Australian Government

Department of Social Services Data EXChange

Overview of the My Organisation section

Task card
This task card discusses the following:

= Access to ‘My Organisation’
= Manage organisation

= Manage users
= Reference data

= Uploaded files
= Manage action items

KEY HIGHLIGHTS

= All functions under the My Organisation section are accessible to the organisation’s Data Exchange

Organisation Administrator.

» The Reference data and Uploaded file sections are only relevant for those organisations that perform
bulk file uploads into the Data Exchange.

Access to My Organisation

Access to the My Organisation section of the Data Exchange can be located on the home page. Refer
Figure 1.

Figure 1- The Data Exchange home page
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There are five links in the My Organisation section that a Data Exchange Org Administrator can select.

1. Manage organisation
Manage users
Reference data
Uploaded files
Manage action items
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Manage organisation

Select Manage organisation under the My Organisation heading. Refer Figure 2.

Figure 2 - Manage organisation link
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= Manage action items

The Manage organisation screen will display detailing the following information to Data Exchange
Organisation Administrators. Refer Figure 3:

1. Edit organisation details button

2. Organisation details section
3. Outlets listing

4. Add outlet button

5. Pagination function

6. Program activities listing

7. Notifications area

Figure 3 - Manage organisation screen
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Table 1 - Field descriptions for the Manage organisations screen (Refer Figure 3)

FIELD DESCRIPTION

Edit Organisation Details Select this button if you need to update your organisations details,
including preferred name and participation in the partnership approach.
Refer to the Create and manage outlets task card for more information.

This area displays a general overview of your organisation including your

SrgEnselen el preferred name, source name, ABN and source Identifier.

This area lists all outlets associated with your organisation. If you are a
Outlets first time user, no outlets will be listed. You will need to add your outlets.

Select this button if you need to add an outlet.

Add Outlet For instructions on how to add an outlet, please access the Create
and manage outlets task card.

Should your organisation have multiple outlets and/or program
activities, the information will automatically paginate. Use the
numbered pages or Next button to move through the pagination
function.

Pagination function

This area lists all program activities that your organisation has been

Program activities _ htal
funded to deliver, and to be reported against in the Data Exchange.

This area will display a bell icon to advise that a handshake request has
been issued / received. This area is for Lead and Delivery organisations.
Refer to the Handshake — Create, accept or revoke task card for more
information.

Notifications area

Manage Users
Select Manage users under the My Organisation heading. Refer Figure 4.

Figure 4 — Manage users link
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https://dex.dss.gov.au/create-and-manage-outlets/
https://dex.dss.gov.au/create-and-manage-outlets/
https://dex.dss.gov.au/create-and-manage-outlets/
https://dex.dss.gov.au/handshake-create-accept-or-revoke/

The Manage users screen will display. Refer Figure 5.

Figure 5 - Manage users screen

Manage Users

Search

Given name: [ ]

Family name: [ ]

Email | ]

SEARCH Clear

Results (12

Mame £ Phong 7 Email &
1 Fast Carr 0000000000 f.car@ors.hpc 4
l Tom Brady 0123456789 tbrady@mission.com 4
1 Michael Mouse 0123456789 m.mouse@missions.com 4
1 Kerrie Travers 0123457898 od@od.com L |
1 Jennifer Jones 0212345678 jennifer@testorg com.au 4
L Sam_Smith 0212345678 sam.smith@kjh.com 4
1 Powellophelia Satancooper 0223456789 p-s@m.org 4

Table 2 - Field descriptions for the Manage users screen (Refer Figure 5)

FIELD DESCRIPTION

Search for existing users. This is especially useful for organisations that
have large numbers of users.

Search

This area will display a list of already registered existing users within your
Results organisation. Click on the blue ‘expand row’ arrow to display the user’s
access type.

Select this button if you need to add a new user.

Add User Refer to the Add and edit a user task card for instructions on how to

add a new user.
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https://dex.dss.gov.au/document/286

Reference Data

The Reference data section is for those organisations that perform bulk uploads into the Data Exchange.
Files that contain all the Data Exchange codes can be downloaded through Reference data.

Select Reference data under the My Organisation heading. Refer Figure 6.

Figure 6 - Reference data link
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The Reference data screen will display. Refer Figure 7.

From this screen, you can download the XML schema, Reference data, and Organisation Activity data. We
recommend these files be downloaded at least every three months to ensure you have access to the most
recent reference data.

Figure 7 - Reference data screen
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This file contains the client, case, session and assessment reference data codes. Go to home page

Download reference data ()

Organisation activity and outlet data

This file contains the Activity and outlets program activities for your organisation.
Download Organisation data &)
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Uploaded files

The Uploaded files section is only for those organisations that perform bulk uploads into the Data
Exchange. Select Uploaded files under the My organisation heading. Refer Figure 8.

Figure 8 - Uploaded files link
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The Uploaded files screen will display. Refer Figure 9.
Figure 9 - Uploaded files screen
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ALL {basic).xml 121172019 8:55:09AM  BL_ZGR62034@blue.local Successful 4

Table 3 - Field descriptions for the Uploaded files screen (Refer Figure 9)

FIELD DESCRIPTION

Select this button to upload an XML file containing bulk client, case and

Upload new file session data.

Search for files that have previously been uploaded. Use the calendar

SRl function to enter the dates.
This section will display the files that have been located using the Search
functionality on this page.

Files Click on the blue ‘expand row’ arrow to display additional comments

about the upload file. Click on the file name hyperlink to view details
about the files contents and upload status.
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Manage action items
Select Manage action items under the My Organisation heading. Refer Figure 10.

Figure 10 — Manage action items link
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The Manage action items section will alert an organisation if a handshake request has been received
and requires actioning. Refer Figure 11.

Figure 11 — Manage action items link
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Preferred organisation name: Busy Bee Community Centre
Partnership Approach agreement:  Yes
ABN: 44110687262
Source Organisation ID:  4-14755B

Source Organisation name: Busy Bee Community Centre

Outlets o)

Name: Address: Stste: Program activty:
[ l [ ] . SEARCH [feie
Outlet name £ Address Created Date
Busy Bee Community Centre 49 Upton Street MONASH ACT 2304 12/06/2014 4

Program activities an

Program activity £ Start date & End date £ MNotification

I 6 LCommunities for Children - Facilitating Partners 12/0672014 1210612015 a 4
‘.‘ Children’s Contact Services (for Community Care ) ioTizea 0082018 4 1
*® Communities for Children - Facilitating Partners (for Canberra Life Skills) 72014 008207 4
*9 Communities for Children - Facilitating Partners (for Church Group) 072014 30108/2015 4
“ C jities for Children - Facilitating Partners {for C. Care ) HioTi2044 0082016 4
6 Eamily and i ip Servi {for ity Care ) HI07i2044 20082020 4
%% Family Law Counseliing (for Canberra Life Skills) 0410672044 D4106/2015 4
6 Eamil ip Advice Lina (for © ity Care ) 0410772044 30082017 4
%% Forced Adoptions Support Services {for Community Cars ) HI0TI2044 J0M06/2018 4

More information on handshakes can be found in the Handshake - Create, accept or revoke task card.

More information on the Data Exchange can be found in the Data Exchange Protocols and the Training
page on the website.

For technical support; contact the Data Exchange Helpdesk by email
dssdataexchange.helpdesk@dss.gov.au or on 1800 020 283 between 8.30am - 5.30pm (AEST/AEDT)
Monday to Friday.
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https://dex.dss.gov.au/handshake-create-accept-or-revoke/
https://dex.dss.gov.au/document/81
https://dex.dss.gov.au/training
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