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Handshake — Create, accept or revoke

Task card
This task card discusses the following:

=  Background information

= | ead Organisation View — Request for Access to Delivery Partner data (Handshake)
Delivery Partner View — Handshake request alert received

Accepting/Declining a Handshake Request

Lead Organisation View — Handshake request status

Lead Organisation View — Revoking a handshake

Delivery Partner View — Handshake revoked by lead organisation

Delivery Partner View — Revoking a handshake

Lead Organisation View — Handshake revoked by delivery partner

KEY HIGHLIGHTS

= Using the handshake arrangement, lead organisations can request to view data for the program a
delivery partner is providing.

= A delivery partner has the option to accept or decline a handshake request.

= A handshake can be revoked at any time by either the lead organisation or delivery partner.

= |t takes up to 24 hours for the handshake to become active and it can also take up to 24 hours for
access to be removed.

Background information
What is a handshake?

The ‘handshake’ is a virtual agreement between a lead organisation and their delivery partner/s to allow a
sharing of reports data (in the form of de-identified, aggregate information). Under a handshake, a lead
organisation cannot access any data that is not otherwise available to the delivery partner.

For more information on how to set up an organisation as a lead organisation or a delivery partner, refer to
the Setting up the structure of your organisation task card.

Who can initiate a handshake?

A Data Exchange Organisation Administrator of the lead organisation will initiate a request through the
Data Exchange web-based portal. An Organisation Administrator of the delivery partner can then choose to
accept or decline the request. An overview on how the handshake arrangement works with lead and
delivery partners is shown in Figure 1.

Each agreement / relationship between a lead organisation and their delivery partner is unique; therefore, a
separate handshake request is required for each delivery partner and each program.

Task card — Handshake report — Create, accept or revoke — 18 August 2018



https://dex.dss.gov.au/atc_3_-_setting_up_the_structure_of_your_organisation_jan-2016-2/

Figure 1 — How the handshake arrangement works with lead and delivery partners
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What data is visible between a lead organisation and their delivery partner?

If the request is accepted, the lead organisation will be able to view data in reports ONLY for the program
the delivery partner is providing. This data is aggregate and includes outlet data relevant to that program.

If the delivery partner is directly funded, or delivers services for other organisations, performance data
relevant to those agreements/relationships will not be visible to the requesting lead organisation.

Who can revoke a handshake?

A handshake can be revoked at any time, by either the lead organisation or the delivery partner. When
revoked, visibility of the delivery partner’s data will be removed from the lead organisation’s reports. This
includes visibility of historical data from a time when the handshake was active. The performance data will
still be accessible for the delivery partner; it just will not be visible to the lead organisation.

It takes up to 24 hours for the handshake to become active, therefore when the handshake is revoked, it
can also take up to 24 hours for access to be removed.
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Lead Organisation View — Request for Access to Delivery Partner data (Handshake)
From the Data Exchange web-based portal home page, go to the My Organisation menu. Refer Figure 2.

Figure 2 — Data Exchange web-based portal home page
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Select Manage organisation.
The Manage organisation screen will display. Refer Figure 3.
Select the appropriate program activity hyperlink.

Figure 3 — Manage organisation screen

EDIT ORGANISATION DETAILS
Organisation Details
Preferred organisation name: Community Organisation
Partnership Approach agreement. No
ABN 11223344556
Source Organisation |D: DEX-000012
Source Organisation name: Community Organisation
+ ADD OUTLET
Outlets o |+ ADD OUTLET |
Name: Address State: Program acivity
| n . ) - = e
Qutlet name £ Address Created Date ™
Bay Community Centre 71 Athllon Dr GREENWAY ACT 2900 0410712018 4
Program activities «o
show Al []
Program activity & Startdate$  Enddated  Statusg Notification &
¥ Childrens Contact Services 01/0712017 30/06/2021 Active 4
LS Financial and Financial Capability 0110712017 30/06/2021 Active 4
¥/ Community and Home Support 0110712017 300672021 Active 4
¥ Family Dispute Resolution 0110712017 30/06/2021 Active 4
¥§ Family Law Counselling 0110712017 3010612021 Active 4
¥4 Family Relstionship Centres 0110712017 30/06/2021 Active 4
¥§ ILC - Individual Capacity Building 0110712017 3010612021 Active 4
¥ Intensive Family Support Services 0110712017 300612021 Active 4
g Reconnect 0110712017 3010612021 Active 4
¥ Setflement Grants 01/0712017 30/06/2021 Active 4
< BACK

The Program activity screen will display. Refer Figure 4.
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Figure 4 — Program activity screen
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The Add delivery partner screen will display with the following. Refer Figure 5.

1. An information icon i will display advising if the organisation you wish to add as a delivery
partner is not in the list, contact the Data Exchange Helpdesk
2. Select the delivery partner by either using the drop down arrow or typing the first few letters of

the organisation at the Delivery partner organisation field.
3. The details of the delivery partner will auto populate the fields.

Figure 5 — Add delivery partner screen
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Select the Send ‘Handshake’ Request tick box then select SA\YS.
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The tick icon 9 will indicate that your request has been successfully saved and sent to the delivery
partner. Refer Figure 6.

Under Program activities, the Handshake Status will be updated to Requested.

Figure 6 — Program activity screen
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Delivery Partner View — Handshake request alert received

From the Data Exchange web-based portal home page the notifications icon
to the Manage action items. Refer Figure 7.

Select Manage action items.

Figure 7 — Data Exchange web-based portal home page with notification icon
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Please Note: The bell icon signifies a handshake request / agreement. A gold notification icon will

display on the Data Exchange web-based portal home page and a black notification icon

in the Manage organisation screen.
The Manage organisation screen will display. Refer Figure 8.

Figure 8 — Manage organisation screen with notification icon
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will display
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In the Program activities section, the notification icon 4 will display next to the Program activity that
has received a handshake request.

Select the Program activity hyperlink.

Accepting / declining a Handshake
The selected Program activity screen will display. Refer Figure 9.

On the Program activity screen, the information icon Lig will indicate that a handshake was requested.

Select either [\®{&=z4) HANDSHAKE‘ CJ@DECLINE HANDSHAKE |

Figure 9- Program activity screen

Busy Bee Community Centre (Source Organisation 1D: 4.147558) has updated your handshake. Current handshake status is
Requested

Program activity - Communities for Children - Facilitating
Partners (for Busy Bee Community Centre)

ACCEPT HANDSHAKE | DECLINE HANDSHAKE

Organisation details

Preferred organisation name Friendly Fish
Partnership Approach agreement
ASN 83400231838
Source Organsation 1D STANUMS

Source Organisation name: Friendly Fish

Program activity details

Program actwity Commundties for Children - Faciltating Partners (for Busy Bee Community Centre)

Start Date

End Date
Parnership Approach agreement

Handshake status Requested

Handshake history o)

K DOV20TE 1003160 AM Requesies Buty Bee Community Centre

By selecting [N&{&=z) HANDSHAKE\ a pop-up message will display. Refer Figure 10.
Select

Figure 10 — Pop-up message: Accept handshake?

Accept handshake?

By accepting this handshake, you agree for your lead organisation to view your performance data in their reports for this program only.
By sccepting this handshake, your lead erganisation will be able to access information independenthy.
This does not grant them access to the portal, or allow visibility of individual client data in any way.

For more information, please review the Factshest.
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The Handshake history status will be updated to Accepted. Refer Figure 11.

Figure 11 — Program activity screen — Status update to Accepted
Program activity - Communities for Children - Facilitating

Partners (for Busy Bee Community Centre)

Organisation details

Preferred crganisation name:  Friendly Fish
Partnership Approach agreement  No
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Program activity details

Program activity:  Communities for Children - Facilitating Pariners (for Busy Bee Community Centre)
Start Date:  12/06/2014
End Date:  12/0652015
Partnership Approach agreement  No

Handshake status:  Accepted

Handshake history o
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Please Note: It can take up to 24 hours for the handshake to become active.

Lead Organisation View — Handshake request status
From the Data Exchange web-based portal home page, go to the My Organisation menu. Refer Figure 12.
Select Manage action items.

Figure 12 — Data Exchange web-based portal home page
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The Manage organisation screen will display. Refer Figure 13.

Figure 13 — Manage organisation screen
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A notification icon will display next to the Program activity where a handshake request has been

actioned.

Select the relevant Program activity hyperlink.
The Program activity screen will display with the following. Refer Figure 14.

1. The informationicon Lig will indicate that your handshake request has been accepted.
2. Under Program activities, the Handshake Status will display Accepted.

Figure 14 — Program activity screen
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Lead Organisation View — Revoking a handshake
From the Data Exchange web-based portal home page, go to the My Organisation menu. Refer Figure 15.

Figure 15 — Data Exchange web-based portal home page
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Select Manage organisation.
The Manage organisation screen will display. Refer Figure 16.

A notification icon + will display next to the Program activity where a handshake request has been
requested.

Select the relevant Program activity hyperlink.

Figure 16 — Manage organisation screen

Home > Manage orgarnisation

Manage organisation
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The Program activity screen will display. Refer Figure 17.
Scroll down to the list of Program Activities.
Under the Handshake Action column, select the Revoke hyperlink.

Figure 17 — Program activity screen

Program activity - Communities for Children - Facilitating

Partners

Organisation details

Preferred organisation name:  Busy Bee Community Centre
Parinership Approach agreement: Mo
ABM: 44110887262
Source Organisation 1D: 4-147558

Source Orpanisation name:  Busy Bee Community Centre

Program activity details

Program activity:  Communities for Children - Facilitating Partners
Start Date: 1210672014
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A Revoke handshake? pop-up box will display. Refer Figure 18.

Figure 18 —Revoke handshake? pop-up box

Revoke handshake?

Are you sure you would like to revoke this handshake?

Revoking this agreement will remove visibdity of your delfvery partners’ data from reports. This includes visibility of historical data from the time when the handshake was active.

Select
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The Handshake Status for the program activity will display Revoked by lead partner. Refer Figure 19.

Figure 19 — List of program activities
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Source Organisation name:

Program activity:

Program activity - Communities for Children - Facilitating

EDIT PROGRAM ACTIVITY

Busy Bee Community Centre
Mo

44110887262

4-147558

Busy Bee Community Centre

Program activity details

Communities for Children - Facilitating Partners

Start Date:  12/0672014
End Date:  12/D572015
Partnership Approach agresment: Mo
Grant information
Source Activity ID Manager Name Start Date End Date
Program activities ¢
ADD DELIVERY PARTNER
Delete Defvery {andshake Handshake
Organisation Marme Saurce Organisation D03 ABNG Partrer Stahus G Action
%% Erncanaila darvises ALMI B 2913120725 o Faquact 4
¥/ Conberm Gity Counoll 4-14J28H IEIEEE1B0TD o Fequact 4
%% Canberrs Lits Sk 4-11WIDE £1432285860 o Bzaugct 4
%% Frisndly Fich FEFNIE 21430231826 o Anoaptad Favoke 4
% Foapls Cars Centre 441vLET 21131830630 o Roquasted Fevoke 4
I ¥y Fapid Creek Primary 3ohaol S1EMIKD EEEEEEH T o Ravoked by  Begusct 4 I
|sad partmsr
——

Please Note: It can take up to 24 hours for the handshake access to be removed.
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Delivery Partner View — Handshake revoked by lead organisation
From the Data Exchange web-based portal home page, go to the My Organisation menu. Refer Figure 20.

Figure 20 — Data Exchange web-based portal home page
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Select Manage action items.
The Manage organisation screen will display. Refer Figure 21.

Figure 21 — List of program activities

Home > Manage organisation

Organisation Details
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Partnership Approach agreement:
ABM:
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The Program activity screen will display with the following. Refer Figure 22.

1. Theinformationicon i will indicate that your handshake has been revoked.
2. Inthe Handshake history section, the status will display Revoked by lead partner.

Figure 22 — Program activity screen

Busy Bee Communtty Centre (Source Organisation ID° 4-147558) has updated your handshake. Current handshake status is

o Rewoked by lead partner 1

Program activity - Communities for Children - Facilitating
Partners (for Busy Bee Community Centre)

Organisation details

Preferred organisation name.  Rapid Creek Primary School
Parinership Approach agreement No
ABN: 38199654838
Scurce Organisaion ID,  4-14MIX0

Source Organisafion name:  Ragpid Creek Primary School

Program activity details

Program actvity.  Communities for Children - Faciltating Pariners (for Busy Bee Communiy Centre)
Start Date 120672014
End Date 120672015
Partnership Approach agreement  No

Handshake status.  Revoked by lead partner

Handshake history

Actiones By

I g 3012018 10:48:51 AN ROVSRAQ Ly WG partner Busy Bee Communty Coatre
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€ 2122017 119632 AM Requastea Buty Bee Community Contre

Delivery Partner View — Revoking a handshake
From the Data Exchange web-based portal home page, go to the My Organisation menu. Refer Figure 23.
Select Manage organisation.

Figure 23 — Data Exchange web-based portal home page
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The Manage organisation screen will display. Refer Figure 24.

Figure 24 — Manage organisation screen

Home > Manage organisation

Manage organisation
Organisation Details

Preferred organisation name: Rapid Creek Primary School

Partnership Approach agreement: Mo
ABM: 381996543838
Source Organisation ID: 4-14MJX0
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A notification icon
changed.

will display next to the Program activity where a handshake request has been

Select the relevant Program activity hyperlink.
The Program activity screen will display. Refer Figure 25.

Figure 25 — Program activity screen

Program activity - Communities for Children - Facilitating
Partners (for Busy Bee Community Centre)

REVOKE HANDSHAKE

Organisation details

Preferred organisation name:
Partnership Approach agreement:
ABN:

Source Organisation 10

Source Organisation name:

Program activify:

Friendly Fish
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83460231835
4-14MIM3

Friendly Fish
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Start Date:  12/06/2014
End Date:  12/06/2015
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Wy 30172015 10:05:43 AM Requestad Busgy Ees Community Centre

SN REVOKE HANDSHAKE
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A Revoke handshake? pop-up box will display. Refer Figure 26.

Figure 26 —Revoke handshake? pop-up box

Revoke handshake?

Are you sure you would like to revoke this handshake?

Revoking this agreement will remove visibility of your data from your lead organisations’ reparts. This includes visibility of historical data from the fime when the handshake was active.

Select

The Handshake history status will be updated to Revoked by delivery partner. Refer Figure 27.

Figure 27 — Program activity screen

Organisation details

Preferred organisation name:
Partnership Approach agreement:
ABN:

Source Organisafion |D:

Source Organisation name:

Program activity:

Start Date:

End Date:

Parinership Approach agreement:

Handshake status:

Handshake history ¢

Program activity - Communities for Children - Facilitating
Partners (for Busy Bee Community Centre)

Friendly Fish
No
83460231835
4-14MJM3

Friendly Fish

Program activity details

Communities for Children - Facilitating Partners (for Busy Bee Community Centre)
12/06/2014

12/06/2015

No

Revoked by delivery pariner

Action date Status Actioned By
I W 20172018 12:25:27 PM Revoked by delivery partner  FF, OrgAdmin
- W 301/2018 10:24:55 AM Accepted FF, OrgAdmin
W 301/2018 10:08:45 AM Requested Busy Bee Community Centre
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Lead Organisation View— Handshake revoked by delivery partner
From the Data Exchange web-based portal home page, go to the My Organisation menu. Refer Figure 28.
Select Manage action items.

Figure 28 — Data Exchange web-based portal
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The Manage organisation screen will display. Refer Figure 29.

Figure 29 — Manage organisation screen with a list of program activities

Home > Manage organisation

Manage organisation

EDIT ORGANISATION DETAILS

Organisation Details

Preferred organisation name: Busy Bee Community Cenfre
Partnership Approach agreement Yes
ABN. 44110687262
Source Organisation 1D 4-14755B

Source Organisation name Busy Bee Community Centre

Outlets

Name Address: State: Program activity:
[ H ” N | v ‘ SEARCH [Jetey
Outlet name Address. Created Date
Busy Bee Community Centre 43 Upton Street MONASH ACT 2304 120612014 4

Program activities ay

Program activity & Start date & End date & Notification

I - C ities for Children - Eacily Fartner: 1210812014 1210512015 a 4
¥% Children's Contact Services (for Community Care ) 072014 30152018 4
- C ities for Children - Eacily Fartners (for Canberra Life Skills) o07iz014 300812017 4
- C for Children - Partners (for Church Groug) 7018 3010812015 4
LS itie: for Children - Eacilf Partners (for Community Care ) 072014 3010812015 <4
¥ Eamily and Relati Serviges (for Community Care ) oTiz01e 3010512020 4
%9 Eamily Law C: for Canberra Life Skills) 0410872014 0410812015 4
% Eamil ip Advice Line for ity Care ) 0072014 300812017 <4
LS oTiz01e 3010512018 4

' |

A notification icon
changed.

will display next to the Program activity where a handshake request has been

Select the Program activity hyperlink.

The Program activity screen will display with the following. Refer Figure 30.
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1. The informationicon i will indicate that your handshake has been revoked.
2. The Handshake Status will display Revoked by delivery partner.

Figure 30 — Program activity screen

Friendly Fish (Source Organisason 1D 4-14MIM3) has actoned your handshake request Cument handshake sacus is
Ravoked by delvery panner 1

Program activity - Communities for Children - Facilitating

Partners

Organisation details

Preferred organisanon name Susy See Communty Certre

Pactnershp Approach sgreement

ABN 44110087202
Source Organisation 1D 4147850
Source Organisation name Susy See Communty Centre

Program activity details

Proot v Sor Chikdenn - Facitating Panses
SSTAM Actvity % for Childenn - Facitanng Parners

Stan Date

End Date

Farnership Appeoach agreement No
Grant information
Source Activity 10 Manager Name Start Date End Date

Program activities

ADD DELIVERY PARTNER

?

g Orirdesets Services wuamie LA Tt T nequect <
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9 Cansenrs Litw tame PRI ereeanise0 ¢ Bazuect <
Wy Trandy Pen PR 13600731838 F Revoted by Raguest <4
Sekvery partner
g Feoaie Cars Canbe vy TR0 B LIENTER] Brvzee < 2
Wy Maged Oreek Primary Tehool PRTTrEE) THIMbeRIE ] Reeoked by Magquest <
‘esz zarac

More information on outlets, clients, cases and sessions can be found in the Data Exchange Protocols and
the Training resources tab.

For technical support, contact the Data Exchange Helpdesk by email
dssdataexchange.helpdesk@dss.gov.au or on 1800 020 283 between 08.30am - 5.30pm (AEST/AEDT)
Monday to Friday.

Task card — Handshake — Create, accept or revoke — 18 August 2018


https://dex.dss.gov.au/data-exchange-protocols/
https://dex.dss.gov.au/training-resources/
mailto:dssdataexchange.helpdesk@dss.gov.au

