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Important Information

Forms Administration has been engaged by The Department of Health to Administer this portal on their behalf.
This document has been created by Forms Administration to assist Approved Providers of Aged Care trouble-
shoot issues surrounding access to the Department’s online form portal.

Any changes made to the Forms Administration Portal will in no way affect any other Government
Authentication site or Agency. If you wish to have access to MyAgedCare or Medicare, etc you will need to
register your AUSkey directly with that Agency.

If you have any questions about access to the Forms Administration’s portal, please contact the Forms
Administration Helpdesk.
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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 the

prompts.

A

., Australian Government
* Ausiralian Business Register

For Business, Super funds & Charities

For Tax professionals

For Government agencies

AUskey explained

« AUSkey

Registering for AUSkey

Verify your eligibility for an
AUSkey

What type of AUSksy is
right for you

Register for an AUSkey

Register someone else for
an AUSkey

Where you can use

AUSkey

Registering for AUSkey
Information about registering for an AUSkey.

Before you start, make sure your system is compatible.

Choosing the right type of AUSkey is important as they have different privileges and are
used to access different government enline services.

Register for an AUSkey

Complete the online registration for AUSkey

Register someone else for an AUSkey

With an Administrator AUSkey you can nominate other users to act on behalf of your
business.

Last modified: 06 Mar 2015 Qc 378

Registering for AUSkey | Sefting up your AUSkey Managing AUSkeys

Help and support

Australian Busi eqister

AUSkey explained

<« AUSkey

Registering for AUSkey

Verify your eligibility for an
AUSkey

What type of AUSkey is
right for you

Where you can use

Register for an AUSkey

Register someone else for
an AUSkey

AUSkey

L

Register for an AUSkey
Register for an Administrator AUSkey

Eligible associales of an Australian business number (ABN) can use the online registration
to obtain an Administrator AUSkey.

If you are not an eligible associate, an Administrator AUSkey user will need to register you.

For the online registration you will need

the ABN of the business you want the AUSkey to be linked to

your full legal name

your date of birth

your personal tax file number (TFN) — Providing your personal TFN is not mandatory,
but will speed up the registration process. If you don't provide your TFN you will need
to call 1300 AUSkey (1300 287 538) and provide extra details so we can confirm your
identity and complete the registration.

an email address that only you have access to.

Once you submit your application your activation code and reference number will appear
on the screen.

You should print or save this page as you will need the activation code to activate your
AUSkey and the reference number if you contact us about your registration

An email with instructions on how to sef up your AUSkey will be sent to you.

Registering for AUSkey ~ Setting up your AUSkey Managing AUSkeys

Help and support
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Register for a Standard AUSkey
You can register online for a Standard AUSkey or ask an Administrator AUSkey user to
register you.

For the online registration you will need:

an Administrator AUSkey user's email address
your full legal name

an email address that only you have access to.

Once you submit your application your activation code and reference number will appear
on the screen.

You should print or save this page as you will need the activation code to activate your
AlUSkey and the reference number If you contact us about your registration.

To complete the registration, an email will be sent to your Administrator asking them to
approve your request. If approved, you will receive an email with further instructions on
how to set up your AUSkey.

Before you register for an AUSkey, please ensure your ABN details are up-to-date by
calling 139 ABN (139 226).

Register for an AUSkey

If you are a small business

The AUSkey Registration Guide™ provides step-by-step instructions on how to register for
and install an AUSkey authentication credential.

Last modified: 13 Feb 2018 QC 270

You can choose either an Administrator or Standard AUSkey. Both versions will give the same level of access
on the Forms Administration portal, once you have completed and returned the “Request for Access” form.
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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. The latest version of Java requires

additional security levels and you will need to make some changes to the configuration of Java in order for
your AUSkey to work correctly.

& For Business, Super funds & Charities For Tax professionals For Government agencies
AUskey explained Where you can use Registering for AUSkey  Setting up your AUSkey Managing AUSkeys Help and support
AUSkey
« AUSkey
Help and support AUSkey Technical Helpdesk
» Registering for AUSkey There has been an update to the AUSkey extension. If you are using Mozilla Firefox or
troubleshooting Chrome, you will need to download the latest version of the AUSKey extension to

continue using the AUSKey services.

Setting up AUSkey

troubleshooting To download the extensions:
b Managing AUSkey AUSkey —Chrome/Firefox users
troubleshooting
Mac users
AUSkey Technical
Helpdesk If you are experiencing a problem with your AUSkey the AUSkey Technical Helpdesk

provides general troubleshooting, answers to common error messages. live chat or you
can request a call back.

AlSkey Terms and
Conditions

AUSkey Technical Helpdesk™

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
helpdesk staff will endeavour to get you logged into the portal.

Please include a “Screen Shot” of the error message in your email to Forms Administration.
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Using Internet Explorer

Is your Java up to date?

AUSkey requires you to have the most current version of Java in order to run the authentication. It will ask you
to install an upgrade if your computer does not have the latest version running. You can check your version of
Java anytime by visiting the Java Website at: www.java.com/en

|&] java.com: Java + You X +
<« C 1t @& OracleCorporation [US] | https://www.java.com/en/ + H

5 Apps »

Download  Help

JAVA+YOU,
DOWNLOAD
TODAY!

Free Java Download

» Whatis Java? » Dol have Java? » MNeed Help? » Uninstall

P i & g
@ ) - ned Getitnow
Ly ¥ 4 for FREE!
PA e ] ’
Greenfoot 5 - il T

go.java Java + Alice Java + Java p Oracle Acad Java
Conference

About Java

Seleci Language | About Java | Supporl | Developers | Feedback ORACLE
Privacy | Cookie Preferences | Terms of Use | Trademarks | Disclai

About Java -

Version & Upd

Copyright (€}

=5, All rig hts reserved.,

For more information about Java technology and to explore grest Java
applications, visit hitpa{fwiveve java.com

oRACLE

Version 8 Update 201 requires some additional security, and you will need to make some adjustments to the
default settings once you have upgraded. If you are having problems getting your AUSkey to work, you may
need to check the following:

Windows Button — find “Configure Java”. Select the “Security” tab and ensure the following websites are listed
on your “Exception Site List”. If not, then add them by selecting “Edit Site List”, then “Add”. This will ensure
that your AUSkey authenticates with both Forms Administration and the AUSkey Manager sites.
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About Java

Check For Updates

Configure Java

» Lexmark Printer Home

General Update Jaya Seawrity {Advanced

Enable Java content owser and Web Start applications

Security level for applications not on the Exception Site list
() Very High

Only Java applications identified by a certificate from a trusted autherity are allowed to run,
and only if the certificate can be verified as not rewvoked.

(@) High

Java applications identified by a certificate from a trusted authority are allowed to run, even if
the revocation status of the certificate cannot be verified.

Exception Site List

Applications launched from the sites listed below will be allowed to run after the appropriate securi
prompts.

~
ht‘h:s:f;’bend'l.ﬁ)rmsadministratun .com.au/dss.nsf/DSSLogin. xsp
https: /fhealth. formsadministration.com. au

Restore Security Prompts Manage Certificates...

|£2| Exception Site List

Applications launched from the sites listed below will be allowed to run after the appropriate security
prompts.

Location

https: /abr.gov. au/AUskey/

https: {/bench. formsadministration.com. au/dss.nsf/DSSLogin. xsp

https://health. formsadministration.com.au

/

fi FILE and HTTP protocols are considered a security risk.
We recommend using HTTPS sites where available.
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Firefox Browser Extension

Ensure that you have enabled the AUSkey extension software (auskeyinstaller.exe) that you downloaded from
the AUSkey site (www.auskey.abr.gov.au).

Add-ons Man
— o & Signinto Syme
¢ @ L aboutiaddons
D Content Blocking Standard

Find more extensions = Search add noz 1 £ Mew Window [N

O New Private Window Ctrie &
B Restore Previous Session

% ;
> Getadd-ons Manage your extensions R

“. Extensions .o

S
[} Adobe Acrobat Options  Disable

Comvert current web page tc an Adobe PDF file
¢ Themes ol

v Add-ons
Plugin:
il Plugins AUSkey 'ﬁl Optiors
This extension enables you to use AlfSkey within the Browses & Customize...

Open File..
Save Page As..
Mchfee® WebAdvisor i
Mcafee® Webdvisar & Pt

Q Find in This Page

%% Firetox Options Mare »

@ Add-ons Support @ Hep

Chrome Browser Extension

Ensure that you have enabled the AUSkey extension software (auskeyinstaller.exe) that you downloaded from
the AUSkey site (www.auskey.abr.gov.au).

G Google % 4 Evtensions x  +

C {1 ® Cwome | chrome/femensions/Tidsjmegnahbalhkegdidahofaiobbeat &

= Extensions

Settings

Feople

Appestance Description

P %

Search engine

Dofault brawser

a

) onstartup
Advanced -

About Cheema

Permissions

Aliow this extension 10 resd and change all your data on wabsites that you
visit On af sites -
Find out more sbout ite acce

ABow in incognita

T

Wiews in Chicemse Web Store

Source

Added by a thied part

Aemove sxtension .
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AUSKkey Technical Help Desk website

AUSkey has a website that has online chat available, or a multitude of fixes for AUSkey problems. Please use
their website if you continue to experience problems with your AUSkey. www.technicalhelpdesk.com.au

Please note, this site is continually being updated, so it is possible you will be able to find a fix for your

problem.
& Home ® + = O *x
& C Y & https//www.technicalhelpdesk.com.au/s/ v B - &
i Apps »

Search the Knowledge Base

Home Topics ~

Technical Help Desk

Find the answers to your questions here

Technical Help Desk updates: o ..

Using Chrome or Firefox for AUSkey:

If you are unable to access the ATO portals, or, your AUSkey isn't appearing in the drop down list, when Trending Articles

using Chrome or Firefox, then ensure the AUSkey browser extension is enabled inside your browser. Click

HERE for more details General Installation Guide for AUSkey Software
and Browser extension

Using Safari 12 for AUSkey :

The latest release of Safari (version 12) does not support AUSkey. Use Google Chrome or Mozilla Firefox Software Download Required (With Extension)/
after installing the browser extension. You can update your browser extension for MAC by clicking HERE. Only showing myGov(beta)

Software Download Required (With Java) / Only
showing myGov(beta)

AUSKey Registration Guide for small businesses has been updated. This guide includes details on how to

register for and install an AUSkey authentication credential for small businesses.

Unable to view your Auskey? Please check the following article information: Application Blocked by Security Setiings
* For Chrome / Firefox refer to Software Download Required(with Extension)
* For Internet Explorer / Safari refer to Software Download Required(with Java) General AUSkey Information
* For Auskey on a USB refer to Software Download Required for USB Auskey

Current Issues Under Investigation

17 September 2018

The issue Application blocked by security settings, when using Auskey, has been resolved

You can also use an Auskey with Google Chrome or Mozilla Firefox by updating your browser extension.
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.. Australian Government
I Australian Business Register

@ For Business, Super funds & Charities For Tax professionals For Government agencies
Contact AUSkey
Contact us
Visit our help and support for information on how to register for, install or use your AUSkey.
Contact the ABR If you haven't found what you were looking for on our website you can contact us on 1300
AUSKEY (1300 287 539):
Contact AUSkey

= (Option 1) Business: 8:00am—-6:00pm weekdays
Contact us if you are a

government agency = (Option 2) Technical: 7:00am to midnight weekdays; 10:00am—4:00pm Saturdays
Complaints, objections and 44, Ifyou contact us you may be asked for some details to prove your identity.
appeals

; If you are calling with an IT problem from overseas, phone us on +61 2 6216 2982 This
Lodge a form by mail

number is available from 7:00am to midnight weekdays and 10:00am—4:00pm Saturdays,
Manage ABN Connecticns except Australian national public holidays. You can also email us at

technical help@ato.gov.au

If you are calling with general AUSkey and ABR enquires or registration from overseas,
phone us on +61 2 6216 1111. This number is available from 8:00am-5:00pm weekdays,
except Australian national public holidays.

Note: All times on this page use Australian Eastern Standard Time (AEST).

Issue - Login page - Can see the myGov option, but can't see your
AUSkey details

To use vour myGov username and password to login, you will need to connect the ABN to
your myGov® account.

If you need to use an AUSkey and cannot see your AUSkey details on the login screen,
follow the general troubleshooting steps below.

General troubleshooting

To get AUSkey working on your computer, follow these steps:

1. Check your operating system and intemet browser are compatible with AUSkey.

2. Check you are using the latest software for AUSKey.

AlSkey compatibility

AUSkey has been tested against operating systems and browsers.

Download software for AUSkey

Download the right version of the AUSkey software for vour computer or USB stick.




AUSkey — Quick Start Guide 10| Page

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/

« AUSkey
Help and support AUSkey compatibility
Registering for AUSkey We've tested AUSkey against a range of common operating systems and browsers to see
troubleshooting which ones work best. Although previous versions of browsers may work, it is

recommended that you use the most recent version.
Setting up AUSkey

troubleshooting Below you'll find information about which systems and browsers are compatible with

AUSkey.
AUSkey compatibility

You need administrator rights on your computer to install software. If you are on a network
Download software for

AUSkey ask your IT department to assist with the installation.

Note: Microsoft Edge browsers, Chrome Operating System, and most Android and Apple

Managing AUSkey mobile devices are not compatible with AUSkey.

troubleshooting

AUSkey Technical Windows

Helpdesk AlSkey is compatible with the following browser versions:
ereyjleau=and Firefox — current and previous version with a browser extension
Conditions

Chrome — current and previous version with a browser extension

Internet Explorer (IE) — works with the below operating systems with Java software;

— Vista and 2008 server: IE versions 8, 9 and 10
— Windows 7: |E versions 2, 10 and 11
— Windows & and 10: IE version 11 only.

Internet Explorer 11 is currently experiencing issues with the latest version of Java for
some users. The issue is being investigated. In the meantime use an alternative browser
such as Chrome and Firefox with the relevant browser extension.
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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.

ﬁ - - [ @ - Pagev Safety*i'rocﬂ;v ﬁlv

[& Fix connection problems...
B Reopen last browsing session
£ Pop-up Blocker L

View downloads Ctrl+)

Manage add-ons

Compatibility View settingD
ullscreen F11

Toolbars 4

Explorer bars L4

< F12 Developer Tools
Suggested Sites

OneMote Linked Motes

Mchfee WebAdvisor

Create Mobile Favorite...

Send to OneMote

Blog This in Windows Live Writer

Internet options

Compatibility View Settings ==

Wﬁ Change Compatibility View Settings

Add this website:

Add

Websites you've added to Compatibility View:

aby Remove
( business.gov.au }

Display intranet sites in Compatibility View
[ use Microsoft compatibility lists
Learn more by reading the Internet Explorer privacy statement

Close

Firefox and Chrome - see downloading the browser extension software above.
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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

¢ Australian Government
¥ Australian Business Register

L) For Business, Super funds & Charities For Tax professionals For Government agencies

AUSKey explained Whereyoucanuse  Registering for AUSkey  Sefting up your AUSkey  Managing AUSkeys Help and support

AUSkey AUSkey Manager

AUSKey is a secure login that identifies you when you use participating government online services on behalf of a business.

AlSkey Manager allows you to
& What are you looking for update your AUSkey detalls,
change your password, cancel
our AUSkey and more.

Will there be times when the site is down for | want to activate my AUSkey
maintenance?
Download the AUSkey software
How do | keep my AUSkey secure?
What online services can | use with an Forgot your password?
What if an employee with an AUSkey leaves? AUSKey?
AUSkey securnty improvements go Use Internet Explorer 11 to run
live AUSkey on Windows 10

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 (1300 287 539) 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.

;, Australian Government \ 4 ' AUSkey Manager
* Australisn Business Register ' } :I-r"'lr
Accessibility 4 A O = Home  Contactus  Help  Logout

u‘, J\Uﬁkr‘\' You are here: My Details
Wy sutain

Crange Desswcd =

Gt wsasonal ALy My Details

Cancal my ALSaey

bl Undate detas >

AUtany wheew
Business details

ABN: 000 000 D00 00

Entity name:  Company Name here

Personal details

Name: Your Name here
Email: Your Emall here
Privilege: Standard

Devices (as custodian)

i are rot & cusingan of sny Sevoes

Requesting Access to Forms Administration portal

Once you have an AUSkey, it will need to be registered 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 advise when requesting access, the specific form (ie. Aged
Care Financial Report (ACFR) / Higher Accommodation Supplement (HAS) or General).

Request for Access — Online Forms (name of form)

| would like to request access to the Forms Administration Online System using my AUSkey. | have approval from
my organisation to access data related to my service data as | am a Key Personnel or have been authorised by a
Key Personnel (ie Director/Board Member/CEO/CFO/etc) to do so.

My name as it appears 0N MY AUSKEY IS: ....ieiiiiiiiiieeii it e eeeee e e e eeee e e e st e e e s sntraeeesssnseeeeesaennneeeaenan
My position is: .......coviiiiiiii

My ABN as it appears on my AUSKEY iS: .....cccouieriiiiriiiieeiiee e

My NAPS Id is: ..o

My Contact Numberis: ...

My Contact Emailis: .....................

Name of authorising Key Personnelis: ................cccooiiin.

Position of authorising Key Personnel is: ............cociiiiiiiiiiiiiiiinn.

Email of authorising Key Personnel is: ............cccooiiiiiiiinnnnn.

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

Please note: If you wish to access the ACFR portal, you must specifically request access to this form, otherwise
you will only be granted General access.
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Log in via AUSkey— Forms Administration online forms portal.

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

- 0 ®
W hitps/ health farmsadministration.com.au dssnsf home s - @S| Search. o~

& heshh formsadministration... » || | B
File Edit View Favortes Tools lep x @Convert = EESelect
- 7

~

Home Onlina Forms Login Help FAQs Contacts Your name will appear here
when you are logged on
T r
To Log In - click here or here

Welcome

e 1o e Foerns Administration Portal. B you are a current For

Administration user (Le, # you huve previously parlics cial Heport through this online portal

by login by dlicking

bumtan in the top right-hand comer of this page. Otherwise, if you are a new user, you will need 10 registar yous#l5key with Forms Adm jon. Downdoad the ALSkey QuickStal or further

asslstance

Australian Government Authentication Service
T :
// \ Login
,&& \‘ Forms Administration Pty Ltd
You have been fo the A Senvice.

This sernvice requires thal you igentity yoursel! using your Cragential
The information on your Credential will be relumed to the Agency with which you are doing business.

Please select your Credential and enler your password, nter Ir
Please login for the ACFR by clicking on the blue button below.

n
D@JI’_@
» AUSkey is required for use with the ACFR form as
requested by the Department of Health. Salw(:sr?ledCt Yo"ér nan&e from Password:
= Only users who solely access the Higher Accommodation t e rOD' OWnN DOX__= -

Supplement should use a standard username and
password.

CONTINUEW ] CANCEL X

ACFR AUskey G HAS Login Accessibility ot Disclaser Secunity and Privacy Glossary

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.




AUSkey — Quick Start Guide 15| Page

If you continue to experience difficulty in accessing the site, please contact Forms Administration.

Taking a Screen Shot

Depending on your keyboard, you should see a button similar to the picture below. In this instance you need
to hold the Shift Key and the Print Screen Key (Prt Sc) simultaneously to “copy” the image, you then need to
open a blank word document and paste the image by holding the “Ctrl and V”(short-cut keys to paste).

There are many different types of keyboards, so you will need to look at yours to determine where your print
screen key is located and which keys you need to press in order to take a copy of your screen. You could have
your Print Screen as a different colour on your keyboard, if this is the case, you should have a function key (Fn)
that is also the same colour that you would hold down simultaneously with the print screen instead of the Shift
key.

Forms Administration Help Desk: helpdesk@formsadministration.com.au
Phone: (02) 4403 0640




