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Your Online Account Guide: 
Documents 

 

How do I get to 
Documents? 

Log into your Online Account and select the Documents tile: 

 

What is on the 
Documents 
page? 

View and upload attachments in the Online Account, such as: 
 legal documents, 
 medical information or diagrams 
 other relevant documents. 

What do you want 
information on? 

Show me 
 What is in the documents page, click here (page 3). 
 How to upload a document for my Service Provider or Assessor, click here 

(page 5). 
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Notes: 

 The following documents can be uploaded for assessors: 
 Allied Health Assessment 
 Clinical Notes 
 Relevant Medical Summary 
 Discharge Summary 
 Other 
 Documents uploaded for providers will be classified as ‘Other’. 

 

My Aged Care only accepts PDF files. Please convert your files to PDF for them to be processed. 

Please be aware of our Privacy Policy, when disclosing information about yourself or someone else. 

http://www.myagedcare.gov.au/
https://www.myagedcare.gov.au/privacy
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This list shows documents that you either need to provide more information for, or have not yet been processed 
by My Aged Care 
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These are documents that have been processed and finalised. 
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How to upload a document for my Service Provider or Assessor? 
 

It’s my account or I am an Authorised 
Representative 

 

1  

Navigate to “Documents”. 

 

 

2 Click on the “Upload Assessor & Provider 
documents” button. 

 

 

3 Note: If you are not a representative, go to 
step 5. 

If you represent a client, you will be asked who 
you are uploading documents for. 

 
 

 

 
4 Once your selection for step 3 is made, select 

continue. 
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5  
Select “Information for My Aged Care 
Assessor” or “Information for Aged Care 
Provider”, depending on who you intend the 
document for. 

 
 

 

6 Note: Skip to step 7 if providing information for 
a service provider. 

Select an option that describes the document. 

Note: Allied Health Assessments, Clinical 
Notes, Discharge Summaries, and Relevant 
Medical Summaries are treated as sensitive 
documents. These can be viewed by 
assessors, but not by service providers. 

 
 
 

 

7 Write any additional information to provide 
context for the document. 

 
 

 

5  
 
Select “Choose file”. 
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6  

Select the document you want to upload. 

Note: Only upload PDF files. Only upload 
documents that are relevant to My Aged Care 
providers and assessors. Do not upload other 
documents (e.g. for Services Australia). 

 

 

7  
Select “Open”. 

 

 

8  
Add a name that describes the document. 

 
 

 

9 Select “Save and Submit”. 

Note: You can save the record and come back 
and finish it later. Submitting it will pass the 
document to us to process. 

 
 
 

 

END 
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Contact Us 

Phone 
(domestic) 

1800 200 422 (free call) The call centre is open: 
• Monday to Friday: 8am - 8pm 
• Saturdays: 10am - 2pm 
• Closed: Sundays and national public holidays. 

Phone 
(international) 

+61 2 6289 1555 Monday to Friday: 8.30am - 5.30pm AEST 

Online 
enquiry 

Go to Contact us and 
complete the form. 

 

Post PO Box 1237 
Runaway Bay 
QLD 4216 

 

If you have difficulty speaking or understanding English, have a hearing or speech impairment, or want 
support from someone who understands your situation, go to “Accessible for all” website page. 

http://www.myagedcare.gov.au/
https://www.myagedcare.gov.au/contact-us
https://www.myagedcare.gov.au/accessible-all

