~ Australian birth certificate  
~ ImmiCard  
~ Australian citizenship 
certificate  
~ Foreign passport with an 
Australian visa  

~ Marriage certificate  
~ Change of name certificate  
~ Amended Australian birth 
certificate 

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

• 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. 

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?
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3. Scroll down the page and click the Register now 

 
 

4. Complete the Your details information.  

• 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.  

• Click Next.  
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5. Create your username and password.  

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

 
 

6. Create 3 security questions.  
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• 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. 

• Click Next. 
7. Enter and confirm your email address 
• This is the email address to which your verification code will be forwarded. 
• Click Next. 
8. Open your email to access your verification code. 
• 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  
• The email will contain your Username and Registration Authority (RA) number which 

you will need to store securely. 

 

 
10. Click Continue to verify your identity in PRODA.  

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

• 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. 

• 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).  

• Click Next  
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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:  
 

 
 

• 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?  
• Most aged care facility staff will answer “No” to the 2 questions  
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14. You should now be able to see the HPOS tile under My linked services  

 

B. Registering an organisation PRODA account for the residential aged care 
facility 
1. Ensure the following are available before you start: 

• Your facility has an active Australian Business Number (ABN)  

• 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.  

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

https://www.abr.gov.au/
https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf?
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4. Select Register New Organisation  
5. Enter the following details:  

• Name of the facility 

• ABN of the facility 

• Contact email address for the facility. 

• Select Submit. 



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

9 

 

 
6. Answer 3 proof of record ownership questions.  

• Select Submit  

 
An activation code will be sent to your facility’s email address  
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7. To finalise the facility’s registration, enter the code in the Email verification code field 

and select Verify  

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

 
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 
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• ABN 

• Contact number 

• Email address. 
 

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.  

 

 
3. Forward the completed form to NSW Health at: moh-vaccreports@health.nsw.gov.au.  

 

https://www.servicesaustralia.gov.au/im004
https://www.servicesaustralia.gov.au/im004
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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: 

• Your facility’s AIR Provider Number (see section C) 

• AIR provider number linking code 
2. Log into your individual PRODA account: Login | PRODA  
3. Select Organisations at the top right-hand corner of the webpage  

 
4. Select your facility  

 

https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf?
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5. Select Service Provider, then Add Service Provider  

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

 
7. Read and accept the HPOS Linking Terms and Conditions.  
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• Agree by ticking all 3 boxes and select Accept  

 
8. Under Identifier type, select AIR Provider Number  

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

• Select Next  

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

questions. 
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10. Your facility has been verified and a relationship to HPOS for AIR has been established.  

• Select Next  

 
11. You will receive confirmation that you can access AIR  

• Select Finish  

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

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

https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf?
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3. Select the name of your facility.  
Select Continue. 
 

 
4. Select Add new identifier 

 
5. Under Identifier type, select AIR Provider Number 

• Under Identifier, enter your facility’s AUR provider number  
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6. Answer the questions about your facility to verify your relationship. There may be up to 4 

questions. 

 
 

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

 
 

8. You will receive confirmation that you can access AIR  
• Select Finish  
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If you have problems linking AIR to your facility’s PRODA account, please contact the AIR internet 
helpdesk:  

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

• 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. 

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

https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf?
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4. Select the facility’s organisation name you want to add a staff member to.  

 
5. Select Members and then select Add member.  
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6. Enter the PRODA RA (Individual) number and Surname of the staff member you want 
to add.  

• 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.  

• 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.  

• If the user details match, select Add this member. If the details are wrong, check the 
details and search again.  
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7. Select Add this member to continue.  

 
 

8. Once the member is added to your organisation in PRODA, their name and Registration 
Authority (RA) number will be listed under Member Added.  
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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.  

 

 
 

3. Select the facility’s organisation name.  

 
 

https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf?
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4. Expand the Members field and then select the member from the list.  

 
 

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

 
6. Select HPOS-Access from the list.  

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

• Then select Delegate.  
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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.  

• Click on Go to Service.  

 

https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf?
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3. Select your facility’s Organisation name.  
• Select Continue  

 
 

4. In HPOS, select My programs.  
 

 
 

5. Select the Australian Immunisation Register (AIR) tile.  
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6. Click Next when asked to enter HPI numbers.  
 

 
 
 

7. Click on Identify individual.  
 

 
 

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

 

 
10. Open the downloaded document. This should look something like this: 
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PRODA resources  
• Online training to register and use PRODA is available here: Provider Digital Access 

(PRODA) - for organisations - Health Professional Education Resources  
• If you require support registering a PRODA account, contact PRODA on 1800 700 199 or 

proda@humanservices.org.au.  
 
 
 
 
 
 
 
 
 
 

https://hpe.servicesaustralia.gov.au/PRODA_organisations.html
https://hpe.servicesaustralia.gov.au/PRODA_organisations.html
mailto:proda@humanservices.org.au
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