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Introduction

ABOUT

The Department of Health developed the Prostheses List Management System (PLMS) to streamline the application process for listing a
prosthesis device on the Prostheses List. The system allows sponsors and suppliers to create, edit and monitor applications for prostheses
listings.

ABOUT THIS GUIDE

The purpose of this user guide is to assist sponsors and suppliers in using the Prostheses List Management System (PLMS). Pictures of the
screens from the online system are used throughout this guide in order to help navigate between the portal and the guide. These screenshots
are to provide a visual representation of the look and feel and are not intended to be read in full.

The PLMS User Guide — Prosthesis Device Application will provide guidance on:

1. Registering for the PLMS
2. Searching applications
3. Managing User Roles

If you have any questions about using the Prostheses List Management System, contact the Department of Health at
prostheses@health.gov.au
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PLMS User Guides

There are three user guides available for the PLMS:

e PLMS User Guide — Getting Started
e PLMS User Guide — Prosthesis Device Application
PLMS User Guide — Human Tissue Application (in development)

PLMS USER GUIDE — GETTING PLMS USER GUIDE — PROSTHESIS PLMS USER GUIDE — HUMAN TISSUE

STARTED DEVICE APPLICATION APPLICATION
Register Create New Application Create New Application
Search Expand a Listing Duplicate a Listing

Manage Users Compress a Listing Transfer a Listing

Amend a Listing Amend a Listing
Duplicate a Listing Delete a Listing

Transfer a Listing

Delete a Listing
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1. Register

Before you register for the PLMS, you must have:

e Avalid AUSKkey* or myGovID
o AUSkey software installed on your device
*AUSkey is being decommissioned at the end of March 2020. You will need a myGovID to register for PLMS from April 2020 onwards.

For information on getting an AUSkey or myGovID, visit the Australian Business Register website.

The steps to Register for the PLMS are:

1.1 PLMS Log in

1.2 AUSKey Login

1.3 MyGovID Login

1.4 Confirm Details

1.5 Contact Information & Terms and Conditions
1.6 Complete

1.7 PLMS Home

DEPARTMENT OF HEALTH 4 V0.2
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1.1 PLMS Log in

You can access the system from the PLMS Homepage.

##  Prostheses
Australlan Giverament List Management Systemn

Welcome ta the Prostheses List Management

System (PLMS)
e . v 5y s, e
sopialions o o

& Register

User Support

ek .

presiteass

Presiheses List Gubds - A quide olising anc seng bareis for

ntian Goernment | Health Authentication Gateway

Department of Health

Select an authentic

Which credential would you like to use?
AUSKey
You can continue to use your existing AUSKey to
access Health services until end of March 2020,

Log in or register using your existing AUSKey.

Login with AUSKey

le

myGoviD

Try myGoviD, a new way to login.

myGovlD is different to myGov. Using myGovID and
Relationship Authorisation Manager (RAM) together is a

simpler and more secure way to log in.

Login with rG“gv

DEPARTMENT OF HEALTH

STEP 1 — Go to http://prostheses.health.gov.au

STEP 2 - For first time users, clicmon the right hand side of
the screen.

STEP 3 — A dual login screen will appear.

V0.2
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1.2 AUSkey Login

If you are not using myGovID, the Australian Government Authentication Service page will be displayed. You will need your AUSkey to login.

¥
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Login
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Australian Governmeant
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STEP 1 — Select the AUSkey login.

STEP 2 — Select your AUSkey from the drop down menu.

There may be more than one user registered to your business
accessing the PLMS from the same computer as you. Some users
may also have different profiles for different businesses. Please
make sure you select the correct AUSkey profile from the list
provided.

STEP 3 — Enter your AUSkey Password.

STEP 4 — Click to go to the next page.

***AUSkey is being decommissioned end of March 2020. Please
use the myGovID login option below from April onwards.

§) V0.2
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1.3 myGovID Login

If you are using myGovID opposed to AUSKkey, click the myGovID login. You will need to use your myGovID credentials to login.

Get the myGovlD app
login with the myGoviD app.

STEP 1 — Select the myGovID login.

STEP 2 — On the next screen, login using your myGovID email. If you
haven’t logged in before, follow the prompts on the screen to get the
myGovID app. Nofte: If you are acting on behalf of an organisation, you must
make sure your RAM has already been set up before proceeding to the next
step.

STEP 3 — Click login to go to the next page.

STEP 4 — Open the myGovID app on your phone and enter the four-digit
code displayed on screen.

4026 STEP 5 — The screen should refresh and take you back to PLMS.

Mg

z
e

Waiting

3. Come back

DEPARTMENT OF HEALTH 4 V0.2
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1.4 Confirm Details

Read through your details to ensure they are correct.

I A |
#  Prostheses

Australian Government

Deparmeatof ficakh List Management System

(# Registration

1 Autenticstion sk Confirm Details

field
Confirm Details

3 Contact ion and Terms & Conditi

Please confirm your AUSkey details, cenify below and dlio Next 1o procesd.

If any of the information is incomect, click Cancel. Plasse return to the Prostheses List
4 Complete Management Sysiem once you have obisined the comedt AUSkey

First Name Charlie
Last Name Work
ABN 12300000880
Organisation TEST Org with ABN
12300000880
* | certify that the information above is true and correct.
Cancel MNext

STEP 1 — Check your AUSKey or myGovID details are correct.

If your AUSKey details are incorrect, please go to the Australian

Business Register website, or contact 1300 AUSKEY (1300 287
539).

STEP 2 - Tick the box under your details to certify that the
information above is true and correct.

STEP 3 — Click [JI3¢! to save information and go to the next page.

DEPARTMENT OF HEALTH
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1.5 Contact Information & Terms and Conditions

You will need to provide contact information, and accept the Terms and Conditions to gain access to the PLMS.

STEP 1 — Select a Contact Number type from the drop down

1  Authentication

Contact Information menu, and enter your number into the space provided.
2  Confirm Details

You can also add a second contact number.
n Contact ion and Tems & i Please provide your contact details below, acoept to the terms & conditions, and dlick Next to

finalise your registration

STEP 2 — Enter your email address.

Contact Number 1 * i _ Choose type —

b — Choose type —

STEP 3 — Read the Terms and Conditions and tick the box
underneath if you accept.

Office
Contact Number 2 Mobie
Home
Personal
Business

Your email address *

STEP 4 — Click to complete your registration.

Terms and Conditions

The Department of Health. these are the cument terms and conditions which will be reviewed,
Locem ipsum dolos sit ame!, consectetur sdipiscing elit. Donec suscipit pharetrs Iscus
euismod congue. Quisque vehicula sspien nunc, ac lobertis uma sodales vitae. Praesent
wistique eu lorem 8o luctus, Integer convallis scalerisque diam, @ ultrices turpis consectatur et.
Nuncmagna diam, pharetra sit amet sem et, egestas rhoncus nunc. Phasellus quis varius
tellus, Sed sapien ipsum, vehicula et rhoncus ut, isculis quis quam. Ut tincidunt, mi omare
posuere porta, nisi mi hendresit velit, ut consecietur nisi orci nec libero. Mauris tempor odic
nisi, necsollicitudin enim dapibus st. Quisque sem libero. lacreet id torior pharetra,
adipiscing fermentum purus.

* | accept the terms and conditions ksted above.
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1.6 Complete

If you are presented with this screen, then you have successfully registered for the Prostheses List Management System.

Before you can view or edit applications, the User Administrator for your organisation must assign you a User Role(s). If you do not know who the
User Administrator for your organisation is, contact the Department of Health at prostheses@health.gov.au

1 Auhenticsion — Complete Before you can view or edit applications, the User Administrator for
your organisation must assign you a User Role(s).

2 Confirm Details

3  Contact ion and Terms & iti You have 9 for the: List g System. A notifi
has been sent to your nominated email address and to your organisation’s User Administrator
n Complete

(8). confirming your registration

To perform functions and view information within the system you will need to be assigned
an access role(s) by your User Administrator.

DEPARTMENT OF HEALTH 10 V0.2
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1.7 PLMS Home

Once you have registered for the PLMS, you will be redirected to the PLMS Home. After the User Administrator for your organisation allocates
you a User Role(s) in the system, you will be able to access a number of functions from the PLMS Home.

——— Click [ CEVCWAN T [[F=1ie]y] to create, expand, compress, duplicate,
L@a Prostheses transfer, amend or delete a listing from the Prostheses List.

Australian Government List Management System
“Department of Heakth

Click hera to craate. dslete Click hera to manage user Click hers to search for . -
ame, wpord 0 1anage e R otcaions Click [JERELERVELETE to manage User Roles (User Administrators

compeess of dupiicate a

only).

RECENT APPLICATIONS NOTIFICATIONS
Reforance Number ~ Type Stats Last Modified Actions Date Description E
NOG0O10 NEW Draft 120772017 1722 HEALTH B L\‘;jn)mr Your Access Rokes have changed Cllck the IcCOonN to view the App“cat'on Sum”lary of an appllcatlon-
RO0000S DUPLICATE Submitied 14062017 1614 B
Jwor2oT has registered for the
0000004 DELETE View Status Detalls 140672017 16:12 (14
: 0743 Prostheses List Management Sy stem
03HV-ORFS AMEND Apglication 24052017 19 11, HEALTH B e ;
Recommended 1260772017 Application (NDD0D10) hat bean crasted E‘-
wa . . . . . .
pupr Click th t d edit licat
and/or MBS 16062017 Data Portal - Interactive_Report_Viewer! IC e Icon 1O view and edit an app Ication.
0075-XMLG AMEND Apgiic aticn 23052017 14 47, HEALTH B i 35 S AN o T o
Recommen: dad 16062017 Data Portal -
- - 1040 Interactive_Repon_Developer] DP has
NOO00OA NEW Submi 19052017 16:33 =3 _Repor|
oo = —— Lty . rogistared for the System . . . . .
J46U-GALY DUPLICATE Draft 16032017 10.52. HEALTH @
- s > ORI Appiication Status of PEEK Interbody CI|Ck m to view a ||St Of a” Of yOUF app||Cat|Ons.
DSUR-EK1G NEW Cancalled 1602017 10:39, HEALTH Az 1614 system - Cervical (RO0D00S) has been
GSFENKRW NEW Daan 16032017 09.51, MEALTH B boencabidetsaidi
AXDQKEN DELETE View Status Detals  O1/0V2017 11:11, HEALTH B SSOURY | ewSeion FIK0S) Hew ven Sk el
1612
14062017 Application Status of (D000084) has been
Show All @ 16:12 updated to CANCELLED

140672017 Application (DOD004) has been created
1611
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2. Search

You can use the search function to search applications from your organisation.

You can search for applications by either:
e Application Number (Reference Number)
e Application Type (Create New, Amend, Expand, Compress, Duplicate, Transfer and Delete)

The steps to Search applications are:

21 PLMS Home
2.2 Search Applications

DEPARTMENT OF HEALTH 12 V0.2
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2.1 PLMS Home 24 22

You can access the search function from the PLMS Home.

s—————
#%  Prostheses STEP 1 — Click|EEltaalon the right hand side of the screen.
Aastralian anrm List Management System

|

Click hero to create. deleto Click hera o managa user p Click hera to search for
o# Create vansfer amend expand B Manage Users NSRRI sppilcations
Application

comprass o duphicate a

listing.

NOTIFICATIONS

Reforence Number  Type Status Last Modified Actions Date Description
NOO0O10 NEW Draft 120772017 17.22. HEALTH {1 g 31072017 Your Access Roles have changed
RO0000S DUPLICATE Submitted 14062017 16:14 3 Lt
- 31072017 has registaced for the
0000004 DELETE Yiew Status Detalls 140672017 1612 rg
. 0743 Prostheses List Management Sy stem
03HV-ORF5 AMEND Application 240052017 09 11, HEALTH B
120772017 Applieation (NODDD10) haz bean craated
Secamel. w2
Pending ARTG
andior MBS 16062017 Data Portal - Interactive_Report_Viewer1
00TSXMLG AMEND Apglic ation 23052017 1447, HEALTH B 104 DP has registared for the System
Recommended 16062017 Data Portal -
NOG0004 NEW Submitted 19082017 1633 Bz ol eI Fisgori Dwvelopert. DF e

ragistared for the System

Jaeu-coLy DUPLICATE Draft 16032017 10.52. HEALTH BZ \0GNTT | Appication Staws of PEEK nerbody
DSUR-4K1G NEW Cancelied 16/03/2017 10:39, HEALTH BZ 1614 system - Cervical (ROD0005) hes been
GSFE-NKRW NEW Oralt 16022017 09.51, HEALTH Bz updated to SUBMITTED
AXDQOKEN DELETE QU0X2017 1111, HEALTH Bz ::‘?ifzow Application (ROD0005) has been created
14062017 Appication Status of (D0DDD04) has been
Show All 16:12 updated to CANCELLED
14062017 Application (D0D00DS) has. been craated
1611
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2.2 Search Applications

Australian Government

Department of Health

Application Number

Application Type

No records found.

Showing 0 to 0 of 0 entries

Prostheses

List Management System

I8 Search Applications

~ Choose type ~

RESULTS
s & tions

Referance Number ¢ Product / System Name ¢ Type &

DEPARTMENT OF HEALTH

21 2.2
STEP 1 — Search for an application by:

e Typing in the Application Number (Reference Number) in
the space provided.

OR

e Selecting an Application Type from the drop down menu.

STEP 2 — Click EEEEIfe4. A list of search results will appear based
on your search criteria.

GENERAL
Select the B icon to view the Application Summary for an
application.

Select the “ icon to view or edit an application.
Click2%e91 to export your Results into an Excel spreadsheet.
Click to cancel your search.

You can filter your search results by clicking the headings under
Results.

You have the option to filter search results by:
o Reference Number
e Product/ System Name
o Type
e Last Modified Date
e Last modified By

14 V0.2
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3. Manage User Roles

Only the User Administrator for an organisation has the authority to manage User Roles.

The User Role(s) determines what a user can see and do in the PLMS.
There are four types of User Roles in the PLMS:

1. User Administrator
2. Reader

3. Author

4. Approver

Once a user has registered for the system, the User Administrator must assign them a User Role(s). Users will not be able to view or edit
applications unless they are assigned a User Role(s).

The steps to Manage User Roles are:

Manage User Roles

3.1 PLMS Home
3.2 List of Users
3.3 Prostheses Manage User Details Page

DEPARTMENT OF HEALTH 1 5 V0.2



PROSTHESES LIST MANAGEMENT SYSTEM — USER GUIDE

3. Manage User Roles

There are four types of User Roles in the PLMS:

User Administrator
Reader

Author

Approver

AOWON -

Overview of User Roles

USER ROLE User Administrator Author Reader

Manage User Roles ‘/

Submit applications

Create new applications

Edit applications

Cancel applications

View contents of applications

View PLMS Home

DN NI N N N NN
ANIANEANENE YA
AN

Apply application specific access rights

Note: A user can have more than one User Role assigned to their profile, e.g. a user can be both a User Administrator and a Reader.

For more information on User Roles, view the Quick Reference Guide: PLMS User Roles.

DEPARTMENT OF HEALTH 16 V0.2
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PROSTHESES LIST MANAGEMENT SYSTEM — USER GUIDE 3. Manage User Roles
3.1 PLMS Home 3 52 25

User Administrators can access the Manage Users function from the PLMS Home.

Only the User Administrator for an organisation has the authority to manage User Roles. If you do not have a User Administrator role, this
function will be unavailable to you.

" _— STEP1 — Clickl[YENEr MV on the top middle of the screen.
A..f%m L\str 8a§agemee§§y§tem Only User Administrators for an organisation will be able to access

Dttt the Manage Users function.

| k Home Q

Click hero ta create. deleto Click here to manage user = Click hera to search for

¢ creoe 1 Vonoge users R .

Application  [FETISFISIN
listing.

REGENT APPLICATIONS

Reforance Number  Type Status Last Modified Actions Dote Dosciiption
NOOOO10 NEW Draft 120772017 17 22 HEALTH B 3012017 Your Access Rokes have changed
RO000S DUPLICATE Submitted 14062017 1614 B 7
= 3012017 has registared fer the
DOD0004 DELETE View Statys Detadls  1406/2017 1612 B
0743 Prostheses List Management System

03HV-ORFS5 AMEND Applic ation 240572017 09 11, HEALTH | Yrg 2012017 Apphcai NODDD10) has saataid

Recommended L L tion (| ) been ¢

Pending ARTG b i

andlor MBS 16062017 Dota Portal - Interactive_Report_Viewer!
P 5
00TSXMLG AMEND Apglic ation 23052017 1447, HEALTH B 104 DP has registared for the System
Recommended 16062017 Data Portal -
~ = 1040 interactive_Rapon_Developar] DP has
NGO04 NEW Submitied 19052017 1533 B
s ragistored for the System
J4cu-GaLy DUPLICATE Draft 16032017 10.52. HEALTH B R e e e s
DSUR-4KIG NEW Cancelled 1602017 1039, HEALTH Bz 1614 system - Cervical (ROD0005) hes been
GSFO-NKRW NEW oraft V602017 09,51, HEALTH . updated to SUBMITTED
AXOQ-KEN DELETE View Stalus Detsls 01032017 11.11, HEALTH Bz ::‘??f}ﬁw? Application (ROD0005) has been created
140672017 Appication Status of (DODDDO4) has been
Show All 16:12 updatad to CANCELLED
14062017 Appication (DODDI04) has been created
1611
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3.2 List of Users

A screen showing a List of Users for your organisation will be shown.

##%  Prostheses

Australian Government List Management System
Department of Health

K List of Users (2]
USER LIST

3.1 3.2 33

STEP 1 - Click the Last Name on the user profile you would like to
view.

You can filter users by clicking the headings under User List.
You have the option to filter by:

e [ast Name

e First Name

e Email Address

e Role(s)

o Status

DEPARTMENT OF HEALTH

18 V0.2
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3. Manage User Roles

3.3 Prostheses Manage User Details Page

31 32 3.3

A User Administrator can manage User Roles and User Status information from this page.

##%  Prostheses

Australian Ganrament List Management Systemn
Department of Heakth

EProstheses Manage User Details Page 2]

Name: Employee

ontact Information

* Mandotory Fskds

Contact Number 1 Office v (02) 00000000
Contact Humber 2 Mobde v (02) coocooom
Email * emali@health govau

Role(s)

Reader
v Author
o Bpprover
«  User Administrator (pkease contact Dept. of Health Lo assign/revoke this role)

Deny the user access to applcations uniess they are the contact or are granted access

User Status

Last Login: 31Rui2017 081704 User has iost AUSkey of forgotten

AUSkey password

Link New AUSkey

Active
Status:

Reason.

Save Cancel

DEPARTMENT OF HEALTH

CONTACT INFORMATION
Contact information is prefilled by the user.

The User Administrator will not be able to change Contact
Information.

ROLE(S)

Tick the boxes relating to the User Role(s) or access permissions
you want to assign to the user.

Click to save any changes on the page.

You can assign more than one User Role to a user.

The Department of Health grants the User Administrator role to the
first registered user in an organisation. User Administrators cannot
assign additional User Administrator roles in the system.

If your organisation would like to change the User Administrator
role to another person or assign the role to additional users,
contact the Department of Health at prostheses@health.gov.au

USER STATUS

Use the User Status drop down menu to manage user access to
the PLMS portal (e.g. Active, Revoked).

If you have revoked user access to the PLMS, please choose a
Reason in the drop down menu.

Click to save any changes on the page.
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