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Getting	an	AUSkey (if you don’t already have one) 
 
Go to:  www.auskey.abr.gov.au and register for an AUSkey.  Select “Registering for AUSkey” and follow 
prompts. 
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You can either obtain an Administrator or Standard AUSkey. To access the Forms Administration portal, it 
makes no difference to your access.   
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AUSkey	Troubleshooting	
 
AUSkey have recently made changes to how your AUSkey works.  Depending on which internet browser you 
use, you may need to upload software upgrades to ensure your AUSkey continues to work.   
 
Firefox and Google Chrome require you to download a “Browser Extension”  
 
Internet Explorer needs you to have the most current version of Java. 
 

 
 
Not sure of which web browser you use?  You should be able to tell from the icons below.   
 

Internet Explorer  Google Chrome  Firefox 
 
 
If you are having trouble accessing Forms Administration with your AUSkey, you can test to see if it’s working 
correctly by logging into the AUSkey Manager (refer to detailed instructions within this guide if you need 
assistance).  If you are successful at logging into the AUSkey Manager, you will know that your AUSkey is 
working.   
 
Contact Forms Administration’s helpdesk by email:  helpdesk@formsadministration.com.au and one of our 
Help Desk staff will endeavour to get you logged into the portal. 
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Compatability	Settings	/	Browser	Extension	
 
Sometimes there are some settings that need to be switched on in order for your AUSkey to work.  You may be 
asked to check some of these settings if you are experiencing problems with your AUSkey.  
 
https://abr.gov.au/AUSkey/Help‐and‐support/Setting‐up‐AUSkey‐troubleshooting/AUSkey‐compatibility/ 
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Depending on the browser you normally use;  
 

Internet	Explorer – Compatibility View Settings are found under “Tools” on the menu bar, in order for 
AUSkey to work correctly, make sure that “business.gov.au” appears in the list.  Do not add Forms 
Administration website to these settings. 

        
 

Google	Chrome – Ensure that the browser extension is enabled.  Go to settings, and then select the 
extension tab.  You should see the AUSkey for Chrome listed and that the enabled button is ticked.  If you can’t 
see AUSkey listed, you will need to download the extension from the AUSkey website. 
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Firefox – Plugins and Add‐ons can be found by selecting the add‐ons icon then plugins and ensure that 
AUSkey Mozilla plugin is “always activated”. 
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AUSkey	Manager	
 
You can check to make sure your AUSkey is working correctly by logging into the AUSkey Manager on the 
Australian Business Register's website at:  www.auskey.abr.gov.au 
 

 
 
 
Just select your name from the drop down on the Credential Manager and enter your AUSkey password 
(remember, your AUSkey password cannot be reset.  If you have forgotten your AUSkey password, you will 
need to contact AUSkey direct on 1300 AUSkey and AUSkey software will need to be reinstalled). 
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If your AUSkey is working correctly, you should be able to see your details.   
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Requesting	Access	to	Forms	Administration	portal	
 
You need to register your AUSkey with Forms Administration.  In order to do this, you need to email the 
following Request for Access to:  health@formsadministration.com.au   
 
Depending on the type of access you require, please select from one of the following requests for access. 
 

 
Request for Access – Online Forms 
 
I would like to request access to the Forms Administration Online System  using my AUSkey. I have approval from 
my organisation to access data related to my service data as I am a Key Personnel or have been authorised by a 
Key Personnel to do so. 
 
My name as it appears on my AUSkey is: .............................................................................................. 
My ABN as it appears on my AUSkey is: ................................................. 
My NAPS Id is: ............................ 
My Contact Number is: ......................................................... (optional) 
Name and Position of authorising KP is:.............................................................................................................. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once access has been granted, you will receive confirmation via email.  Please be patient, it shouldn’t take 
long once you have been notified.   
   

 

Request for Access – Aged Care Benchmarking 
 
Forms Administration, I would like to request access to the Aged Care Benchmarking System using my 
AUSkey.  I have approval from my organisation to access this data as I am a Key Personnel or have 
been authorised by a Key Personnel to do so. 
 
My name as it appears on my AUSkey is: …………………………………… 
My ABN as it appears on my AUSkey is: ………………….. 
My NAPS ID is: …………… 
My contact number is: ………………………………. 
Name and Position of Authorising Key Personnel: ……………………………………………………… (if 
applicable). 
 

 All personnel granted access to the Benchmarking Website will have access to input financial data and to 
view the “Basic” and/or “Advanced Cost-Centre” reports for the organisation/service. 

 Should the Organisation/service wish to restrict access to the “Basic” and/or “Cost-Centre” data and reports, 
then a written request to remove login access for the nominated person must be submitted to Forms 
Administration Pty Ltd. 

 
 

Please note:  By completing the Aged Care Benchmarking Request for Access, you will also have access to 
the Online Forms portal. 
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Log	in	via	AUSkey – Forms Administration online forms portal. 

Click "Log‐in" and then "AUSkey Log in on the next screen.  When you see your name appear on the home 
screen beside "log‐in" click the "Online Forms" tab.  

 

 
 

        
 

Still	having	problems?	
 
If you have tested your AUSkey on the AUSkey Manager, requested access by completing and returning the 
"Request for Access" to Forms Administration, and you are not able to access the Online Forms Portal, please 
contact Forms Administration either by email health@formsadministration.com.au or phone (02) 4403 0640 
and we will help you get your AUSkey access working.  
 
It is important when you register your AUSkey details that you complete your name exactly as it appears on 
your AUSkey.  If you have a middle name registered with Forms Administration, but not on your AUSkey, your 
AUSkey will not work correctly.   
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If you continue to experience difficulty in accessing the site, please contact Forms Administration. 
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