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How to sign up to PRODA

The Australian Immunisation Register (AIR) is a national register that records vaccinations
given to people living in Australia. The AIR only accepts immunisation information from
recognised vaccination providers as per the Australian Immunisation Register Act 2015.

Some practice management and record keeping software transmit records directly into AIR,
such as WINVACC and CHIS. If your organisation does not have a system in place to transfer
records to AIR, your organisation will need to register in PRODA (Provider Digital Access).
Immunisation providers will also need to register for an individual PRODA account and enter
data directly into AIR through HPOS (Health Professionals Online Service) via PRODA.

Mandatory Requirement

According to the Australian Immunisation Register Act 2015, it is mandatory to report the below
vaccines:

COVID-19 vaccines given on or after 20 February 2021

Influenza vaccines given on or after 1 March 2021

National Immunisation Program (NIP) vaccines given on or after 1 July 2021
Japanese encephalitis virus (JEV) vaccines given on or after 21 December 2022

The Australian Immunisation Register Act 2015 lists specific vaccines, data elements to report
as well as how and when to report these. These include:

Relevant vaccines as mentioned above

How to report: electronic. If not practical, then in written form

When to report: within 24 hours and no more than 10 days after the vaccination
Personal information: Medicare number if applicable, name, contact details, date of birth,
gender

Vaccine information: brand name, dose number, batch number and date given

e Provider information: provider number, name and contact details.

Registering for a new Individual PRODA Account

Note that you can only register one PRODA account in your name and you cannot create an
account for someone else. We recommend you use your personal email address and not your
work or group email address. Because your PRODA account does not expire, when you change
employers, you will use the same individual PRODA account.
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Please follow this link to create a NEW PRODA ACCOUNT or copy the link below:

https://proda.humanservices.gov.au/pia/pages/public/registration/account/create Account.jsf

The steps for registering includes the following:

Step 1. Create account

Select Register now to begin the process. You will be asked to...

e Enter your details, ensuring they are as they appear on your identity documents.
e Create a username and a password.

e Select 3 security questions and provide the answers.
e Verify your personal email address.

An activation code will be sent to your personal email address. A username and Registration
Authority (RA) number will be enclosed in the email. You will need this RA number to give to

your employer.

Step 2. Verify identity documents.

You will need 3 different documents to confirm your identity. Please see below the documents

that can be used.

2 of the following
Medicare card
Australian driver’s
license

AND
ImmiCard

Australian Passport

1 of the following
Australian passport
Australian birth certificate
Immicard AND
Citizenship certificate

Australian Visa
(supported by a foreign
passport)

Certificate of registration
by descent

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

Marriage certificate

Change of name
certificate

Step 3. Ensure someone from your organisation with the Director role in PRODA has

added you as a member.

Below are the steps for Directors to add new members to an organisation on PRODA:

1. Login to PRODA.

. Select Organisations.

2

3. Select Members, then Add Members.

4. Enter the PRODA RA number and Surname of the member you would like to add.

5. Ensure they provided consent to search and add them to your organisation. Tick the
confirmation box and select Search.
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6. Ensure the User Details match the member you have searched.
7. You are able to change their membership End date to a period of up to 5 years.
8. Select Add this member.

To manage delegations

1. Select Members.

Select the member’s name that you would like to delegate an attribute to.

Select Attribute Delegations.

Select Delegate to This Member.

Make your selections for delegation, select Yes or No for delegable and enter to Date.

Select Delegate.

Once they are delegated an attribute, the attribute name will be listed under Attribute

Delegations.

8. If you would like to remove delegations, select the attribute or change the End date from
the Attribute delegation details page.

Noookwd

Step 4. Match services
To link your individual PRODA account to HPOS

Select Services from the PRODA header to display services you are eligible for.
Select the Health Professional Online Services tile.

Complete required fields on the next page.

If you have successfully linked to the service, you will see that the HPOS tile will be
under “My linked services.”

Need assistance with PRODA?

e Phone 1800 700 199 and selection Option 1
Monday to Friday, 8 am to 5 pm local time
e Email proda@servicesaustralia.gov.au

To change contact details and contact person for your organisation, a person with an applicable
assigned role in PRODA can call or email as above. This includes updating details such as
relevant vaccine provider number. An email from the contact associated with the provider
number should also be sent to AIR (air@servicesaustralia.gov.au) outlining the provider number
and details to update.

References and Additional Resources:

How to reqister for an individual PRODA account

eLearning PRODAMO3 - How to register for an individual account (servicesaustralia.gov.au)

Simulation How to create a PRODA account (servicesaustralia.gov.au)

Understanding management attributes in PRODA - PRODA (Provider Digital Access) - Services
Australia
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https://www.servicesaustralia.gov.au/how-to-register-for-individual-proda-account?context=33786
https://hpe.servicesaustralia.gov.au/MODULES/PRODA/PRODAM03/index.html
https://hpe.servicesaustralia.gov.au/MODULES/PRODA/PRODAM01_1/index.html
https://www.servicesaustralia.gov.au/understanding-management-attributes-proda?context=33786
https://www.servicesaustralia.gov.au/understanding-management-attributes-proda?context=33786

How to enter vaccinations into AIR via PRODA

Step 1. Login.

Login | PRODA (humanservices.gov.au)

v
PRODA

wider Digdal Access

Do not have a PRODA account? Reaisic

Login using your Dhgital Identity

M

Step 2. 2-Step Verification.
Enter the code that is sent by either SMS or email address. Select Next.

Ceonvermment

2-step verification

Enter the verification code from your SMS below.

If you cannot access your SMS at this time we can

Enter Code

Step 3. Select Go to service under Health Professional Online Services.

PRODA

Provider Digital Ac

Privacy Notice

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

system.

My linked services

v, Health Professional w

ECLIPSE | DVA | AIR
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Step 4. Select My programs.

"2 Health Professional

= Online Services

Hello

Make sure your anac Sites are getting wihen they get new mall in HPOS. Select Messages, then My organisation(s)
mailbox. From there select Settings to manage the notification preferences. You need to set up for each and
Organisation Site mailbox separately. Read more about Using HPOS Messages on the Health Professional Education Resources website,

Step 5. Select Australian Immunisation Register (AIR).

"2 Health Professional
= Online Services

ft>wmy programs

My programs

Australian Immunisation
Register (AIR)

Step 6. Enter your Health Provider number or select NEXT to skip. Note this is not
mandatory.

"g Health Professional

Online Services

Enter HPI numbers

€ The recording of the new Healthcare Provider Identifier fields s not a mandatory requirement. However the recording of
this information wall assist in the track and tracing of individuals who receive an immunisation,

HPI-O
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Step 7. Select Identify Individual on the left. A drop down will appear. Select Identify
Individual.

/\Z Health Professional

Online Services

Australian Immunisation Register

* Identify Individual - search for &
* Individual Details
o w an Indaidua

* Payment Statements - view your paym L
* Provider Menu - review location, emad and address detalls
* Reports - generate and view Immunisation reports

Step 8. If the patient is enrolled in Medicare, enter their Medicare number and IRN (Individual
Reference Number).

If they are not enrolled in Medicare, enter their surname, first name and date of birth.
You can also search using an Individual Healthcare Identifier number, if known.

For newborn babies, try searching the baby’s first name, mother or father’s surname and
baby’s date of birth.

Select SEARCH.

W

Medicare

Individual Healthcare identifier (IH1)

Personal Information

Note: if the AIR is unable to find a unique match, ensure all details are entered correctly and
add date of birth, postcode or both. If the AIR does not find a match, a new record can be made.
Please see below. If you would like to confirm if a record exists, you can call AIR Helpdesk
(1800 653 809). Make all attempts to match individuals before creating a new record.
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Creating a new record

If you would like to create a new record, enter all required information and select RECORD
ENCOUNTER to create new individual. Enter the patient’s home address on the next screen.

For newborn babies that have not been named, use the term, “Baby of (Mother’s first name)” as
First name. For example, “Baby of Sally”. For a multiple birth, use “Baby 1 of (Mother’s first
name)”, “Baby 2 of (Mother’s first name)”, etc. For Surname, use mother’s surname. Enter the
baby’s date of birth and gender. Enter the mother's home address on the next screen. Ensure

that the address is the same as recorded on the mother’'s Medicare records.

Select Next.

Australian Immunisation Register

T, e S o e el S B B e e A8ATR quaeg B obeed T o Bee e s e g ¥

Meducare

Corty prdiaton Liedoare fasmonr F o 0

Irsdnndisal Healthare identifier (1M1

Parionad W iermation

TEST NEW NAME  (DOS. Day Mor Year)

Nt brmuey
Payment »
Statements
Provder Meew

=

'.'

Step 9. To record a vaccination, select Record Encounter. Fill in the required information
and select ADD. Ensure the batch numbers are recorded accurately. If no batch number is
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provided, enter the lot number instead. It can be found on the vaccine box. Where there is no
batch number or lot number, enter “notrecorded” as one word.

Note for Nirsevimab/RSV immunisations administered through the WA Health RSV infant
immunisation program, select Other for Schedule.

Select Beyfortus (Nirsevimab) for Vaccine/Brand. In instances where the brand is unknown,
select Generic RSV.

Select Other for Vaccine Type, regardless of provider setting (community, hospital, GP). If the
child received a dosage of 200mg (2x100mg), enter as a single dose.

s e Record Encounter
* Recond Encounder
Uipciate Encoomier New Encounter

Fayrmand Who perfemrad
Staterrenis Ehid Ifemuniaisn Encouten *

Prowider Menu This wars perforred a1 2 School

seresn s [ o ]

Date of Senvans: *

Wigs this indinidial pregrant at
the timi of vaocine admindsiration?

s
]

Urapecifid

WaronaBrand: ¥ Babch Mumbern Do ™

Anpgens: | Rewpirsory Syraytisl vins

Waccing Ty Roube of Admereitration:

Review the encounter details. You can edit the encounter by selecting the pencil icon. You can
delete the encounter by selecting the rubbish bin icon. Select SUBMIT.

TEST NEW NAME OO0 Day Morih Yeur) Mot are Mo 1267001 1

Address s TEST 124
Cusrent indigenous Katus ignal nor Tores Srat iskend

Record Encounter

paate Lreounter Vaccine/Brand Soie of Performed By Country/Region oioncs
Oate Vacone 1) Adrminests son Location  Actien
[Batch Number) we

Mo
ONEraNECATON
Natural ivvrurty

ADT Boiie 19 " \rara Wyt 1IMS0AA /
Paymere » 023 {ADTI 23 o
Staterments —
Provider Meru
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After selecting SUBMIT, a confirmation page will advise you that the information has been
successfully transmitted with a Claim ID. Note that this does not mean it has been accepted by
AIR. If the encounter contains errors, you will be contacted.

iusiraLan lmmunlsa!lon !egls!er

TEST NEW NAME (D06 Day Morth Yowr) Mecdicare o 1224567001 1

Address 1 TEST ST, TEST 1234
Current Indigenous Status  Nesther Aborigined nor Torres Srat sdand

onpn

ate Lrcoartes Success!
The v ”n 1043 for TEST NEW NAME "ave Deen recene
Madcn Claim 10 - WBO168GX
Contrandcaer

\buon chabauinno / Immunisation Details

Immunisation History

Complete Immunisation Mtory statement

O COVID-19 4 IMBuenza Imemunisation history stacement

Changing an encounter
You may modify a vaccination record after it has been created.

To update a vaccination after a submission, click on Update Encounter. Select the Pencil icon
under Action and edit information as required. Select Update. When encounter updates have
been successfully saved, a “Success!” message will appear.

!ustra|lan |mmumsatlon !eglster

: _
o0 oy i e porrna Sk T spves b - e . peaie epad Ot e & P -
Update Encounter
vmirewd Sone of ban s
Owtn of Sarvicn » Ph A ' Vacone Tpw Shedde D Tts Cote B
Edit Encounter
Submined Date:
\iha performed .
this Immunisation Encourtes. ©
This was parfeemed a1 & Schaol
Datae of Senvice: *
VaccineBrand * Bazch Number
Antigers Vefuenza
Vaccing Type Raoute of Adrmirist: stion
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!ustrallan |mmun|sat|on !eglster

,
TEST NEW NAME (DOB: Dary Month Year) Medicare No 1234567891 1
Address 1 TEST ST, TEST 12M
Idertdy Indnicual Current Indigenous Status  Neither Aboriginal nor Torres Strast Istand
ongn
Indeddual Detalis
f any rsonal detaits that appear for this ndnidual are INCOMect, PIease request that the apProprate Person contacts
Record Encounter Serv 0132011
[ Update Encounter
Medica
Contrasndication
o B Outeofservke  VaccnerBrand Nocrka e Route of Schedie Dose  Suts et Acion
Payment
Satements
Nov 2023 ADT Booser NIP/Commonwealth  Intramuscul: v Accepred p

(ADT1234)

Need assistance with AIR?

o General Enquiries: 1800 653 809
e AIR site Helpdesk: 1300 650 039

References and Additional Resources:

Australian Immunisation Reqister for health professionals - Services Australia

Australian Immunisation Register (AIR) - Health Professional Education Resources
(servicesaustralia.gov.au)

Tips for using the AIR

Supporting and understanding delegations in HPOS to enable access to the Australian
Immunisation Reqgister | NCIRS

How to report newborn vaccination for infants who are yet enrolled in Medicare

How to correctly record batch numbers when reporting vaccination encounters to the Australian
Immunisation Register (AIR)

How to amend an incorrectly recorded vaccination on the Australian Immunisation Reqister
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https://www.servicesaustralia.gov.au/australian-immunisation-register-for-health-professionals
https://hpe.servicesaustralia.gov.au/australian-immunisation-register.html
https://hpe.servicesaustralia.gov.au/australian-immunisation-register.html
https://ncirs.org.au/air-tips
https://ncirs.org.au/australian-immunisation-register-air-tips/supporting-and-understanding-delegations-hpos-enable
https://ncirs.org.au/australian-immunisation-register-air-tips/supporting-and-understanding-delegations-hpos-enable
https://ncirs.org.au/air-tip-20-july-2023
https://ncirs.org.au/air-tip-19-october-2023
https://ncirs.org.au/air-tip-19-october-2023
https://ncirs.org.au/air-tip-29-may-2023

This document can be made available in alternative formats
on request for a person with disability.
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