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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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for an Information about registering for an AUSkey.

Before you start. make sure your system is compatible.

What type of AUSkey is

right for you

Werify your eligibility for an AUSkey
The first step in obtaining your AUSkey is to find out if you are eligible.

Register for an AlUSkey

What type of AUSkey is right for you

Register somecne else for

an AUSkey

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

Reqister 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.
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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

You can either obtain an Administrator or Standard AUSkey. To access the Forms Administration portal, it

makes no difference to your access.

Registering for AUSkey

Verify your eligibility for an
AUSkey

What type of AUSkey is
right for you

Register for an AUSkey

Register someone else for
an AUSkey

Register for an AUSkey

Register for an Administrator AUSkey

Eligible associates 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 AlUSkey 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 287 539) 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 set up your AUSkey will be sent to you.

Register for a Standard AUSkey

You can register online for a Standard AUSkey or ask an Administrator AUSkey user to
reqister 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.
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AUSKkey 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.

Gl For Business, Super funds & Charities For Tax professionals For Government agencies
AUSkey explained Where you can use Registering for AUSkey  Setting up your AUSkey IManaging AUSkeys Help and support
AUSkey
« AUSKkey
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.
b 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 troubleshaoting, answers to common error messages, live chat or you

b AUSkey Terms and
: can request a call back.

Conditions

AUSkey Technical Helpdesk™

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

L

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/

« AUSKkey

Help and support

Registering for AUSkey
troubleshooting

Setting up AUSkey
troubleshooting

AU Skey compatibility

Download software for
AUSkey

Managing AUSkey
troubleshooting

AUSkey Technical
Helpdesk

AUSkey Terms and
Conditions

AUSkey compatibility

We've tested AUSkey against a range of common operating systems and browsers 1o see
which cnes work best. Although previous versions of browsers may work, it is
recommended that you use the most recent version.

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

You need administrator rights on your computer to install software. If you are on a network
ask your IT department to assist with the installation.

Note: Microsoft Edge browsers, Chrome Operating System, and most Android and Apple
mobile devices are not compatible with AUSkey.

Windows

AUSKey is compatible with the following browser versions:

Firefox — current and previous version with a browser extension
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: |E versions 8, 9 and 10
— Windows 7: |E versions 9, 10 and 11
— Windows & and 10: IE version 11 anly.

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.

Mo v [ = v Pagev Safety ITooIs"b"

& Fix connection problems...

F_‘-l Recpen last browsing session ,

£ Pop-up Blocker »
View downloads Ctrl+]
Compatibility View Settings =5
Manage add-ons

Compatibility View settingD
Ul screen Fl1

@ Change Compatibility View Settings

Add this website:

Toolbars ' [ aad |
[
E}(p| orer bars Websites you've added to Compatibility View:

b Remove
<gr F12 D‘EVE|CI-pEF Tools ( business.gov.au )

Suggested Sites

OneMote Linked Motes
Mchfee WebAdvizor

Create Mobile Favorite...

Display intranet sites in Compatibility View

send to Onehote [T use Microsoft compatibility lists
Elog This in Windows Live Writer Learn more by reading the Internet Explorer privacy statement

Close

Internet cpticns

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.

Mew tab Ctrl+
MNew window

New incognito window  Ctrl+5Shift+MN

History b
Downloads Ctrl+J
Bookmarks 4

o Lol
Zoom - 1% o+ . - ~r
G Google X / J§ Extensions X

Print Ctrl+P < c O ‘G Chrome | chrome://extensions
Lirl+
Cast... Chrome Extensions Y —
. S
Find... Ctrl+F I
Maore tools 3 Se Adobe Acrobat  15.1.06 ] Enable &
. Convert current web page to an Adobe PDF file (Windows only) Installed by a third
. Details party
Edit Cut Copy Paste About
SEttiI"lgS %? AUSkey for Chrome ~ 2.03 [/ Enabled o
: Please download and run the AUSkey Installer first from https://abr.gov.au/software-
Help » auskey

Details

Exit Ctrl+5Shift+Q 7] Allow in incognito
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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”.

@ Mozilla Firefox Start Page %

& | © Fireton | Seorch or enter address || Q search e ¥ h O =@

mozilla

&8s & & o:‘@;

cut Copy paste ||
] 100% +
New Window  Mew Private Save Page
Window
4
Q Search = 0] o
Print History Full Screen
W B o o (&
IRL — because online fife is real ife
Find Options Add-ons,

%

Developer

€2 Signinto Sync

¥ & O A (&%) O -
v Restore Previous Session b -
Downloads  Bookmarks Histary Marketplace Add-ons Sync Opticns. @ P Customize (7] (G]

Q-_O Firefox | about:addons vc ‘ |_Q Search | * E 3 H# 9 ‘ =

I Search all add-ons a |

Check to see if your plugins are up to date

ABR_AUSkey Mozilla Plugin 1.4.0.1
ABR_AUSkey Plugin Mozilla Component  More | Always Activate v/ ‘

é Get Add-ons

- >
't R Adobe Acrobat 17.9.20044.25828
. Adobe PDF Plug-In For Firefox and Netscape17.9.20044  More | Always Activate ¥
?f.;# Appearance L
. Adobe Acrobat 11.0.20.17 |
-: Adobe PDF Plug-In For Firefox and Netscape 11020 More | Always Activate ~
Sarisivas ' . OpenHZBé-I Video C-odec provided by Cisco Systems, Inc. 1.5.3 , 7
Play back web video and use video chats. Mare Options ‘ ‘ Always Activate =
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AUSKkey 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

Accessibility

Australian Government
Australian Business Register

w 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

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

AUSkey Manager allows you to
0 update your AUSkey details,
change your password, cancel
your AUSkey and more.

Will there be times when the site is down for | want to activate my AUSkey

maintenance? o
Download the AUSkey software AUSkey Manager LW‘U

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 security 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 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 AUSkey Manager
Australian Business Register

Accessibility A ( Home Contact us Help Logout

" Youare here: My Details

My AUSkey

My details
Change password
Get additions! AUSkey My Details
| Cancel my AUSkey
List AUSkeys Update details >
AUSkey sofware

Business details

ABN: 000 000 000 00
Entity name:  Company Name here

Personal details

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

Devices (as custodian)

You sre not s custodian of any devices.
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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

| 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 to do so.

My name as it appears 0N MY AUSKEY IS: ...oiiiiiiiii i e e e e e e e e e e e e e e e e essennnreneeees
My ABN as it appears on my AUSKEY iS: ...ceeeeeeeeiiiiiiiiiiieieeeeeeee e e e ee s

My NAPS Id iS: vveeiiiiiieee e,

My Contact NUMDEr iS: ......cooiiiiiiiiee e (optional)

Request for Access — Aged Care Benchmarking

Forms Administration, | would like to request access to the Aged Care Benchmarking System using my
AUSKey. | have approval from my organisation to access this data as | am a Key Personnel or have
been authorised by a Key Personnel to do so.

My name as it appears on my AUSKeY iS: ....ccoviiiiiiiiiiiiiiiiiiieeees

My ABN as it appears on my AUSKey iS: .........ccocveennis

My NAPS IDis: ...............

My contact numberis: ........cccveiiiiiiiiii i,

Name and Position of Authorising Key Personnel: ..o (if
applicable).

e 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.

e 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.

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

: 4 your name appears here
Home Online Forms Benchmarking FAQs Contacts 5 n
when you are logged in
Welcome
Waelcome to the new Forms Administration Portal, where you can now access services such as the Aged Care Benchmarking System and Online Fo on from a central location. If you are a
jed Care Benchmarking Program or submitied i Traning Stajimes ine, simply login by clicking on the
ser, you will have to create a new account by chicking on the regger button below

Australian Government Authentication Service

Login

Forms Administration Pty Ltd

You have been redirected to the Government Authentication Service.

OR This service requires that you identify yourself using your Credential.
The infermation on your Credential will be returned to the Agency with which you are doing business.
Email Address

Please select your Credential and enter your password. and enter your

ssword
Basenent seis€lect your name from T \_.
the drop down box_=

CONTINUEW ] CANCEL X

Forgot your username or password? Accessibility Copyright Disclaimer Security and Privacy Glossary Help

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.

%

. 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: 5:00am—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 4 ITyou contact us you may be asked for some details to prove vour identity.
appeals

2 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 Connections 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 8216 1111. This number is available from 5:00am-6:00pm weekday's,
except Australian national public holidays.

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