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[bookmark: _Toc58225901][bookmark: _Hlk66712316][bookmark: _Toc85113458]RRHACS Data Repository Service Provider Access
[bookmark: _Toc58225902][bookmark: _Toc85113459]Introduction
The RRHACS Data Repository (commonly known as "the Repository") lets service providers load their data submissions directly and receive immediate feedback without the involvement of emails and other intermediaries (such as Funded Agency Channel).
This guide will show you the steps to gain access, how to upload your submission files, how to get submission logs, reports and also how to update your contact details (address, email etc.).
[bookmark: _Toc58225903][bookmark: _Toc85113460]Establishing Access
Access to the Repository is via the eBusiness portal of the Department of Health (DH). If you do not have access to the eBusiness portal you can establish a login by following the procedure outlined in the document embedded in the appendix of this document or by following the registration process as provided on the eBusiness portal "I want to register".
[image: ]


EBusiness receives all new registrations and will email your request to the ‘access approver’ from your organisation. This would normally be a senior staff member who is already registered in the eBusiness system. Once your organisation approves your application (done by a tick box and returned to the department via email) the designated approver from the department will approve your access.
During the registration process or after login if you have an existing login request, access the RRHACS Data Repository in the Application Catalogue.
[image: ]
Follow the steps shown (Next) to complete your application.
The Repository relies on your SAMS ID to establish which data collections and outlets you have access to.
You will only have access to data for your SAMS Agency or Agencies and any reporting entities (outlets) associated with that agency or agencies.

[bookmark: _Toc58225904][bookmark: _Toc85113461]First Login to the RRHACS Data Repository
Note Screen Elements Buttons Drop Downs Labels etc. are highlighted in red in the text, e.g. Import, Load etc.
Once you have established a login to eBusiness the Repository will recognise which organisation you belong to and hence the scope of data and information available to you.
To login to the application first log in to the eBusiness Portal and then Select your application.
[image: ]
Alternatively, you can create a shortcut directly to the application
Official Application (Production)
https://hns.dhs.vic.gov.au/RepositoryWeb/
 Your username and password for eBusiness will be verified before connecting.
Once connected you will see the opening screen below.

[image: ]
Select "Start RRHACS Repository" and the application will verify your status by the SAMS number of your organisation details. You will be given access to one or more Data Collections based on your organisation’s credentials.
[bookmark: _Toc58225905][bookmark: _Toc85113462]General Interface Features
Your opening page will be the Import page.
[image: ]
The dropdown box Collections in the top right will show you what collections are available to you and enable you to switch between them. The mode currently selected for the example is HACCMDS. If you want to submit data for Community Health MDS first select that collection CHMDS from the dropdown before proceeding.
[image: ]
The buttons at the top left Reports, Import (Current Screen), Log, Agencies and My Agencies provide access to other features that will be described further in sections below. The Help Button will download a copy of this document, About provides some software version information (may not show on all browsers) and Exit logs the current user out.
This page shown Import Submission Files is where you will submit your data reporting files.
[bookmark: _Toc58225906][bookmark: _Toc85113463]

Submitting Reporting Files
Submission Files are expected to have the correct structure (csv for HACC, xml for CHMDS). They are also expected to apply to an applicable collection period (e.g. 2020/4 for HACC or 2020212 for CHMDS representing the Q2 in 2020-21 financial year) either the current reporting period or one that has been made available for resubmissions
[image: ]
Note: The Validate, Load, Delete and Delete All Buttons are generally only used for dealing with failed submissions and will be dealt with below. For now, we will concentrate on submitting a file for a reporting period. If there are files visible on this page, then they have not yet been loaded.
[bookmark: _Toc58225907][bookmark: _Toc85113464]To Submit a File
[image: ]
Note: Files can be submitted to the Repository (uploaded) and processed (Loaded or just Validated). 
Validation only is usually reserved for testing or previewing the results of a newly created file if there is some doubt about the structure.  Agencies do not have access the UAT or testing version of the repository.  Please send your files for testing to info.cwhdata@health.vic.gov.au (for CHMDS) or haccmds@health.vic.gov.au (for HACCMDS).

[bookmark: _Toc58225908][bookmark: _Toc85113465]Step 1: Submit New Files - From Import Submission Files page (the page we are currently on), select the [image: ]Button.
[image: ]
This window will pop up. 
[bookmark: _Toc58225909][bookmark: _Toc85113466]Step 2: Select Files - Drag files to this window and drop them OR you can choose the browse button to navigate to the file location and select one or more files to upload.
[image: ]
Select Open from the browse window (if not dragging and dropping).
[image: ]
The files you selected or dragged will appear ready for submission. You have the option to Remove any you inadvertently selected files. 
For Community Health agencies, you will select files prefixed "CHMDS"
[bookmark: _Toc58225910][bookmark: _Toc85113467]Step 3: Upload Files- Select Upload to move the files into the Repository ready for the Load.
[image: ]
[bookmark: _Toc58225911]You may get an ‘Error: Unknown error’ message when you upload your files.  This could be caused by the traffic in the Repository being heavy, i.e., so many files are being uploaded at the same time causing some files not being able to get through.  There are two things you can do:  try to reload your files at different times; if this is unsuccessful after few tries, contact the relevant Helpdesk on info.cwhdata@health.vic.gov.au (CHMDS) or haccmds@health.vic.gov.au (HACCMDS) for assistance.
[bookmark: _Toc85113468]Step 4: Load and Process Files -Load the files by selecting the Load button. (Note: Validate only checks the files for errors it does not load the data. This may be useful when testing new software or data preparation processes. Load is the usual process).
Note: Depending upon how large your files are and other loads on the server it may take some time (several minutes) for your files to be processed. During this time, you may see the status "Pending" or "Processing". Wait until the files have completed and are no longer visible. 
[image: ]
Note: Files that have not been successful (i.e. "Bad Format" or "Wrong Collection Period" can be deleted using the Delete button
Any files that have “bad/invalid format” or “Wrong Collection Period” will not be validated and not have a submission log.
[bookmark: _Toc58225912]

[bookmark: _Toc85113469]

Step 5 Retrieve Submission Log
Once the file(s) has been processed you can retrieve the Log by selecting Log icon to see the result.
[image: ]
[image: ]
The log can be viewed by selecting the View Log icon in the grid on the right. If you have submitted files previously you will be familiar with these logs.  Logs default to a pdf format for convenience. Other formats (HTML, Excel, CSV) can be selected. When the log opens (in Adobe Acrobat or other PDF viewer you can select File Save AS to save it to your own computer.
Note: This list will grow over time so there are some filter parameters you can apply – Outlet ID, Outlet Name Between dates submitted. 
Alternatively, you can select Email Log and send it to yourself (or others) by checking the address and selecting Send
[image: ]
[bookmark: _Toc58225913][bookmark: _Toc85113470]Reports 
Once loaded the data can be reviewed by selecting one of the available reports.
Select the Reports icon.
[image: ]
A number of reports will be available to you. (Note the selection may change from time to time in the initial implementation phase).
Select a report from the dropdown under Feedback. Select the parameter on the right make certain you have selected the correct collection period (2020/3 in the screen above  as that was the collection period for the files uploaded). For a quick view of data select the HTML Report Format. For a more permanent version select PDF which can be downloaded or emailed.
[image: ]
Reports may take some time to render depending upon the amount of data involved (Generally less than a minute).
For CHMDS, the reports available to view and download are: CWH performance, CWH service totals by outlet and CWH across period reports.  Select a Report under Other, use the dropdown to select the quarter and click on View (steps shown below).
[image: ]
[bookmark: _Toc58225914][bookmark: _Toc85113471]My Agencies
Select this page to review the permissions you have, SAMS Agencies, Outlets and Data Collections. 
[image: ]
[bookmark: _Toc58225915][bookmark: _Toc85113472]Agencies and Reporting Outlets (Maintain Your Details)
You can update some of the details about your agency and outlets such as address and contact information.  The contact persons you provide are the recipient of alert messages and the submission log (in pdf) that is automatically sent from the Repository.
Select Agencies icon.
[image: ]
You can view and make some changes to outlet information.
To view your Outlet information if outlets are not visible select Show Outlets  then select Edit on the outlet Edit Icon itself.
[image: ]
Here you can update your Contact details and email addresses. The Email(s) field is the default email address used when sending submission logs and other message to agencies.
It is important that you keep your contact details up to date as the department will be using this contact information to correspond with the service providers.
The Addresses tab allows you to update the outlet address. The addresses are for information purposes only and are not used by the application for any purpose.
[image: ]
The Classifications tab contains information used for reporting purposes. This is maintained by departmental officers and is not editable.
[image: ]

[bookmark: _Toc58225916][bookmark: _Toc85113473]Appendix eBusiness
Guide for applying to eBusiness embedded below-double click to open.
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General conventions and typographical standards

Item

Convention

What to Use

Buttons, fields, menus,
options, selections and
user input.

Bold, capitalisation as required, e.g. Type
b in the Gen field and click OK.

Select Print from the File menu.

Manually apply

Commands Courier New 10 point bold, colour is dark | The Command
magenta, €.g. character style
# /sbin/init.d/openmail stop
and
Format c:

Emphasis Boldltalic, e.g. Do not drink the water. Manually apply

Filenames, volumes
and paths, script, code
etc.

Courier New 10 point (sometimes 9pt due

to space) blue, e.g.
c:\windows\system\

The most appropriate
of the six Ascii styles
(4 paragraph and 2
character styles)

Important information
- Notes and Caution

Notes commence with . and have a blue
line above and below.

AutoText entry Note

AutoText entry

Caution is the same except it commences | Caution

with @ and lines are red and double.
Keyboard keys Bold in square brackets, e.g. [Enter]. Manually apply
Messages or responses | Courier New 10 point and boxed, e.g. The Messages style

received from the
system

Do you really want to quit?

Reference - external

References to other documents are italic

AutoText entry

and commence with E‘, e.g. See the Reference
Notes Application Developer’s Guide.
Reference - internal Are italic and use two Word cross- Apply using Word

references, one to heading number and the
other to heading text.

Cross Reference
facility

Titles, window and
screen names, dialog
boxes, titles, icons etc.

Initial capitals, except where the title
needs to conform to the actual system
being documented.

Manually apply
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2. Introduction

2.1 Purpose and Scope

The purpose of this document is to show users how to register for and use the eBusiness
environment.

2.2 Audience

This document is for use by:

*  All registered users of the eBusiness environment including Organisation Authorities,
Application Administrators and eBusiness Administrators; and

* All potential users of the eBusiness environment.
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3. How to Register for Access to the
Department’s eBusiness Applications

This section describes how users will submit a request for registration to access eBusiness

application.

To access the eBusiness Login button follow these steps.

1. Open the browser on your PC (eg. Internet Explorer or Netscape Navigator)

2. Click on the address box and type in the following URL : www.dhhs.vic.gov.au and press

Enter.

The URL will take you to the Department of Health and Human Services Internet

Homepage.

3. You may wish to store this URL for future access. Please follow the instructions provided
by your browser.

Search

# OURSERVICES+ NEWS PUBLICATIONS ABOUTUS~ CAREERS

Aspiring for all Victorians to be
healthy, safe and able to lead a life
they value

The Department of Health and Human Services

delivers policics, programs and sarvices that
support and enhonce the health and wellbeing of all

Victorians.

A\ Healthalerts  3Apr201e  foisanous

News

ol

—— 4. Enter ‘eBusiness’ in the Search field and press Enter or click the Search icon

Factory fire in Campbelifield

Q .
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# OURSERVICES= NEWS PUBLICATIONS ABOUTUS~w CAREERS

bk _

Search results

2 results found

eBusiness Portal

.. eBusiness Portal The department has a number of .. These applications are being made available from the DHS

: 1T infy , O secure that _ for the conduct of the business of the Department. eBusiness
portal login Log in to the eBusiness portal . This

dhhsvic.gov.au/ebusiness-portal

5. Click on the eBusiness Portal search result

nsvicam:

ool Help

# OURSERVICES+ NEWS PUBLICATIONS ABOUTUS~ CAREERS

Home / Aboutus / Deing business withus /

eBusiness Portal

Brint &  Share o

The department has a number of computer-based applications that are, or will be in the future, available for use
over the Internet by management, staff and volunteers of funded ogencies.

These applications are being made available from the DHS *eBusiness* T infrastructure, a secure enviranment that allows
managed access to previ internal software appli The department’s computer syst provided for the conduct
of the business of the Department.

eBusiness portal login

»

P Logintothe eBusiness portal (7.

6. Click on the eBusiness Portal login link
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Alternatively, users from within the Department can access the eBusiness link from the
Intranet homepage as shown in the following screen captures.

£~ @ | oesma

nd Human

BTt A  Client & Sector Services WorkingatDHHS  IT &Office Equipment  Finance &Legal  AboutUs

Get Started

Y

Employee self service (ESS) ! Book a car People directory @
Workspace portal Visitor pass - 50 Lonsdale ? View org charts
Job opportunities Starting at DHHS

Q .

—— 1. Enter ‘eBusiness’ in the Search field and press Enter or click the Search icon

and Human ~

il Glient & Sector Services  WorkingatDHHS T & Office Equipment  Finance &Legal  AboutUs

Search results

eBusiness yel

Results for "eBusiness" (1-10 of about 27).

# il Portal

Use Engage DHHS, our internal engogement platform, to learn obout and get involved in initiatives and prejects that shape
our organisation

intronet dhhsvicgovol tol

— 2. Click on the eBusiness Portal search result
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[ sBusness P

Tooks_Help

and Human
Intranet L

Client & Sector Services  Working at DHHS [T & Office Equipment  Finance & Legal  AboutUs

Enter yc

Home / IT & Office £ nt / Compu s / Systems /

eBusiness Portal

Contaoct us
Doing business with the department through the eBusiness Portal - for
registered users.

eBusiness Administrator
ebiz@dhhsvic gov.au

About the system 1300799 470

The eBusiness Partal is one way for individuals and organisations to conduct
business with the department.

Other pages in Systems
Registered users will have access to o number of internet based applications that
will assist them to carry eut their service delivery functions and day to day dealings SAP new busingss evert sform
with the department.

Vehicle booking system registration

Registration also enables you: form
= to get up-to date information obout the department Fix client data form
= participate in online discussions, and CRIS/FERIS help desk form

- to get advance notice about fortheoming consultations and events. Help with CRIS and FERIS v

CRIS and FERIS sandbox
Who needs access HilP user guides

Registered users con access the department's computer systems, applieations,
databases or files for which they are authorised.

Resources in Systems
Guides +
How to get access
Systems +
You can use the eBusiness Portal to become a registered user (individual ar
organisation). Forms +
Contacts L

Access the system

v

Visit. s Portal o

Was this page useful? *

ETEEDS

3. Click on the eBusiness Portal login link
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From the DHHS eBusiness Login page select the I want to register link.

State Government of Victoria, Australia, Department of Human Services N
eBusiness Login Victorl

J i Login] Conditi of Use I Monitoring of Computer Services | Help ]

Username \:] > I want to register ‘
password L ] ‘
> ame

[ 1 have read, understood and agree to abide by the Conditions of Use and

Monitoring of Computer Services. > I forgot my password

For information relating to this page contact: DHS enquiry information
Authorised by: Director, Information Management and Technology, Corporate Services Division

Copyright | Disclaimer | Privacy Statement | Department of Health and Human Services Home | DHHS Search

This will open up the eBusiness New User Registration Request page. Click on the maximise
button to open the page in a full window.

How to complete the eBusiness
New User Registration Request

Register for eBusiness Portal application access

Selectappicaions | - Select appicaton Roles. | Addyourdetais | Done.

Select applications

#* denotes mandatory fields

Application catalogue Selected applications

Search the catsiogue

1. Select the application(s) you
wish to gain access to.

Department ofHealth & Haman Servicss ...
p Victorial

Register for eBusiness Portal application access

‘Seectapplcatons ‘Sekect appication oes | Add yourdetals | Done

Select application roles

Next buton.

2. Select the application role(s)
you wish to gain access to, note
<. ANy applications do not provide
role selection, in this case you will
not be presented with this screen
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Deparimont ofHealth & Human Services

Registration ty

Selected applic

e % ngi

Contact details

e

Firstname *
Preferred firstname % a
Middle name

Lastname. *

Preterred email *

Business hours phone %

(]

Mobile phone

Organization detalis

Find your organisation

SBa0ch Tor oA OIANISAIICN'S Nar 8l then Cioasa "Search. Help s Wi inding n organsskan

Seach  Cr

Ty alor e i e kTt of s el s o e il
ol resils s Dupartmnt of Health & Husnan Sarvices.

{Nots: 1 you are o sasch for

organisagen mame

Rowm oanszton % -

Reis duzenpean

Gentee & Cramaie Ot

3. Enter your personal details.
Note: All correspondence will be
sent via this email address.

4. Enter in the details of your
Organisation and your role in the
organisation.

Note: If a person works for more
than one organisation they should
only enter in the main organisation
details here.

5. Enter your private address
details.

Note: Only mandatory if no
organisation details were entered.

6. Enter your identity details and a
Personal Secret Question and
Answer.

Note: The Personal Secret question
and answer will be used to confirm
your identity if you forget your
password.

7. Before the request can be
processed you must confirm your
agreement with the Conditions of
Use by clicking on the Agree box,
and then clicking Register.

Once the eBusiness New User Registration Request is submitted, the user will see the

following page.

Department of Health & Human Services

Register for eBusiness Portal application access

Selectapplications | Select application Roles  Add your detalls | Done

Congratulations - your registration request has been sent
Your regisration detals are s follows:
Registration type organisation

Selected applications  Assist Training Version (Sandpit) (1.4.0.1)

‘You will receive an email with your login etails once your request has been processed (this typically takes 2 to 5 business days).

Copyright | Disclaimer | Privacy statement | Help
©2019 State Govemment of Victoria

The eBusiness New User Registration Request is then forwarded to your Organisation
Authority to validate the request and then to the Application Administrator for granting of

access to requested application(s).
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If an eBusiness New User Registration Request is rejected by the Organisation Authority at
the validation stage, the applicant will receive an email like the one below.
Dear Joe Citizen,

Your Organization Authority has denied your request for Registration
for the following reasons:

Our records indicate that you do not work for the Grampians CRU.

Please reply to this email if you would like to follow-up your
request. Include in your reply your name and contact details.

If an eBusiness New User Registration Request is rejected by the Application Administrator
at the granting of access stage, the applicant will receive an email like the one below.
Dear Joe Citizen,

The Application Owner for Accounts has denied your request for access
to the application.

Reject comment: Your role should not need access to this application.
Please reply to this email if you would like to follow-up your

request with the application owner. Include in your reply your name
and contact details.
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If an eBusiness New User Registration Request is approved, the applicant will receive an
email like the one below.

Dear Joe Citizen,

Access to Accounts has been approved for the user account of
joe.citizen.

If you have not used this account before, then a temporary password
has been generated based on the following personal details you have
supplied.

First initial of your given name
First initial of your family name
The year you were born

Your sex

For example, if your name is John Smith, you are a male and you were
born in 1960, then your password would be "js1960m".

You will be required to change the temporary password to a password
of your choice when you login.

To access the Department's eBusiness site, please click on the
following link

https://hns.dhs.vic.gov.au/EUSPortal/index. jsp
and enter your username and password.

If you require any further assistance please email
ebiz@dhhs.vic.gov.au or call on 1300 799 470.

Page 13

DHHS Confidential and Copyright Version: 5.0

eBusiness User Guide v5.0.docx Release Date: 24/06/2019






eBusiness User Portal User Guide

4. How to Access and Logon to
eBusiness Applications

This section describes how to access and logon to eBusiness applications. Only registered and
authorised users are able to use the Department’s eBusiness applications.

1. Open the browser on your PC (eg. Internet Explorer or Netscape Navigator)

2. Click on the address box and type in the following URL : www.dhhs.vic.gov.au and press
Enter

The URL will take you to the Department of Health and Human Services Internet
Homepage.

3. You may wish to store this URL for future access. Please follow the instructions provided
by your browser.

Search

#® OURSERVICESw NEWS PUBLICATIONS ABOUTUSw CAREERS

Aspiring for all Victorians to be
healthy, safe and able to lead a life
they value

The Department of Health and Human Services

delivers policies, progroms and services that
support and enhonce the health and wellbeing of all

Victorians.
Our strategy

A Heatthalerts  3aprzoe Poisanous mush i in Melbourme (7 ®

News
’ : J_ Fuctcry.firein Camf:bellfield
—— 4. Enter ‘eBusiness’ in the Search field and press Enter or click the Search icon Q.
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[ ——

v Favontor ook _Help

# OURSERVICES= NEWS PUBLICATIONS ABOUTUS~w CAREERS

bk _

Search results

2 results found

eBusiness Portal

.. eBusiness Portal The department has a number of .. These applications are being made available from the DHS
: 1T infy , O secure that _ for the conduct of the business of the Department. eBusiness
portal login Log in to the eBusiness portal . This

dhhsvic.gov.au/ebusiness-portal

5. Click on the eBusiness Portal search result

[ ——

v Favontor ook _Help

#® OURSERVICESw NEWS PUBLICATIONS ABOUTUSw CAREERS

Home / Aboutus | Doing business with us /

eBusiness Portal

Buot & share

The department has a number of computer-based applications that are, or will be in the future, available for use
over the Internet by management, staff and volunteers of funded ogencies.

These applications are being made available from the DHS *eBusiness* T infrastructure, a secure environment that allows
managed aceess to previously internal software appli The 's computer provided for the conduct
of the business of the Department.

eBusiness portal login

» .
P Logintothe eBusiness portal 7

—— 6. Click on the eBusiness Portal login link
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Alternatively, users from within the Department can access the eBusiness link from the
Intranet homepage as shown in the following screen captures.

£~ @ | oesma

nd Human

BTt A  Client & Sector Services WorkingatDHHS  IT &Office Equipment  Finance &Legal  AboutUs

Get Started

Enter your keywords yel

Employee self serviz= (ESS) !’ Bookacar Peopls directory 7
Workspace portal Visitor pass - 50 Lonsdale ? View org charts
Job opportunities Starting at DHHS

Q .

— 1. Enter ‘eBusiness’ in the Search field and press Enter or click the Search icon

and Human ~

il Glient & Sector Services  WorkingatDHHS T & Office Equipment  Finance &Legal  AboutUs

Search results

eBusiness yel

Results for "eBusiness" (1-10 of about 27).

# il Portal

Use Engage DHHS, our internal engogement platform, to learn obout and get involved in initiatives and prejects that shape
our organisation

intronet dhhsvicgovol tol

— 2. Click on the eBusiness Portal search result
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[ sBusness P

Tooks_Help

and Human
Intranet L

Client & Sector Services  Working at DHHS [T & Office Equipment  Finance & Legal  AboutUs

Enter yc

Home / IT & Office £ nt / Compu s / Systems /

eBusiness Portal

Contaoct us
Doing business with the department through the eBusiness Portal - for
registered users.

eBusiness Administrator
ebiz@dhhsvic gov.au
1300 799 470

About the system

The eBusiness Portal is one way for individuals and organisations to conduct
business with the department.

Other pages in Systems
Registered users will have access to @ number of internet based applications that

will assist them to carry out their service delivery functions and day to day dealings SAP new business event eform

with the department.
Vehicle Dﬂck\ng system registration
Registrotion also enables you form
= to get up-to date information about the department Fix client data form
- porticipate in anline discussions, and CRIS/FERIS help desk form

- to get advance notice about fortheoming consultations and events. Help with CRIS and FERIS v

CRIS and FERIS sandbox

HilP user guides
Who needs access ‘
Registered users can access the department's computer systems, applicotions,
databases or files for which they are authorised. Resources in Systems
Guides +
How to get access
Systems +
Yaou can use the eBusiness Portal to become a registered user (individual or
organisation). Forms +
Contacts L.

Access the system

v

Visit. s Portal o

Was this page useful? *

ETEEDS

3. Click on the eBusiness Portal login link
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The eBusiness login page appears. This page consists of the Departmental Banner at the top,
with tabs displaying the Department’s Conditions of Use statement and information on the
Monitoring of Computer Services. At the left of the page is the DHHS eBusiness Login
section.

e If you are a registered user, enter a valid username and password, select the
acknowledgement tick box (provided you agree with the statement) and click on the Login |
button.

* Pressing the Cancel button will take you back to the DHHS homepage.

State Government of Victoria, Australia, Department of Human Services

eBusiness Login

i Login | Conditions of Use | Monitoring of Computer Services | Help |

Username

g
Password
>/71 forgot my username
[ 1 have read, understoo 0 abide by the Conditions of Use and If t o
Monitoring of Computer Services. >N forgot my. passwol

| cancel B0
|

For information relating to this page contact: DHS enquiry information
Authorised by: Director, Information Management and Technology, Corporate Services Division

Copyright | Disclaimer | Privacy Statement | Department of Health and Human Services Home | DHHS Search

* If you have forgotten your username or password you can click on the I forgot my username |
or I forgot my password link respectively, which gives details on how to work out your
username and have your password reset.

» The Help tab contains information on the benefits of registration, the minimum
requirements needed to access eBusiness and other help topics.

Users logging in for the first time will be prompted to change their password. Refer to the
Change Password Section 0.

Note: Periods of inactivity of more than five minutes will cause the session to be timed out,
and re-authentication will be required.
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eBusiness User Service (EUS) Portal

Once your username and password has been verified by the system, the eBusiness Portal
appears. Various sections of the portal page are illustrated below.

Department Banner

eBusiness
Applications

Tabs Logout
Button

Home  Myprofile  Aduitionalapplication access  Ghange password  Help

Lo ot

In the My Applications portal,

Subme Feedback

users can only see applications that they are authorised to

access. The applications will appear as icons on the left hand side of the page. To run any
application(s), a user simply clicks the relevant application icon or hyper text.

Page 19

DHHS Confidential and Copyright

Version: 5.0

eBusiness User Guide v5.0.docx

Release Date: 24/06/2019






411

eBusiness User Portal User Guide

Tabs

As the name suggests the Tabs bar contains links to other pages in the eBusiness environment. By
default the eBusiness Home Tab is selected. Click on each tab to navigate through each selection.

Return to the main (default) page by clicking on the eBusiness Home Tab.

The available Tabs are:
¢ Home

* My profile

* Additional application access

* Change password

* Help

4111 My Profile

The My Profile tab contains all the details you have previously submitted to the eBusiness
environment. Use this tab to view and update your details.

Deparmment of heatn & tuman Sarvces

eBusiness Portal

Home  Myprofile  Agsitionslappiication 3ccess  Ohangepassword  Help

My profile
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Scrolling down displays additional details.

Posteoda
Gy pustially

Security detils

Piivacy commitment: Yout Dot of Bith & cabacted o szcilly purposes ety ant o et purposs.

Date of Binh{ddimmuyyyy) i =

P e fot sy s purpess

Gernder e Tamals -Mals

W The Secuity e - — o nct b anyotbar s
Jocuy geton * Eitndate of Ot ks

Securiy answar e

Usar Amiributes
Usernarme

o

Lust acess

User typa

Suppress amails Vo ¥ N

Save

Aty changes e st b sved beleee

o orgarisationsl ol o appieatin access. f nct e changes sl e lost

Usar organisational rolas

(]
0rg Role Bescription

Each of your organisational roles are displayed in summary form. To view the details, click
on the link and the details display.

eBusiness Portal

Home Myprofile  Agditional application access  Changs password  Help

User Organisation Role

i i Tra rsauest " by sonat auiorty boéars any chanqes occir.

User organisation role details
S e

Organisaton type
Rolatyps

Role gescription
Position phone.
Posiion fax

Poston seml] % naiseng hang@ehhs vis govau

[S—

{0l 2pply o e Dapartmset scaf
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You can edit existing organisational role information, or delete roles no longer current. You
can also submit information about new organisational roles by selecting the Add New Role
button, which displays the following page.

eparuost of Health & Human Services

eBusiness Portal Logout

Home  Myprofile  Additional application access  Change password  Help.

User organisation role details

The request must be valkdaled by the relevant crganisalional authary befors any changss oceur

Organisation ® o g |
Role type * _sopr

Rola description
Pasition phane
Position fax

Position email *

Employee rumber

Save | Cance

You are free to change profile details such as your email address or phone number. Where a
change involves identity (e.g. a name change) or role (e.g. a new or altered organisation role),
the change is not saved immediately, but is sent to your organisation authority for validation.
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4.1.1.2 Additional Application Requests

The Additional Application Request tab allows you to request access to additional eBusiness
applications.

Department of Health & Human Services.

eBusiness Portal

Home  Myprofile Additional application access  Change password  Help

Request additional application access
1:am applying for a secure appication

Select your organisation
Our records show that you are member of the fllowing organisaion

*TestKtenAutoOrg1

Select application

Select an application from the catalogue by highiighting its name and choose the ‘Apply’ button. To select multple applications, press the Cir button on the keyboard then click on each application. To deselect an application, hold down the Cir bution on the keyboard and
click on the application.

Application catalogue

AfterHours (1.0.0)
AfterHoursUAT (1.0.0)
Assist (1.4.0.1)

Assist Training Version (Sandpit) (1.4.0.1)
BPSWeb (2.0.0)

BSB Clarity (1.0.0)

Bushfire Register (1.0.0)
CCYP Intranet (1.0.0)

CHADX Reporting (1.0.0)
CHADX Reporting (UAT) (1.0.0)
CIMS Dev (1.0.0.0)

CIMS Dev Staging (1.0.0.0)
CIMS Prod Staging (1.0.0.0)
CIMS Production (1.0.0.0)
CIMS Test (1.0.0.0)

aeey]

All available applications will appear in the list, apart from applications you must be invited
to apply for, which require that you check the I am applying for a secure application check
box then type the name and password in the Secure Application fields.

If the application has application roles defined then you will be prompted to select the
application roles you are requesting as well.

Department of Health & Human Services

eBusiness Portal

Home  Myprofile  Additional application access  Change password  Help

Select application roles

Select appication ole(s) flom the catalogue by selecting the checkbox and choose the ‘Apply’ button

Application roles catalogue

Role Name Role Description
Am: -

At w AmsLimitedvie
AmsCenueseader Amscentrereacer

Previous | |Apply

[Aeely]

Copyrignt | Disclaimer | Privacy statement | Conditions of Use
©2019 State Government of Victoria

Requests to access additional applications are directed to the relevant application
administrators, who will grant or deny the request. On both cases you will be sent an email.
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41.1.3 Change Password

Selecting the Change Password tab takes the user to the change password page. Follow the
instructions contained in this page to change your password.

Registered users logging in for the first time are automatically prompted to change their
password.

State Gavernment of Victoria, Australia, Department of Human Services

eBusiness Portal

Search DHS

Home | My Profle | My Requests  Change Password | Help

(chonge password |-

Change Password

User; dick.austin

Passwords must have the following characteristics to be valid:

« Winimum password length of 8
« Minimum number of slphabetic characters contained in password is 2
« HMinimum number of non alphabetic characters cantained in password is 2

+ Magimum number of repeated characters is 2 + Input old password li
Example Result * Input new password li

password Mot alid: must contain at least two non alphabetic characters

o Confirm new password  —
pass12 Mot Valid: must contain at Isast 8 characters
passs12 Mot Valid: contains more than 2 repeated characters

123456 Mot Valid: must contain at least 2 alphabetic characters Change Password

password?e | valid

If you do not wish to proceed with changing your password, select the Home tab above, This will terminate
your change password process and return you to the main portal page.

See Appendix 2 for further details on password format rules.
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41.1.4 Help

As the name suggests, the help page consists of a number of answers to common problems
and/or frequently asked questions. It is intended as a quick reference guide for users.

Department of Health & Human Services

eBusiness Portal

Home My profile  Additional application access  Change password  Help

Help

Question 1: How do | change my password?
I you have not logged into eBusiness, click on the eBusiness login button o the top right-hand side of the homepage. Ener your username and password. Your private DHHS myPortal wil be displayed. Under the title of Department of Health & Human Services, find and click on
the button ‘Change password and follow the instructions displayed on the screen

Question 2: Can | change my user details lie my username and other personal etails?
es, these details can be changed

Please contact the eBusiness Support Service on 1300 799 470, for further assistance.

Question 3; How do | access the Conditions of Use?
‘When you are logged i 1o your private DHHS myPortal, select the conditions of use bution (under the Department of Health & Human Services lile).
1you have not 10gged Into eBUSINess, click on the eBUSINeSS login button 1o the homepage. The Conaltions of Use Screen Vil be GISpIayed. If you WiSh 10 register for access to the department's eBUSINEss applcations, piease select and click on the ‘Register Now' button,

Before completing a registration Youwil quired to read and accept the conditions of use.

Question 4: Wil my personal detais be kept private?
‘Yes. they will The department handles information in line with the Privacy and Data Protection Act 2014 (Vic) and the Health Records Act 2001 (Vic). Any personal informaiion you provide wilbe used only for the purpose intended and where the nfention includes confidentialty.
information wil b refained as such Unless othenwise fequired by lav.
Email adaresses you provide will only be used 1o respond o speciic user queries and will ot be added to any mailing lists, nor disclosed to any other party without the ser's knowiedge and consent and s infended, nless required by law.
For information on how the department manages privacy

« Visitthe DHHS webste

+ Call (03) 9506 8534 or (03) 9096 9987
+ Email the privacy unit

Question 5: How do | register or update my organisational details?
Organisational details can only be registered or updated by the B after a recognised tion Authority has validated detais.

Please contact your Organisation Authority o register your organisation.

'you do not have an Organisation Authority or do not know who your thorty i, the eBusiness Support 1300799 470,

Question 6: 110 longer need to access an eBusiness Application. What should | do?

Please contact the eBusiness Support Service on 1300 799 470.

The Help Categories provide a series of links to the relevant sections of the help system.

Feedback

The EUS Feedback portal allows you to send an email to the Department eBusiness administrator.

Links

The portal footer contains links to pages such as Copyright, Disclaimer, Privacy statement and

Conditions of use pages.
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Logout of eBusiness Portal

When concluding a session it is important to logout correctly. To do this simply click the
Logout button. It is located on the right of the page.

Department of Heakth & Human Services

eBusiness Portal

Home Myprofile  Additional application access  Ghange password  Help

[ prod siaging

Client incident Management System

(UAT - Azure)
lication (UAT - Azure)

AR Submi Fesatack
e wise Use Service - EUS ST Azure)
Enterprise User Service application (31T - Azure)

i (TestiTPerfSecAppt
T TestsiTRerSecApp Descriprion
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5. Forgotten Something?

eBusiness Support

The portal displays the phone number for eBusiness Support. However, the eBusiness User
Service provides a self help facility for the two most common user problems — forgotten
username and forgotten password.

Forgotten Password or Forgotten Username

If you are unable to login because you have forgotten your username or password, select the I
forgot my username or I forgot my password link on the eBusiness login page.

State Government of Victoria, Australia, Department of Human Services m
- E Po—
eBusiness Login Victoria

J i Login Co it of Use Monitoring of Computer Services Help \

Username > I want to register |
password L ] ‘
> I forgot my username |

[] 1 have read, understood and agree to abide by the Conditions of Use and

Monitoring of Computer Services. > Iforgot my password

For information relating to this page contact: DHS enquiry information
Authorised by: Director, Information Management and Technology, Corporate Services Division

Copyright | Disclaimer | Privacy Statement | Department of Health and Human Services Home | DHHS Search
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If you have forgotten your username, enter the mandatory requested data and then click
Request username. Provided you get all (or most) of the details right, you will get an email
telling you your username.

Poparteect of Hoalth

eBusiness application access

Request username

110U N fomaMan Your USBMAMe. pieass enter yoLr IENTRy GSTalls 80 We Can confim your identy. W Wil S2nd you 3N emial Eontaiing Your (Semams.
Note: Your usemame i usually i e format of Prelenad hrst name Last name - or xample Bob. STt

The # Indicates required informanon

Your datails

First name. o

Proterred trstrams a

Lastname ,,

S aaaress R

e ot piren | | = | eammy
Security datsils

Securtyquestion 4 ectyourqueston— v |Gl

Answar & o

Request usemame || Clear farm

If you have forgotten your password, enter the mandatory requested data and then click
Request password. Provided you get all (or most) of the details right, you will get an email
telling you password has been set.

Deparument of Health & Hu ces

eBusiness application access

Reset password request
11 you Rave forgotien your password, plezse enterjour securdy detalls 50 we Can conim your identy 3nd [hen ender a vew password

The ® indicates required iformation

Your detalls

User name * . pmsmil
Emai address *

Diats of birth * T aammiyyy)

Security detalls

securtty question *| ek

Answer * g

Enter new password
Shon me passwerd examples
Hew password

*

Canfirm new passward
*

Request passwors | Clear form
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Appendix 1: Username Format

For the e-Business environment, usernames are created/generated based on the following

standard:

Preferredname.Surname

If an attempt is made to create a username that already exists, a system algorithm will
determine an alternate username based on the following order:

Preferredname.Surname

Preferredname.Middlenameinitial Surname
Preferredname.Middlename.Surname

Givenname.Surname

Givenname.middlenameinitial. Surname
Givenname.middlename.Surname
Preferredname(or Givenname).SurnameSequenceNumber

Examples of how the forcing uniqueness algorithm would work:

User’s name:
Standard username:
Option 1:

Option 2:

Option 3:

Option 4:

Option 5:

Option 6:

Option 7:

Mr Richard (Dick) Peter Hendry
dick.hendry

dick.p.hendry

dick.peter.hendry

richard.hendry

richard.p.hendry
richard.peter.hendry
dick.hendry?2 or

richard.hendry2

Note that Application Service Provider (ASP) user names use a modified format.
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Appendix 2: Passwords
The following constraints are placed upon user passwords within the e-Business environment:
» Passwords must be kept private i.e., not shared, coded into programs, or written down.

* Passwords must be a minimum of 8 displayable characters (no common names or
phrases).

* Passwords must not contain special characters.

* Passwords must have a minimum of 2 alphabetic characters.

* Passwords must have a minimum of 2 non alphabetic characters.
e Passwords can only have a maximum of 2 repeated characters.

* Passwords must not contain elements of the allocated username.

Example Result

Password | Not Valid: must contain at least two non alphabetic character
Pass Not Valid: must contain at least 8 characters

passs1234 | Not Valid: contains more than 2 repeated characters
12345678 | Not Valid: must contain at least 2 alphabetic characters
Passwd78 | Valid

* The system forces users to change their passwords every 90 days. Repeated or reused
passwords are prevented.
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