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Aged Care Evaluation Software (ACE) 
 
 
 

ACE Version 5.0 
 

 
 
 
 
 
 
The software described in this manual is provided by the Australian Institute for Primary Care, Victorian Evaluation 
Unit. 
 
This User Manual should also be used in conjunction with the Aged Care Assessment Program Data Dictionary Version 
1.0, the Aged Care Assessment Program Aged Care Client Record User Guide and the ACAP Minimum Data Set 
Version 2.0 Definitions and Coding Guidelines. 
 
 
 
Disclaimer: 
Every effort has been made to provide accurate and complete information. The Australian Institute for Primary Care 
assumes no responsibility for any direct, indirect, incidental or consequential damages arising from the use of the 
information in this document. Data and case study examples are intended to be fictional. 
 
 
 
Contact Us 

ACE Helpdesk 
Ph: (03) 9479 3930 or 
Email: j.vanzwol@latrobe.edu.au 
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ACE User Manual 
This manual was produced using Windows XP Professional and Microsoft Word 2003 for duplex printing. 

 
Revision History 
 

Version No Release Date Name Summary of Changes 
V 1.0 7th January 

2008, Draft 
VIC Evaluation Unit 
– Jo Vanzwol 
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V 1.1 22nd January 
2008 
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– Jo Vanzwol 

Editing completed 

V 1.2 21st April 
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Document edited to include eDelegation. 

V 1.3 20th August 
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Document edited to include list of Keyboard Shortcuts 
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ACE (Aged Care Evaluation) Software is a client information and management system for use by Aged Care 
Assessment Teams. 

ACE has two main functions: it enables the collection of the Aged Care Assessment Program Minimum Data Set v2, 
and the HACC Minimum Data Set v2; and, it supports efficient ACAT work practices with a range of services and 
client management tools. 

ACE also collects information required for the Aged Care Client Record (ACCR) form and allows the ACCR client 
copy to be printed or emailed from a portable document file. 

ACE v3.8 is the latest version of this software. It replaces all earlier versions of ACE as well as the Administrative 
Package for Geriatric Services (AGS). 

Many improvements have been made, based on feedback from the Aged Care Assessment Teams. 

The original ACE v3.0 was jointly developed by Victoria, NSW and Western Australia ACAT Evaluation Units. 
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The electronic Aged Care Client Record (eACCR) system is designed to improve the speed, efficiency and accuracy of 
processing of ACCRs. This is achieved through a delegated approval system incorporated into ACE software. The 
delegated approval system uses computer-based technology developed by the NSW Evaluation Unit and Medicare 
Australia to record a delegate’s electronic signature with an ACCR entered in ACE. ACE also has a built in validation 
process which will require all items to be present and correct before you are able to send to Medicare. 
The ACCR and delegate signature are then automatically encrypted and transmitted to Medicare via the internet. This 
process is called “eDelegation” in ACE.  
 
When Medicare receives the eACCR it also checks to ensure that all required items are present and correct 
(validation). Once a record passes validation, it is passed to the Department of Health and Ageing (DoHA) payments 
system, where a Care Recipient ID is issued. The Care Recipient ID is then automatically retrieved by ACE. 
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If the ACE shortcut does not appear on your desktop you can locate ACE through the Start menu. 

Select Start and All Programs 

 

 

Or Double click on the ACE icon located on the desktop. 
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Login Name:  Type your Login Name then press tab or select enter on your keyboard 
Password:  Type your Password then press tab or select enter on your keyboard 

The Login button will now be highlighted with a dotted box. You can now either select enter on the keyboard or use 
your mouse to select the Login button 

 

The ACE Main Menu will be displayed 
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There are two ways to close or exit ACE 

From the menu options select System then select Exit  

 

Or 

Select Exit  from within the main screen 

 

When selecting to exit ACE by using either of these options you will be prompted by the following message 

 

Select Yes or No as appropriate 
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The application title bar will show you where you are in ACE. 
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The title bar also has the resizing options on the right side  

 

Hovering your mouse over these buttons for two seconds will display the title of each one. 

 

Close: While viewing the main application screen, you can close the current session of ACE by selecting . 

Selecting   all other times will close only the screen you are currently viewing. Some  in ACE have been 
disabled to eliminate the possible causes of the record being inadvertently locked. Please select another option to close 
the screen if you find the top red cross does not work. 

Maximise: While viewing the main application screen, you can maximise the screen by selecting   

The maximise icon will now appear as   Selecting this icon will restore the screen to its original size. 

Minimise:  While viewing the main application screen, minimise the program to a button on the Windows task bar by 

selecting   To restore the minimised program on the Windows taskbar, click the name of the window you want to 
restore. 
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The ACE menu bar contains eight options 
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Click Database. A list of all Menu options will be displayed. These can be accessed by dragging the mouse up and 
down the menu options. Click to make your selection. 

 Highlight each option by dragging the mouse down the menu. 
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The ACE desktop displays four options that allow quick access to the most commonly used functions of ACE. 

 

 

Please note that what appears on the screen depends on your ACE user configuration; you may not see all 
options shown in this manual. 

 

 

Click Reports and a list of 13 of the 14 available selections will be displayed. 
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To make selections from the Menu options, press the Alt button on your keyboard. You will notice that once you have 
pressed the Alt  button a letter in each word will be underlined. 

 

For example: Reports 

The underlined letter indicates the keyboard shortcut key for that selection. 

 

Selecting E on your keyboard will take you into the Event screen. 

Selecting C on your keyboard will take you to the first C available for selection (Care). If you want to select CACP you 
will need to select C on your keyboard twice more, then select enter on your keyboard. 

Alternatively, you can use the arrow keys on your keyboard. 

 

The ACE Desktop shortcut menus do not have keyboard shortcuts. All selections are made using the 
mouse. 
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Tab forwards 

If you prefer to use the keyboard for navigation you will love the tab key! The tab key will move the cursor to the next 
field without having to touch your mouse. 

 

Tab Backwards 

Holding down the shift key and pressing tab at the same time will take you to the previous field. 

Using the tab key after making a selection will confirm your selection and move you down to the next 
field. 
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The enter key will work in the same way as the tab key except for the Client Search screen. The enter key will move 
the cursor to the next field without having to touch your mouse. 

Holding down the shift key and pressing enter at the same time will take you to the previous field. 


	1
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To assist you in making choices we have created drop-lists. 

For example, you will notice an arrow next to Title . Selecting the arrow will display all available options available. 
You will not be able to key any other information in this area. If the selection you are wanting is not available speak 
with your ACE Administrator . 

 

To display the drop-down menu either use your mouse to click on the arrow or hold down the Alt  key while pressing 
the down arrow on the keyboard. 

You can make your selection in many ways 

Use the mouse to click onto your selection 

Or 

Use the keyboard to type your selection then press enter or tab to complete your selection 

Or 

Use the arrows on your keyboard to scroll through the selections then press enter or tab to complete your selection 
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A checkbox gives you two possible states, checked and unchecked (or ticked). You can change the state by clicking on 
the box. In some questions you can have multiple selections. If you tick the box it gives a value of true (yes). 
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A radio button is similar to a checkbox; however, unlike the checkbox only one radio button in a group of radio 
buttons can be selected at one time. 
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Instead of using your mouse to enter a tick into a checkbox you can use the spacebar on the keyboard. As you tab 
through the fields you will know when you have tabbed to a checkbox as the text will be surrounded by a dotted box, as 
shown below. 

 

At this point you can use your spacebar to enter the tick into the checkbox. 

 

To deselect the checkbox select the space bar again. 

 

Did you know you can use the space bar to enter more characters into the PDF. This will assist you if you 
wish to reduce the font size of text in the Health Condition section. Simply place your cursor at the end of 
the health conditions text and press the space bar, the PDF now thinks you have more characters and will 
reduce the font size accordingly. 

 


	��
	��
	��
	��  .���!������.���!������.���!������.���!������� ���

Dates are entered in the format dd/mm/yyyy; for example, 03/02/1934, not 3/2/34. 

 

 

To ensure your dates are entered correctly, your computer’s Regional and Language Options in the 
Control Panel must be set to English Australia. 

 

To make dates easier to enter, a Calendar has been added to every date field in ACE. 

Select the Calendar button  

�

If there is no date entered when you select the calendar button the calendar will default to today’s date. 

If there is a date entered into the date field and you select the calendar it will default to the date entered. 

If you enter an invalid date it will default to today’s date. 

Once you have the correct date select Set Date to insert the date into ACE. 



 

Australian Institute for Primary Care, Victorian Evaluation Unit Navigating ACE - Page 20 


	�

	�

	�

	�
  6
�������$
�����6
�������$
�����6
�������$
�����6
�������$
������ ���

Function buttons perform an operation with the displayed record only. 

 

When entering information, whether in the database or in other modules such as “Modify Users”, or “Updating Codes”, 
you must be in the Add or Edit  function mode. 

Once you have finished entering the information, you must select either Save to keep the changes you have made or 
Cancel to not save any of the changes. 

You must decide to save or cancel before you are able to move onto another screen. 

You are able to print any of the screens by selecting the Print  button. 

The following screen will be displayed 

 

ACE will send a printout of the current screen to your default printer. 

To delete records, simply select the delete button. However, there are some records that are not able to be deleted. In 
these instances the delete button will be greyed out and not available for selection; for example, Client Registration. 
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To locate a client use the previous and next buttons to scroll through the client search list. This will save you having to 
go back to the search screen and re-entering your search criteria. 
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The Last Modified will show the name of the person who last modified the current screen record and the date of the 
modification. 
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You will notice that certain screens (‘Contacts”, “Events”, “Services” & “Notes” etc.) have tables to display 
information. For example, the contact table displays each contact recorded on a separate line, listing their contact name 
and their relationship to the client. 

 

Details of the selected contact are displayed on the right hand side of the screen. By default, the first person on the list 
will be highlighted. 
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Navigation buttons lead you to different data entry screens for the selected client’s data only. They are found on the 
right of most screens and will change as you access different screens. 
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Selecting the Menu button will take you back to the main menu screen. 
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Selecting the Search button will take you back to the Search screen. 
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Selecting the Exit Ace button allows you to instantly exit from the ACE program. 

 

The Menu, Search and Exit options are on every screen. 
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Selecting Registration allows you to return to the registration screen for the current client you are currently viewing. 
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The Back button is only available when viewing the different modules within a referral (i.e .Care or SCoTT).          
Selecting the Back button will take you back to the referral for the client you were viewing.  
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From the Menu options select Help 

Select What’s New 

 

Your computer will open the What’s New document as a Portable Document File (PDF), allowing you to either search 
the contents of the document or print the document for future reference. It is important that you read these Release 
Notes each time a new version of ACE is released to ensure you understand the features, fixes and enhancements that 
are included in the latest version. It also includes previous version information. 
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From the Menu options select Help 

Select User Manual 

 

Your computer will open the User Manual as a PDF, allowing you to either search the contents of the manual or print 
the document for future reference. This document has been compiled for double-sided printing. 
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Helpdesk staff may, from time to time, ask you questions about your ACE system. About ACE will show you the 
following details: 

·  What version number of ACE you have installed 

·  The program version release date 

·  The Victorian Evaluation Unit Contact Details 

From the Menu options select Help 

Select About ACE 

 

The following screen or similar will be displayed 
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An eACCR record created in ACE has a “status” associated with it.  This status value is updated by ACE, indicating 
progress through different stages of processing, from the start of assessment to acceptance into the DoHA payments 
system. 

Typically, the status will change in the following way: 
 

“Not for Review”   When an assessment record is first created in ACE it has a status of “Not for Review”.  
This means it does not yet have sufficient information to be submitted to a Delegate for 
review and approval. 

 
“Ready to Submit”   An eACCR that has all parts completed (including Part 6 in the ACE Care Screen), is 

“Ready to Submit”  to the Delegate for approval. 
 
“For Review”   An eACCR that has been submitted for delegation changes status to “For Review”. 
 
“Sent”   An eACCR that has been approved and sent by a Delegate has a status of “Sent”.  
 
“Held”   If the client’s details in ACE—Name, DOB—do not match the client details in 

Medicare, the status will change to “Held”  until Medicare staff have confirmed and 
successfully identified the client. 

 
 If the client has never been in care before their details will need to be manually entered 

into the payment system/s, until this is completed the status will change to “Held”.  
 

Some eACCRs may have approvals for both residential and community care. As these 
are processed by DoHA in two different systems, it is possible for an eACCR to be 
accepted by one system and “Held” in another system. In this case the eACCR will 
have a status of “Held”. 

 
“Accepted”   An eACCR that has been accepted into the DoHA payments system has a status of 

“Accepted”. 
 
“Rejected” An eACCR that has not been accepted into the DoHA payments system will have a 

status of “Rejected” . 

The status is displayed: 
·  Throughout each of the Referral screens 

 

·  The ACE ACCR Approval Screen 

 

·  The eDelegation Outstanding ACCR List 
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The edit access level determines whether an eACCR record can be edited or deleted. There are two levels of edit 
access. 
 

“Unlocked” ~  The record can be edited and deleted. 
 
“Locked” ~ The record cannot be edited or deleted 

Record locking is automatically controlled in ACE by the disabling of the Edit and Delete buttons when appropriate. 
Locking only applies to the ACCR and Approval Screens. It does not apply to the Registration Screen (a registration 
record may always be edited but never deleted). 

Locking ensures that the details of an assessment cannot be altered once a record has been submitted for delegation or 
accepted by the department. Delegates have access to an unlocking function that enables corrections to be made. 
 
The following examples illustrate how the status and edit access level of the eACCR change at different stages of the 
process: 
 
Example 1 
eACCR is approved by the delegate and is accepted by DoHA 
 

Process stage Edit access Status displayed 
1. Incomplete assessment Unlocked  Not for Review 
2. Complete assessment – no Part 6 Unlocked  Not for Review 
3. Complete assessment + Part 6 Unlocked  Ready to Submit 
4. Submitted successfully Locked For Review 
5. Approved and sent by delegate Locked  Sent 
6. Accepted by DoHA Locked  Accepted 

 
Example 2 
eACCR is not approved by the delegate 
 

Process stage Edit access Status displayed 
1. Incomplete assessment Unlocked  Not for Review 
2. Complete assessment – no Part 6 Unlocked  Not for Review 
3. Complete assessment + Part 6 Unlocked  Ready to Submit 
4. Submitted successfully Locked For Review 
5. Not approved by delegate Locked  Not Approved 
Not sent to DoHA   

 
Example 3 
Delegate requires change to eACCR 
 

Process stage Edit access Status displayed 
1. Incomplete assessment Unlocked  Not for Review 
2. Complete assessment – no Part 6 Unlocked  Not for Review 
3. Complete assessment + Part 6 Unlocked  Ready to Submit 
4. Submitted successfully Locked For Review 
5. Unlocked for correction by 
delegate 

Unlocked  Ready to Submit 

Not sent to DoHA   
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When an assessment record is submitted for eDelegation, ACE creates a “Unique Event ID”. (A Unique Event ID is 
used for every message that ACE sends to Medicare, such as ACCR events, update status requests and other 
communications. This Unique Event ID number is used to identify each individual communication (“event”) within 
ACE and between ACE and Medicare, and can be seen in the Outstanding ACCR list. It should not be confused with 
the Care Recipient IDs, which are explained below). 
 

 

 

A Unique Event ID number is used to identify each individual communication within ACE and between 
ACE and Medicare. 

 

+	)+	)+	)+	)  �������������(��������������������(��������������������(��������������������(�������� ���
A Care Recipient ID number is allocated by DoHA to a client when an ACCR is accepted into the Department’s 
payment system. Presently there are two numbers that a client may receive — one for Residential Care and one for 
Community Care. A client may only ever have one of each. These numbers are displayed in the Client Registration 
Screen. 

 

 



 

Australian Institute for Primary Care, Victorian Evaluation Unit New Concepts in ACE - Page 30 

Notes:  
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The Client Search allows you to: 

·  Check whether a client is on the database 

·  Add a new client to the database 

·  Look at existing client records 

·  Add and Edit client records 

 

The top section of this screen is the search area. You can search by seven fields or by any combination of these: 

·  Surname 

·  Given Name 

·  Second Name 

·  MRN: (Medical Record Number) 

·  SRN: (Computer generated Sequential Record Number) 

·  Usual Suburb 

·  DOB: (Date of Birth must be entered dd/mm/yyyy) 

If you are uncertain about the correct spelling of a client’s name, type in the first few letters of the name; this is 
effective as suffices will automatically be included. For example, if you search for BROWN then Browning and 
Brownlow will be displayed on the search results. If you search for Vi, then Victor, Vincent, Virginia, etc. will appear. 

Similarly, for a search by Usual suburb, Hea could return Healesville, Heathcote, Heathmont, etc. 

For example: 

Type S into the Surname field 
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Select the find button 

Or 

Select Enter  on your keyboard 

ACE will now locate all clients in the Database with a Surname starting with the letter S, as shown below. 

 

 

You can narrow down your search by entering additional information into the seven available search 
fields or by using any combination of these fields. 

 

Now type K into the suburb field 

Notice how the search has now been narrowed down to include only those clients with a surname starting with the letter 
S and suburb starting with the letter K . 
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Once you have located the client among your search results, you are able to select them. 

 

This can be done in any of three ways: 

Select the client with your mouse by clicking once. The client’s information will now be highlighted; you can now use 
the mouse to select the Select button. 

Or 

Select the client with your mouse by clicking once. The client’s information will now be highlighted; you can now use 
the keyboard to select enter. 

Or 

Select the client with your mouse by double clicking. 

 

This will then take you into the “Client Registration” screen (which we will look at in the next Chapter). 

 

If the client cannot be found you will receive the following error message: 

 

Click OK, and try a less specific search. If you are still unable to find the client, you may want to Add the client to the 
database. See Add New Client section. 
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Once you have entered your search criteria and have the results of the search listed, you can sort your records 
alphabetically or numerically, depending on the item. 

Using your mouse select the Given Name column heading to sort. 

Your client list is now sorted by the client’s first name in ascending order. If you select the Given Name column once 
more it will sort in descending order. 
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If you wish to start a new search you can clear all the search fields previously entered by selecting the Clear button. 

 

-	+-	+-	+-	+  ������2�������������2�������������2�������������2�������� ���
You can add a new client to the Database 

Select the Add New Client button 

The following screen may be displayed depending upon your configuration. 

 

Enter the client’s details and click Ok 

You must enter the client’s Surname, First Name and DOB. 
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This will take you into the Client Registration Screen, which shows the details you just entered. The Registration 
Screen contains basic identifying and demographic information about the client. We will cover Client Registration in 
greater detail in the next chapter. 

 

 

The items with BLUE labels are those that are included in the MDS v2 (Minimum Data Set version 2) 
and collected by the Evaluation Unit. 

 

At this point you can save the client information and return to it later or continue to add the client’s information. When 
saving, ACE will automatically allocate a unique Sequential Record Number (SRN) for the client. 

If you select Cancel instead of Save the client will not be registered. 

Before adding a new client it is essential to check that the client is not already in the database. Difficulties can arise as a 
result of pronunciation, nicknames or contraction of names. To ascertain if a client has already been registered, it is 
advisable to search the client’s name under various possibilities. A search on the client’s Date of Birth is also advisable. 

The following message will be displayed if you attempt to Add a client, and there is already a client registered with the 
same surname, first name and date of birth. 
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The bookmark option will display the last 15 client records that you have accessed previously, with the most recent 
listed first. 
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If you wish to return to the main menu screen select the Quit to Menu button. 
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We have already covered adding a new client. Now we will look at the Client Registration screen in more detail. Once 
you have selected the client from the Client Search you will now see the Client Registration Screen. 

The Client Registration Screen is also used when producing the ACCR PDF. It contains the details of page 1 of the 
ACCR. 

The items with BLUE labels are those that are included in the MDS v2 (Minimum Data Set v2) and collected by the 
Evaluation Unit. 
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MRN 
Medical Record Number is issued to a patient within the hospital system. 

Title 
Client’s Title 

Surname 
The client’s Surname 

First Name 
The client’s First Name 

Second Name 
The client’s Second Name 

First Name 
The clients First Name 

CRN 
Client Record Number 

SRN 
Sequential Record Number – A computer-generated number 

Registration Date 
The date on which the client was entered into the ACE Database 

DOB 
The client’s Date of Birth; if the client is under 65 years of age the field colour will change to aqua. If a person’s date of 
birth is unknown, estimate the person’s year of birth and record the date as 1 July (Centrelink Practice) of the estimated 
year. 

Estimate 
Is the client’s Date of Birth an estimated date? If Yes tick this box 

Sex 
The biological sex of the client 

Marital Status 
The current marital status of the person 

COB 
The country in which the person was born 

Main language 
The main language spoken at home 
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Second Language 
If the client identifies more than one language other than English, record (in addition to English) the language  spoken 
mode often at home 

Indigenous Status 
Whether or not the client identifies themselves as being of Aboriginal and/or Torres Strait Islander descent 

DVA Entitlement 
Whether the person is receiving a Department of Veterans’ Affairs entitlement, and the level of the entitlement held by 
the client 

DVA No 
Department of Veterans’ Affairs Card Number 

Resi Care ID 
The Residential Care ID number is allocated by DoHA to clients when an ACCR with Residential Care approval is 
accepted into the Departments payment system. 

Community Care ID 
The Community Care ID number is allocated by DoHA to clients when an ACCR with Community Care approval is 
accepted into the Departments payment system. 

Stat Linkage Key 
A Statistical Linkage Key is made up of attributes of the client, for example Name, SRN, Sex, DOB. It is used to link 
records together. 

/	�	�/	�	�/	�	�/	�	�  .�
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Usual Address 
Address where client usually resides 

Number, Street 
The client’s house number and street address 

State 
The client’s State of residence 

Suburb, Postcode 
The suburb list is dependant upon the selection made in State. If VIC is selected, the Suburb, Postcode list will be 
relevant to VIC. If NSW is selected, the list will contain only those suburbs of NSW. 

LGA 
Local Government Area 

Usual Phone 
The client’s usual contact phone number 

Contact Phone 
The client’s contact phone number 

Current Address different 
Tick this selection if the client’s current address is different to the usual place of residence. The Current Address section 
will now be available to edit. 

 



 

Australian Institute for Primary Care, Victorian Evaluation Unit Client Information - Page 40 

/	�	
/	�	
/	�	
/	�	
  �4�����4�����4�����4����� ���

 

Income 
The client’s main income source 

Interpreter 
Is an Interpreter required to communicate with the client? 

Pension No. 
The client’s pension number if applicable 

Medicare No. 
The client’s Medicare number 

Date of Death 
If the client has passed away, you will record the date of death here. The field colour will change to pink. 

GP 
Use the drop-down list to select the client’s GP. If the general practitioner is not listed, you will need to add them to the 
GP Database. See below 7.1.4. 

 

/	�	)/	�	)/	�	)/	�	)  ====������������������������������������������������������������������������������������� ���������������������������� ���
The ACE program enables you to maintain a database of general practitioners. 

 

Please note only those staff members with administrator access are able to Edit  or Add to the GP 
Database. 

 

 

Select the GP button 

The following screen will be displayed. From this screen you can View, Edit  or Add a new GP to the Database. 
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7.1.4.1 Edit GP 
To edit a GP, select the GP from the list of existing GPs on the left hand side, then select the Edit  button. 

 

You are now able to update the GP’s details 

 

 

Remember! Only staff members with Login access as Administrator are able to Edit or Add to the GP 
Database. 
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7.1.4.2 Add a GP 
To Add a GP select the Add button. 

You are now able to enter the new GP’s details 

 

The LMO ID number will be automatically set by ACE and cannot be amended. The LMO number will increment by 
one each time a new GP is added to the GP Database. 

7.1.4.3 Currently Practicing 

 

If you un-tick the Currently Practicing  check box you will no longer be able to select this GP from the drop-down list 

 

See how Sandra Aurora is no longer in the drop-down list as we un-ticked the currently practicing check box. 

Please note that by removing the tick you will remove the GP from any clients who had this GP selected. Therefore the 
selection for GP will be blank. This, in turn, will show up as missing data on the missing data report. 

7.1.4.4 Search for GP 

Select the Search for GP button. 

 

This will allow you to search the GP Database by surname 

Type Mc and click ok, this will now return all GPs with surname begging with Mc 
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7.1.4.5 Show All 
Selecting the Show All button will show you all available GPs in the Database 

 

7.1.4.6 Extract GP Database to Excel 

Selecting the Extract  button allows you to extract all the data from the GP database in ACE to a comma delimited file, 
which you can then convert into Microsoft Excel. This will be useful if you wish to print or view your GP Database to 
ensure it is up to date. You could also use this data in Excel for printing labels or to mail merge. 
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Select the Extract  button 

The following screen will advise you of the file name and the path of your extract. You will need to take note of these 
details to locate your file. ACE will extract the data in comma delimited format. 

 

Locate your file at C:\Program Files\ACE3\ 

You will now be able to open your GP Database in Microsoft Excel. Please note: any editing or sorting etc. that you 
have done in Excel will not be reflected in ACE. 

 

/	�	+/	�	+/	�	+/	�	+  ��������������������������������� ���

The Comments field is used for any general information you want to add in relation to this client. It may be as simple 
as ‘beware of the dog’ or as complicated as family conflicts. It is for internal use only as the comments you enter in 
here will not print anywhere. 
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The referral information you will see on the Client Registration screen is a snapshot of each of the client’s existing 
referrals. It gives you a quick glance at some of the details without having to go into each one. 

 

Episode 
The Episode number is a computer-generated number and will increment by one each time a new referral is entered for 
the client. The most recent referral will be listed at the top 

Referral Date 
Date on which the ACAS received the client’s referral for a comprehensive assessment (not the date in which you 
referred the client to a service) 

Case Manager 
This is the ACAS staff member who is managing the assessment of the client 

MDS 
The ACAP MDS is a client-centred data collection. Before 2003 Version 1 was collection. From 2003 onwards, teams 
began collecting Version 2 

End Date 
The date on which the comprehensive assessment of the client ended 

Approval Date 
The Approval Date 

Approval Type 
·  L: Low Residential Aged Care 

·  H: High Residential Aged Care 

·  RL: Respite Low Residential Aged Care 

·  RH: Respite High Residential Aged Care 

·  C: Community Aged Care Package (CACP) 

·  FE: Flexible Care (EACH) 

·  FD: Flexible Care (EACH Dementia) 

·  FT: Flexible Care (Transition Care) 

·  FO: Flexible Care (Other) 

Expiry Date 
The date the Approval is going to expire 

Care Closure 
The care coordination closure date is the date on which the care coordination closed 

To view or edit the data in the existing referral, double click the episode you wish to view. We will 
cover the referral in more detail in the next chapter. 
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Notes:  
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The Contact screen contains details about the contact people for the client. You are able to add as many Contacts as 
you wish. The contact name, their relationship and their decision-making authorities will be accessible in the 
Assessment Outcome Letter Template. Use of the Contacts screen is optional. 
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To add a new contact person simply select the Add button 

Name 
The full name of the contact person 

Relationship 
The relationship of the contact person to the client; you must make your selection from the drop-down list 

Phone (Home) 
The home phone number of the contact person 

Phone (Work) 
The work phone number of the contact person 

Mobile 
The mobile phone number of the contact person 

Address 1 
The first address line of the contact person 

Address 2 
The second address line of the contact person 

Email 
The email address of the contact person 

Order Number 
The order number begins at 0. This order number is also used in the SCoTT tool 

·  Order number 0 denotes the primary contact 
·  Order number 1 denotes the secondary contact 

Decision-making Authorities 
Please specify if the contact person has any decision making authorities in relation to the client. 

·  POA – Power of Attorney 
·  EPOA – Enduring Power of Attorney 
·  Administrator 
·  Enduring Power of Medical Attorney 
·  Enduring Guardian 
·  Guardian 

1	�  ���������4�����!���������
To edit the Contact person, simply highlight their name in the table and select the Edit  button. 

1	
  �����������4�����!���������
To delete an existing Contact person simply highlight their name in the table and select the Delete button. 

The following warning will be displayed 

 

Select Yes or No as appropriate 
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This screen is designed to record Events. An event is any “thing” that you want to record, to produce lists and/or 
statistics; for example, home visits, contacts, Case Conferences, Alerts, Forwarding the ACCR to a provider. Your 
team decides what Event types to use. You can add more Event types at any time through the Admin Menu option 
(Contact Helpdesk for more information on adding event types). A client can have any number of Event records, at 
any time. 

Use of Events is optional. If your team uses the Event screen, you should derive your own protocols so that your team 
uses them in a consistent manner. 

 

 

 

Remember you must select either Add or Edit  to make changes to the Events screen. 
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Notes:  
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The Services screen an administrative tool designed to assist with client tracking, case management and review. Use of 
the Services screen is optional. 

Based on the components and/or functions of your service, clients can be grouped by unit, case manager and program. 
Lists can be produced for any or a combination of these groupings. Your team decides what Programs to use. You can 
add more Programs at any time through the Admin Menu option (Contact Helpdesk for more information on adding 
Service Programs). 

A client can have any number of services, and concurrent services can be recorded. For example, a client can be 
recorded as being on the service of ACAT Case Management, and also be on the service of “Day Hospital” at the same 
time. 

 

 

 

Remember you must select either Add or Edit  to make changes to the Services screen. 
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Notes:  
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The Notes can be used to store a small amount of client information that does not relate to a Referral/Assessment, 
Service or Event. Use of Notes is optional. 

Your team decides what Note Types to use. You can add more Note Types at any time through the Admin Menu 
option (Contact Helpdesk for more information on adding note types). 

 

A client can have any number of Notes. 

 

 

 

Remember, you must either select Add or Edit  to make changes to the Notes screen. 
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Notes:  
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From the Client Registration screen select Add New Referral from the navigation bar on the right hand side of the 
screen. 

 

The following screen will be displayed: 

 

You are requested to add the Referral Date. Today’s date will be the default date which you can change; however, you 
cannot enter a date in the future. 

Click OK 

The following screen will now be displayed 
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You can save the referral  at this point, or — as you are already in edit mode — you can begin to enter the data of the 
assessment. 

At the very top of the screen you will see the client details, Surname, first name, SRN, MRN and the client’s age, you 
will also see the eACCR Status. 

 

Also at the top of the screen there are nine tabs in relation to the referral. These tabs are just like dividers in a folder and 
they each hold different information. They are named and show the question numbers to let you know what is in each 
section. If you select a tab from the back row the entire back row will move to be the new front row and the front row 
moves to become the back row. 
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Don’t forget, this user manual should be used in conjunction with the Aged Care Assessment Program 
Data Dictionary Version 1.0, the Aged Care Assessment Program Aged Care Client Record User Guide 
and the ACAP Minimum Data Set Version 2.0 Definitions and Coding Guidelines. 

 

 

Episode 
Refers to the episode number of the referral you are viewing or editing. Each additional new referral will increment by 
one. 

Include in MDS 
This option allows you to choose whether to include this client’s data in the Minimum Data Set, which is extracted and 
sent to the evaluation unit on a quarterly basis. The default is yes. One of the reasons you would untick this option if 
you have clients on the database that you use as training clients or test clients; for example, Mini Mouse or Donald 
Duck. 
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1. Referral Date 
The Date on which the Aged Care Assessment Team received the client’s referral for a comprehensive assessment 

14. Usual Accommodation 
What type of accommodation setting does the client usually live in? 
Select the code and definition from the drop-down list. 
If you select code 13, Other, you will be prompted to give a description for other. If you fail to give a description you 
will receive the following warning message. 

 

You can continue to save without supplying the information; however, you will continue to receive this warning 
message every time you want to save this referral. 

Note: If you select that the client usually lives in Residential Care, ACE will automatically set the following questions 
to Not Applicable, Q15, Q20, Q21, Q22, Q24 and Q27 and items 8, 9 and 10 on Q23 will be greyed out.  

15. Living Arrangements 
Does the client live with other related or unrelated persons? 
Select the code and definition from the drop-down list. 

16. Priority Category 
The length of time within which the client needs contact of a clinical nature (i.e., non-administrative) by an ACAT, 
based on the urgency of the person’s need as assessed by the ACAT team at referral. 
Select the code and definition from the drop down list. 

17. First Intervention Date 
The first date that contact of a clinical nature (i.e., non-administrative) is made between an ACAT member and the 
person, their carer, a service provider or a clinician in response to the person’s referral for a comprehensive assessment. 

18. Face-to-face Contact Date 
The date on which one or more members of and ACAT first has face-to-face contact with the person for the purpose of 
a comprehensive assessment, in response to a particular referral. 

19. Face-to-face Contact Setting 
The setting of the first face-to-face contact between the person and an ACAT team member. 
Select the code and or description from the drop-down list. If you select a specific hospital ACE will map the tick to 
appear in either the ‘Hospital Acute’ or ‘Other hospital inpatient setting’ on the PDF. 

20. Carer Availability 
Whether someone, such as a family member, friend or neighbour (not paid or volunteer carers organised by formal 
services) has been identified as providing regular and sustained care and assistance to the client without payment other 
than a pension or benefit. 
Select the code and/or description from the drop-down list. 

21. Carer Co-residency 
Whether or not the carer lives with the person for whom they care. 
Select from the drop down list. 

22. Relationship of carer to client 
The relationship of the carer or carers to the person for whom they care 
Select from the drop-down list. 

 
Did you know ACE will self-populate questions for you depending upon your answers; for example, if 
you select Residential Care as the client’s usual accommodation. ACE will automatically enter Not 
Applicable for all other questions in relation to to this answer. 
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Unit 
Your Aged Care Assessment Team may break down the team into different units; you may select your unit from the 
drop-down list. 

ACAT 
Select your ACAT name from the drop-down list. 

Referral Reason 
Select the Referral Reason from the drop-down list. 

Referral Source 
Select the Referral Reason from the drop-down list. 

Case Coordinator 
Select the name of the Case Coordinator from the drop-down list. 

Additional Clinicians 
If there was more than one clinician at the face-to-face meeting with the client, record the additional clinician here. 

Select the clinician’s name from the drop-down list 

 

Select the Add Clinician  button this will place the clinician’s name into the right hand side of the screen. 

 

If you wish to remove the clinician’s name simply double click on their name. 



 

Australian Institute for Primary Care, Victorian Evaluation Unit Referral - Page 60 

��	�	���	�	���	�	���	�	�  ����#������>:
���������
�����+?����#������>:
���������
�����+?����#������>:
���������
�����+?����#������>:
���������
�����+?� ���

 

23. Activity limitations 
Does the client need the help or supervision of another individual at the time of assessment? Make your selection/s by 
ticking the appropriate boxes. 

24. Current Source of Assistance 
Does the client use the help or supervision of another individual at the time of assessment? Formal (agencies), 
Informal (family members, friends or neighbours etc.) or both. Make your selection/s by ticking the appropriate boxes. 

25. Recommended Assistance 
With which activities would you recommend the client receives assistance from formal services? Make your selection/s 
by ticking the appropriate boxes. 
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26. Government Support/Assistance currently received 
Does the client currently receive support or assistance from major national government-funded care programs at the 
time of their comprehensive assessment? Make your selection/s by ticking the appropriate boxes. 

27. Residential/Community Respite Received 
Has the client or their carer used residential or community-based respite care in the last 12 months? Make your 
selection/s by ticking the appropriate boxes. 
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28. Diagnosed Diseases or Disorders 
 
Codes and Pre-defined Descriptions 
Does the client have any diagnosed diseases or disorders that have an impact on their need for assistance with activities 
of daily living and social participation? 

Select the diagnosed disease or disorder that has the greatest impact first, as item number 1. This will identify the 
primary health condition on the printed ACCR. Continue with selecting health conditions if required. Ten fields are 
available for identifying health conditions. 
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Alternative Descriptions 
Once you have selected the diagnosed diseases or disorders the description (without the code) will automatically 
populate the alternative description. In ACE version 3.8.0 we have made it possible for you to amend the description 
to your own words/definition if you wish to. ACE uses the wording in the Alternative Description to populate the 
printed ACCR and into the Assessment Outcome Report. 

 

Printed ACCR 

 

Printed Care Plan Letter 

 

 

Note: the Commonwealth will only receive the four-digit code number, not the description. 
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29. Government Support Recommended 
What government funded care program(s) are recommended as the source of assistance for this client? Make your 
selection/s by ticking the appropriate boxes. 

30. Respite Recommended 
What respite care has been recommended for this client or their carers? Make your selection/s by ticking the appropriate 
boxes. 

31. Recommended Long-term Care 
What living environment is most appropriate for long-term care needs?  

Note: If you select Residential Care as the recommended place to live then ACE will set the following questions to Not 
Applicable Q25 and Q30. If you have already entered other data in these questions other than Not Applicable you will 
be advised by a warning. 

 

32. Reason for Ending Assessment 
What is the reason for ending the client’s comprehensive assessment? Only use other reason for incomplete 
assessments where all other codes are not applicable. If using other the reason for ending the assessment must be 
specified. 

33. Assessment End Date 
What was the date on which the comprehensive assessment of the client ended? The assessment end date must be on or 
after the Referral Date, First Intervention Date and the Face-to-face Contact Date. 
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34. Assessor Profession 
What are the professions of all Aged Care Assessment Team members and non-team members who participated in the 
client’s comprehensive assessment via extensive consultation or discussion of the client’s situation, condition or care 
needs, which contributed to the client’s care plan?  

Note: Unless the Delegate was included in the Assessment they should not have their profession listed. 

Select the professional category from the drop-down list 

 

Select Add Assessor Prof this will place the professional category into the right hand side of the screen. 

 

If you wish to remove the professional category simply double click on the Assessor Profession to remove it. 
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Part 5 provides information and guidance for service providers. Although information provided in Part 5 of the ACCR 
is not part of the MDS at present, it is important that any conditions or problems are recorded here. The information 
recorded in the text fields for each of these questions populates into the Care Plan Letter. 

 

35. Cognitive, behaviour and psychological aspects 
The information should represent the client’s usual cognitive status in relation to the usual accommodation setting. In 
addition to the categorised coded information, record any strategies (formal and informal) that are in place to manage 
these behaviours, including any that may have been coded in question 24 and 26. The text field is limited to 200 
characters. 

36. Nutrition 
The information should represent the client’s usual nutrition status in relation to the usual accommodation setting. In 
addition to the categorised coded information, record any comments or special dietary needs or allergies to any foods. 
The text field is limited to 200 characters. 

37. Continence 
The information should represent the client’s usual continence status in relation to the usual accommodation setting. If 
continence aids/pads are used, provide details. If a person is incontinent and this impacts on their activities of daily 
living and social participation, record this under question 28 as well (health condition). The text field is limited to 100 
characters. 

38. Functional and activity profile 
The information should represent the client’s usual functional and activity status in relation to the usual accommodation 
setting. This field is limited to 500 characters. 
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39. Communication/Sensory 
The information should represent the client’s usual cognitive status in relation to the usual accommodation setting. Tick 
if applicable. 

40. Allied Health/Therapy Requirements 
What are the requirements of the client for allied health/therapy treatments? This text field is limited to 200 characters. 

42. Assessment Summary and Comments 
Provide information on the reason for the care plan and information on the particular needs of the client. This question 
is a key guide for service providers so you can also use this question to provide further comments that may be helpful to 
service providers and any information regarding your rationale for the care recommendations. 

User Defined Fields 
User defined fields are available for your own specific use. They enable you to capture any additional information that 
is not already listed in ACE; for example, you may want to capture if a client is using or not using a Personal Alarm. 

 

To find out more information regarding User Defined Fields and how to edit them, please contact the ACE Helpdesk. 

That completes entering in referral data for the ACCR. Once you have finished entering the information, you must 
select either Save to keep the changes you have made or Cancel to not save any of the changes. 

 

Note: You are only able to enter a new referral when all previous referrals are complete. 
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Care Coordination 
Have you had any correspondence or follow-up with the client, family members or facilities either in person or over the 
phone after the face-to-face assessment has occurred? 

Closure Date: Enter the date Care Coordination ceased. The closure date must be on or after the 
assessment end date. 

Level 1: Level 1 Care Coordination is aimed at monitoring care plan implementation, and would 
typically be undertaken for clients who need help to access services. This may be because 
either the client or their carer would have difficulty negotiating the services system without 
the help of the ACAS. Normally, Level 1 care coordination would occur less than once a 
week. 

Level 2: Level 2 Care Coordination is about helping clients who have complex needs or who are in 
an unstable or dangerous situation and who require monitoring or active assistance from an 
ACAS staff member. Level 2 care coordination would usually require some action from the 
ACAS staff member more than once a week. 
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From the Client Registration screen double click the existing referral you wish to edit. 

 

In this example I will double click on the existing Episode number 3. 

The following screen will be displayed. I can tell I am viewing episode number 3 by the episode number shown in the 
top left hand corner. 

 

To edit the data simply select the Edit  button. 
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Now that you have selected Edit notice how the screen has become active. You are now able to edit the data for the 
ACCR. 

 

 

Note: You are not able to navigate to a different area of ACE when you are in edit mode. 

 

That completes editing data for the existing episode ACCR. Once you have finished editing/entering the information, 
you must select either save to keep the changes you have made or cancel to not save any of these changes. 
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From the Client Registration screen double click the existing referral you wish to Delete. 

 

In this example I will double click on the existing Episode number 2. 

The following screen will be displayed. I can tell I am viewing Episode number 2 by the episode number in the top left 
hand corner. 

 

To delete the episode simply select the Delete button. 
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The following screen will be displayed. 

 

Select Yes or No as appropriate. 

 

Warning: Please note that this will permanently delete the referral along with the Assessment Outcome 
Letter and any approvals. You will be unable to retrieve this information once it has been deleted. 

 

 

.
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Once you have entered the Referral Data you are now ready to enter the recommended Approval Data. 
Select the Approval  button 

 

The following screen will be displayed 
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To add the recommended Approval Data select the Add button. 

Now that you have selected Add notice how the screen has become active, you are now able to add the data for the 
approval. 

Emergency Approval? 
Have you approved the client to receive emergency care? 

 

Date care started 
If the client is approved for emergency care please enter the date the emergency care started. 

Reason 
If the client is approved for emergency care please enter the reason for emergency care. 

Applicant Informed? 
Have you informed the client that by signing this form they are applying for care and thereby agreeing to an assessment 
by an ACAS to determine eligibility? The signing of this form also allows for the use and disclosure of information 
collected as part of the assessment process, as set out the Use and Disclosure statement. 

Signed by other? 
If someone else signed on the client’s behalf please tick this box. 

Reason 
If someone else signed on the client’s behalf please enter the reason why the client was unable to sign the ACCR. 

Name 
If someone else signed on the client’s behalf please enter their name. 

Relationship 
If someone else signed on the client’s behalf please select their relationship to the client. 

Address 
If someone else signed on the client’s behalf please enter their address. 

Phone 
If someone else signed on the client’s behalf please enter their phone number. 

Decision-Making Authorities 
If someone else signed on the client’s behalf please enter their Decision-Making Authorities if applicable. 

Type of Care Request 
Please select the Types of Care the client is requesting. 

Residential Care 
If you are approving the client to receive Residential Care please indicate the Care Level and the Kind of Care 
(optional). Please only indicate the date the approval ceases if the approval is to last less than 12 months. 

Respite Residential Care 
If you are approving the client to receive Respite Residential Care please indicate the Care Level and the Kind of Care 
(optional). Please only indicate the date the approval ceases if the approval is to last less than 12 months. 

Community Care 
If you are approving the client to receive Community Care please tick this box. Please only indicate the date the 
approval ceases if the approval is to last less than 12 months. 
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Flexible Care 
If you are approving the client to receive Flexible Care please indicate the types of Flexible Care by ticking the 
appropriate boxes, EACH, EACH – Dementia, Transition Care or Other – specify. Please only indicate the date the 
approval ceases if the approval is to last less than 12 months. 

Delegate Info 
The Delegate Name, Delegation Date and Expiry Date will be automatically populated once the ACCR is delegated in 
the eDelegation program. 

 

Approval Date 

 

Expiry Date 
If you have limited the client’s approval to a specified period, ACE will automatically generate the Expiry Date to the 
date you have specified. If no such period is specified ACE will automatically generate the Expiry Date of 12 months 
starting on the day after the approval was given. If you are not approving Care the Expiry Date will not be generated. 

 

NOT Approved 
If the Delegate is not approving the recommended care they will select this box within the eDelegation program. 

 

When the Delegate selects Not Approved the following message will be displayed. Select Yes or No as appropriate. 
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Once your assessment is complete and saved including the Approval screen the status of the ACCR will change to 
“Ready to Submit”. 

Clicking on the Submit button starts the process of listing the record for eDelegation 

 

Some minimum requirements must be met before you are able to submit the record for eDelegation; for example: 

1. You must select who the Case Coordinator is on the Referral screen. 

2. There must be some form of text in Q42, The Assessment Summary and Comments, on the Additional 
information screen. 

3. You must specify the Date the applicant signed 

4. You must specify you have Informed the Applicant 

One following, or similar, message will be displayed if some items are missing 

 

If this is the case, enter the missing data and save before clicking Submit again 

If the ACCR does not pass validation you will receive an error message, an example is shown below. 

 

If the ACCR passes validation a Unique Event ID will be displayed, and the status will change to “For Review”. 
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The eACCR will then appear on the Delegation List (only accessible to Delegates), this list can be viewed by general 
users via the Delegation Report. 
 
Once submitted, the record is then locked 
 
It cannot be edited or deleted unless unlocked by a Delegate 
 
 
 

There are certain things that the Medicare website will not accept. 

Symbols 

Please do not use any symbols in ACE such as the ½ symbol (a 1/2 symbol can change automatically 
in Microsoft Word), bullet points or a é as in Café. If you type or copy symbols into ACE the 
Medicare Website will not accept the ACCR. 

�
	
�
	
�
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To edit the Approval Data simply select the Edit  button. 
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To delete an existing Approval Data simply select the Delete button. 

 

The following screen will be shown 

 

Select Yes or No as appropriate. 
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Notes:  
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You can view or print the ACCR at any time. 

From within the referral select the Preview ACCR button. 

The following screen will be displayed 

 

The ACCR data from within ACE will be outputted to another program Adobe Acrobat in PDF (Portable Document 
Format) format. 

Sections 1 – 4 Only 
This will only allow you to view or print the data for Part 1 to Part 4 of the ACCR only. You will not see the data for 
Parts 5 and 6 of the ACCR. 

Complete 
This will only allow you to view or print all the data. 

Blank Form 
This will allow you to view or print a blank ACCR form. 

Select View 

The following screen will be displayed 
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Did you know that if you select the preview ACCR button from within the Client Registration screen 
only the client’s registration data will be visible on the PDF? To view your data ensure you are viewing 
the referral before selecting the preview ACCR button. 

 

Scroll down by using the scroll bars on the side 

 

 

Notice how your data has now been placed into the ACCR 

 

If you locate any errors on the PDF you will need to close the file return to ACE to make the corrections, 
then view the PDF again. Note: any changes you make directly on the PDF will NOT be reflected back in 
ACE. 

 

 

Did you also know you can use the space bar to enter more characters onto the PDF? This will assist 
if you wish to reduce the font size of text in the Health Conditions section. 
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You can print the ACCR directly from the output screen. However, we would always recommend viewing the ACCR 
prior to printing. 

 

Or 

From within the PDF 

Select View 

There are two ways to print the ACCR 

Select the Print  button 

 

Or 

Select File, Print 

 

You will be prompted to select your printer, print range and number of pages etc. 
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Notes:  
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The Assessment Outcome Report is designed to generate a letter about a particular client’s care plan. This is designed 
to alleviate a certain amount of double data entry as ACE will auto-populate the letter using the data you have already 
entered. 

 

Note: There can only be one Assessment Outcome Letter per referral. 

 

From within the referral select the Care Plan Letter Tab 

 

The following screen will be displayed 
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Select Add 

Now that you have selected Add, ACE has automatically populated the Care Plan template. The fields that have been 

populated are Health Condition, Cognition, Continence, Functional and Activity Profile and Q42. 

 

Note: you can change these details if desired by retyping them. 

 

 

Contacts 
You are now able to add all the other relevant information. 

The contact people from the contact screen are displayed at the top left of the screen. 

 

You are able to specify one person as the Carer and one person as the Contact. The same person can be both the Carer 
and the Contact. 

Select the contact’s name then select either the Carer or Contact buttons as applicable. 
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If you make the wrong selection simply click Clear. 

Dist List 
Please enter details about those who will be sent this letter. 

Referred by 
Please enter the details about those who referred the client. 

Present at assess. 
Please enter the details of those who were in attendance at the time the assessment was completed. 

Further Recomms 
Please enter any further recommendations. If this field is left blank, the default text in the letter will be “No 
recommendations made”. 

Social History 
Please enter the details of the client’s social history. If this field is left blank then the default text in the letter will be 
“No changes since previous assessment”. 

Current Services 

Please enter the details of the client’s current services. If this field is left blank then the default text in the letter will be 
“No formal services”. 

Health Condition 
ACE has automatically populated the Health Condition field with the information you have entered in the referral 
(Q28). Health Conditions are listed here with the Alternative description only and not the Health Condition Code. You 
can type additional information in here if you wish to. 

Cognition 
ACE has automatically populated the Cognition field with the information you have entered in the referral (Q35 
Comments). You can type additional information here. If this field is left blank, the default text in the letter will be “No 
Cognition issues identified”. 

Continence 
ACE has automatically populated the Continence field with the information you have entered in the referral (Q37 
Comments). You can type additional information here if you wish to. 

Func. & Act Prof 
ACE has automatically populated the Functional and Activity profile field with the information you have entered in the 
referral (Q36 Comments & Q38 Comments). You can type additional information here if you wish to. 

Medications 
Please enter the details of the client’s Medication’s here. If this field is left blank, the default text in the letter will be 
“Managing independently”. 

Q42 
ACE has automatically populated the Q42 field with the information you have entered in the referral (Q42). You can 
type additional information here if you wish to. 

Comments 
Please enter additional comments of the client’s assessment here. 
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Presenting Issues 
There are two different types of letters — short and long.  You can request a long care plan letter by ticking the 
Presenting Issues box. 

 

Short Letter: Care Plan – outlining recommendations and approvals. 

Long Letter: Assessment Summary – outlining recommendations, approvals and assessment details. 
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Once you have entered all the relevant details into the Care Plan Letter Template 

 

Simply select the Save button. 
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You can edit the Assessment Outcome Report Data at any time. Simply select the Edit  button. 

 

The following window will be displayed 

 

YES: ACE will auto-populate Health Condition, Continence, Functional and Activity Profile and 
Q42 using the data that you have previously entered into the referral. This will override 
any information that already exists in the Care Plan Letter Template. 

NO: ACE will retain the existing information in these fields. 

 

 

If you make the wrong decision, simply select the Cancel button at the bottom of the Care Plan template. 
This will undo the update and put all your details back to where they were. 
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To delete an existing Assessment Outcome Report simply select the Delete button. 

 

The following screen will be displayed 

 

Select Yes or No as appropriate. 
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To view the Assessment Outcome Report select the Care Plan button. 
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The following screen will be displayed 

 

You will be able to see that all the details you had in the Care Plan Letter Template have now been produced in letter 
format. 

Scroll down by using the scroll bars on the side 

 

If there is more than one page you can move through the pages by using the arrow buttons. 

 

The search icon  will allow you to search for text in the letter. 

 

Simply type in the text you are searching for and select Find Next. 

You can change the page view by selecting the page view percentage. 
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You can remove the side preview pane by deselecting the toggle tree icon. 
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You can print the Assessment Outcome Report by selecting the print  button 

 

The following screen will be displayed 

 

The printer is automatically set to your default printer and you are prompted to select the print range and the number of 
copies. 

Select Ok to print the letter. 

Select Cancel to be returned to the letter without printing. 
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ACE has the facility to export the Assessment Outcome Report to Acrobat format (PDF). This will allow you to send 
the letter electronically by attaching the PDF to an email. You should check to see if you have secure email before 
doing this. 

Select the Export Button  

 

The following screen will be displayed. 

 

Ensure Acrobat Format (PDF) is selected at the Export Format. 

Ensure Application is the selected as the Destination. 

 

Select Ok 

The following screen will be displayed 

 

Select which pages you wish to export to PDF. 

Your Adobe Acrobat Application will now open and the first page of the Assessment Outcome Report will be in view. 
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You now have the option to save this as a PDF file that can be attached to an email. 

 

 

 

You should check to see if you have secure email before sending data electronically. 
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This option allows non-delegates to see a list of ACCR’s that are currently on the Delegation List. It also shows 
ACCR’s on the Outstanding List, and this list will also show which ACCR’s have been unlocked awaiting correction. 

 

When you select the eDelegation from the Main Menu screen you will be give two options 

 

·  Run eDelegation 

·  Delegation Report (see eDelegation Reports and Statistics) 

Select Delegation Report 
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The following screen will be displayed 

 

From this screen you can select to Print the Delegation List or Print the Outstanding List 
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The Delegation list shows all ACCRs submitted for delegation but not yet approved. The list can be sorted by any of the 
five columns, by clicking on the column heading at the top. 
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Assessments that have been approved and sent to Medicare by the Delegate, but not yet accepted by DoHA, are shown 
in the Outstanding List. This list is also shown in the Delegation Report. 
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If a delegate wishes some changes to be made to the ACCR, the Unlock for Correction button will unlock the record 
for editing in ACE. This will cause the record to be removed from the delegation list; it will not be sent to Medicare. 
The status displayed in ACE will change back to “Ready to Submit”. It can then be modified and resubmitted. If an 
ACCR is unlocked for correction it will be displayed on the Delegation Report. 

This procedure is used for making any changes, from spelling mistakes to the service approvals recommended in the 
ACCR prior to sending it to Medicare. An ACCR can be submitted and unlocked for correction as many times as 
necessary. 
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From the eDelegation Main Menu screen select View Outstanding List 

The View Outstanding List is accessible to all users 

Assessments that have been approved and sent to Medicare by the Delegate, but not yet accepted by DoHA, are shown 
in the Outstanding List. This list is also shown in the Delegation Report. 

 

The following screen will be displayed 
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Selecting the Update Status button allows the user to update the status of eACCRs by checking with Medicare. This is 
commonly known as a “GAS Event” (Get ACCR Status Event). The Update Status Request should be sent whenever 
the ACAS requires an up-to-date view of the current processing status of eACCRs. As processing “Acceptance” of 
eACCRs occurs overnight, it is advisable to click on the Update Status button every morning. The eACCR Status 
Report shown below may be viewed and printed. 

 

The status of the eACCR will change when the eACCR is “Accepted” by DoHA; this process occurs 
overnight. 

 

Once you have selected to run the Update Status, a prompt will allow you to see the eACCR Status Report, example 
shown below 

  

�-	�	��-	�	��-	�	��-	�	�  �������� ����������� ����������� ����������� ���� ���

The Refresh List button is used to update the Outstanding List. It will refresh the screen and display any assessments 
that have been submitted and approved after the user displayed this screen.  
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Below the outstanding list is the Rejection List. This includes eACCRs that have been processed by Medicare and 
DoHA but have a status of “Rejected” or have an error that needs to be corrected before the eACCR can be accepted. 
These are highlighted in red, and must be individually unlocked for correction by a delegate. (For more information on 
Rejection List also see 16.2.5 Rollback.) 
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The ACCR Processing Information box shows any available information about the current processing stage of the 
eACCR. For example, this will indicate that an eACCR has been accepted by one system, while “held” in another, or it 
may show the status is “BP” (Being Processed). 
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In the event that a correction is rejected by DoHA, the ACCR stored in ACE will need to be returned to its prior state so 
that the records in ACE are the same as those held by DoHA. This is called a rollback. 

Victoria is not using this function at this time. Please do not select the Rollback button. 
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For more information on eDelegation for Delegates, please see “eACCR User Guide for Delegates” 
User Manual. 
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ACE Mobile is software that allows you to download client information from the main office database to a 
laptop/tablet computer. You are then able to take that client information with you into the field. This allows you to add 
or edit the data when visiting the client. When you return to the office you will upload the data to the main database; 
this will transfer all data, including the changes you made, back into the main database. 
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When accessing ACE in the field you need to login to ACE using the Field mode. ACE Mobile performs the same 
functions as the office version of ACE but accesses the local database only (the data you downloaded). 

The following rules will apply to the data in the local database: 

·  Records cannot be deleted – the ‘Delete’ button on each screen will be disabled. 

·  Any changes made to the data in the local database will be considered to be the latest and so will 
automatically override the data in the main server when you return to the office to upload the data. 

·  The following menus are disabled: Admin, Utilities, Reports and Statistics. 

·  The Reports and Statistics options in the middle of the screen are disabled. 

·  Mobile version cannot generate SCoTT forms. 
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Use your laptop/tablet to log in to ACE. You will see that the Login screen looks slightly different. 

There is an additional login option called “Mode” with two radio buttons “Office Mode” and “Field Mode”. 

 

For users who never leave the office these options can be removed by contacting the ACE Helpdesk. 
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Logging into “Office Mode”  will allow the user to transfer clients from the main server database to the local database 
on the laptop/tablet/tablet. 
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Logging into “Field Mode”  will allow the user to view and edit only those clients who have been transferred to the 
local database. 
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Using your laptop/tablet log in to ACE Office Mode using your usual User name and Password 

 

Note: All information pertaining to the client, referral, care, care coordination, contacts, events, services, 
wait list etc. will be downloaded 

 

 

Ensure Office Mode is selected 

 

Use the Client Search screen to locate your client and ensure they are highlighted 

Select Transfer to Mobile 

 

The following screen will be displayed 
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ACE will download the selected client data showing the progression of the download and the current section on the 
progress bar. 

 

Downloading is unlimited so you can download as many clients as necessary; however, they can only be downloaded 
one at a time. 

Each client downloaded is effectively ‘locked’ on the main server; the information can be viewed by others but they 
will be unable to edit it. 

If you attempt to edit a client who has been downloaded you will see the following message 

 

If you attempt to download a client who has already been downloaded (by yourself or someone else) you will see the 
following or similar message 
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Be sure to download all relevant client information before leaving the office. 

To view which clients you have downloaded 

Select Database, View Downloaded Clients 

 

This will provide a list of clients who have been downloaded from the main server database to the local database on the 
laptop/tablet, as shown below. 

�
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If this is the first client being downloaded, or if the local database is out of sync with the main server database, a 
message will appear stating that the local database needs to be ‘primed’ . This means the reference information in the 
main database (the tables containing the case managers, codes, suburbs, delegates, error messages, GPs etc.) is different 
to that on the local database and needs to copied from the main server to the local database. 

 

ACE will copy over the required files and once finished will allow the user to download the client information. 

Every time you begin to download a client, ACE will check to see if any new codes have been added; new case 
managers or new GPs etc. If so, ACE will prime the local database automatically. 
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Once out in the field, select Login using your usual user name and password; select Field Mode. 

 

If you attempt to login to the Office Mode in the field you will receive an error message, which will be similar to the 
one shown below (it is basically telling you that you are not connected to the server). 

 

Log in to Field Mode 

 

ACE will access the local database only. This means you will only have access to the clients you downloaded when 
you were in the office. 
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An extra feature only available in field mode is the ability to display all clients available in the local database. 

Selecting Find All  will display all clients who have been downloaded onto the local database. 
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Another option only available in field mode is the ability to backup the local database. This option is available on the 
Admin menu – ‘Backup DB”. Users have the option to backup the local database to any location including a removable 
device such as a USB stick. 
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ACE will automatically upload the data from the local database once you return to the office, dock your laptop/tablet 
and log in to Office Mode. 

Use your laptop/tablet Login into ACE Office Mode with your usual User name and Password 

Ensure Office Mode is selected 

 

The following message will be displayed 
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The ‘Current action’  tells you Uploading is in progress. 

All pre-existing data in the local version will be moved back to the main server and will replace the data there. Any new 
records created, events, new referrals, and new wait list records will be added to the main server and the local database 
will be emptied. 

Unlike the download process, there is no need to upload each client individually — all clients will be uploaded together 
at the same time. 

Until the upload occurs, the downloaded client records will remain locked in the main server. In the event of a 
laptop/tablet being lost or stolen and no backup available, the administrator of ACE will have the ability to ‘unlock’  the 
client. Having unlocked a client, the data will not be able to be uploaded from the mobile device. 

 

For added security: Behind the scenes the local database will be password protected. This will add to any 
security the laptop may contain and this password is only available through the ACE Helpdesk. 
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This chapter is written to provide you with hints and tips for using ACE with your tablet. Please refer to your tablet 
instruction manual for full details on using your tablet. 
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In general, a tablet PC is a wireless personal computer that allows a user to take notes using natural handwriting  
with a stylus (pen) on a touch screen. Tablet PCs generally have a display that rotates 180 degrees and can be folded 
down over the keyboard. 
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·  The screen is only sensitive to the stylus pen so you are able to rest your hand on the screen for ease of use 

with the Input Panels. 

·  When in tablet mode you may want to change the orientation of the screen from portrait to landscape or 
vice versa for ease of viewing (see your instruction manual on how to do this as this function will vary 
depending on the brand of tablet you are using). 

·  Clean the screen using only a warm damp cloth. 

·  When in laptop mode you can use a combination of pen and keyboard. 
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You can use the pen on your tablet as an electronic writing implement to select items and to navigate through menu 
options and programs for which you otherwise use a mouse. ACE also supports handwriting recognition allowing you 
to write characters directly on the screen using the pen and the Input Panels. 

 

 

Fully Open display Rotating the display Display in tablet mode 
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·  The screen will react with your pen when the pen is held approx 2cm from the screen 

·  Only use the stylus pen provided with your laptop 

·  Left click – touch the object you wish to select and then lift the pen tip immediately 

·  Right click – touch the screen for a couple of seconds until the right mouse icon appears at the tip 

·  Double clicking – touch the item twice, and then immediately remove the pen tip 

·  We recommend using the keyboard in laptop mode to login to ACE before changing to tablet mode or using 
the character pad or on-screen keyboard, as the dictionary in the on-screen writing pad can sometimes have 
difficulty in recognising username and passwords 

·  You are able to change the pressure sensitivity of the pen. This is generally done in the Control Panel (see 
your manual for further instructions). 
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The on-screen Input Panel offers three entry modes — a writing pad, character pad and a keyboard. 

To open the on-screen Input Panel tap the floating Tablet PC Input Panel icon. The icon appears automatically when 
you rest the pen near the field you want to complete, such as the surname field in client search. 
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You can enter text by using ink in the writing pad . As you write, Input Panel expands to accommodate more text as 
needed. 

 

 

 

 

Did you know you can use the stylus pen to scribble out a word if it is wrong. Simply scribble the word 
out and it will dissapear. 
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The character pad also converts your ink to text so that it can be inserted, but you use it to enter one letter at a time. 
The character pad is particularly useful when you need the highest levels of accuracy, for example, when you are 
entering a username and password. The characters you enter into the character pad are immediately converted to text, 
so you can spot and fix any errors immediately. 

 

 

 

�1	+	
�1	+	
�1	+	
�1	+	
  '�'�'� '�� ����������*�0������������*�0������������*�0������������*�0������ ���
Use the on-screen keyboard when you don't want to use ink but you do want to use the pen. Simply tap the letters on 
the keyboard to form words. Input Panel enters the text directly in the field or at the insertion point of the active 
program (ACE). The on-screen keyboard is especially useful for entering small amounts of text. 
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You can customise Input  Panel based on your personal preferences, such as inserting text automatically, changing the 
ink thickness, and defining the amount of space between the lines in the writing area. 
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