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Introduction to the APCC Web Portal 

The web portal is a new way to communicate with the APCC Program. It will simplify Program 

reporting tasks (including monthly data uploads and PDSAs), allow greater access to Program 

resources, and save you time. You will also be able to view health service results in various reports. 

For the purpose of this guide we have used Windows Internet Explorer 7. The web portal can be 

viewed using other browsers, however there are known issues when using Mozilla Firefox. Please 

refer to the Installing IE Tab and Web Portal Using 
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Logging on to the Web Portal 

To access the web portal please follow the web address below. 

https://portal.improve.org.au/programs/APCC/dashboard/Pages/default.aspx  

 

 

 

You will be prompted to enter your username and password (this is provided to you in a welcome 

email sent from the Improvement Foundation titled APCC web portal: Your personal login). You 

must ensure that the improve\ is included as part of your username. Your username is not affected 

by the use of lower case or capital letters; however your password is case sensitive so it must be 

entered as it appears on your welcome email. 

 

 

 

 

 

 

 

https://portal.improve.org.au/programs/APCC/dashboard/Pages/default.aspx
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You will then be redirected to the web portal Dashboard. 

 

 

 

The Dashboard is the homepage for the APCC web portal. 

Once you are in this view, it is advisable to save it to your favourites (name it APCC web portal for, for 

example, or something you will remember). This will allow you to easily navigate to the web portal in 

future. 
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Updating Personal Details 

From the Dashboard, you will see that your personal details are listed on the right hand side of the 

page. Some of this information is pre-populated from the information that is used to generate your 

username. 

 

 

 

Each time you enter the web portal, it is important that you check that your personal details are up to 

date. You can update your details at any time, if there are any changes (e.g. your telephone number, 

email address, etc). 

To edit your personal details, click on the Edit button on the right below the Quick Links section. 
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You will then be able to edit a variety of fields. Mandatory fields are denoted by an asterix.  

 

 

 

Once you have completed all fields, press the Save button. 
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Updating Health Service Details 

From the Dashboard homepage, click on the My Health Service link near the top of the screen.  

This is where you can view reports of all the measures submitted for the program. Please see the 

„Viewing Measure Reports‟ section for more information. 

 

 

 

You will then be taken to the My Health Service dashboard. 

When you enter the web portal for the first time, it is important that you check that your Health Service 

details are correct. You can then update these details at any time if there are any changes (e.g. your 

telephone number changes). 

To edit your Health Service/s details, click on the Edit button at the bottom of the page.  
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You will then be able to edit all of the fields. Once you have finished updating this information, press 

Save to retain your changes and return to the My Health Service page. 
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Changing your password 

You can change the password provided in your APCC web portal: Your personal login email to 

something you can remember more readily, whilst still retaining password strength. 

The following steps outline how to change your password for the web portal. Note that because the 

web portal contains personal information such as your QA&CPD or frequent flyer number, the 

password needs to conform to a certain strength level. 

You password will need to meet the following requirements: 

 At least 7 characters long 

 Not contain the user account name or parts of the user‟s full name that exceed two consecutive 

characters (e.g. User “John Smith” could not have the password John123 or Smi123) 

 Must contain 3 of the 4 following 

 Uppercase character/s 

 Lowercase character/s 

 Numeral/s 0 – 9 

 Non-alphanumeric characters, such as !,#,@,%, etc 

This may sound complicated, but it is relatively easy to build a strong password that is easy for you to 

remember. Conduct an internet search or try the following site which provides hints on creating strong 

passwords, as well as having a strength checker for you to test your password. 

http://www.microsoft.com/protect/fraud/passwords/create.aspx 

Once you have decided on an appropriate password, please follow these steps: 

Log onto the web portal with your current password and then from the top right hand corner of any 

page in the web portal, click on the arrow next to the Welcome [your name]. In this example we 

have our sample user, Gordon Freeman. 

Choose Change Password. 

 

 

 

http://www.microsoft.com/protect/fraud/passwords/create.aspx
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This will take you to a new page where you will be prompted to enter your old password once and 

your new password twice (to ensure that there are no typographical errors).  

 

 

 

You will receive a notification once you have changed your password successfully. 

 

 

 

If you attempt to enter a password that does not meet the strength requirements, you will receive an 

error message. 

 

 

 

Please note: The Improvement Foundation will not be able to retrieve lost passwords, only reset them 

to the password originally supplied in the APCC web portal: Your personal login email.
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PEN Clinical Audit Tool set up 

Please note that the following information is condensed from these user documents.  

Clinical Audit Tool – User Guide: Part 2 - Functionality 

Clinical Audit APCC User Guide 

Both are available here: http://help.pencs.com.au/cat.htm  

If you would like more detailed PEN CAT information please refer to these documents. 

 

Open the PEN Clinical Audit Tool. 

Before submitting data to the web portal, please ensure that the web portal practice token is entered 

in the Clinical Audit Tool (CAT). This can be entered by clicking on the Preferences option under the 

Edit menu. 

 

 
 

Select the APCC Report tab. You can now copy and paste the web portal practice token from the 

APCC web portal: Your personal login email (making sure to include the = at the end of the token). 

 

 

 

Please note: We strongly recommend that the token is copied and pasted from the email as the long 

string of random characters makes it very easy to make a mistake when typing. 

To collect information from your clinical software you will need to point the CAT to the correct folders 

for your software. For information on how to set this up for your software, please see the Clinical 

Audit Tool – User Guide: Part 2 – Functionality guide on the PEN Computer Systems site listed at 

the beginning of this section.

http://help.pencs.com.au/cat.htm
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Collecting and Submitting data via PEN CAT 

Once the CAT settings are correctly set up, click on the Collect button located in the top left corner. 

 

 

 

This collection can take a while to run, depending on your system and software. 

Once the collection has finished, the extract is automatically loaded into the CAT.  

If you run the Collect then close the CAT you will need to select the extract using the View Extracts 

button before you can continue. This will open a list of previously collected extracts. 

 

 

 

Once the data has been loaded into the CAT select the Standard Reports tab, then the APCC 

Report tab to open the reporting screen. 

 

 

 

1. 
2. 
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Click the Prepare Report button to populate the APCC Report. 

 

 

 

A dialogue will appear asking which measures you would like to submit to the web portal. Un-

checking a box next to a measure topic will mean that topics data is not submitted to the web portal. 

Click OK to proceed. 
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If the Manual Measures – Access and Care Redesign topic box is checked a new dialogue box will 

appear. This is where you can enter the values that cannot be automatically collected from your 

clinical software. Click Save to continue. Please keep any values you cannot collect blank, as a zero 

will be calculated as a valid data point. 

 

 

 

The prevention measures will also appear as a new dialogue box at this point. Once the values are 

entered click Save to continue. 
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The button at the top of the screen has now changed to say Send Report. When you click this button 

to complete the upload you will be asked to confirm that you wish to send the data to the APCC 

repository. 

 

 

 

If your upload has been successful you will receive a message with the extraction date to confirm. 
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Submitting Data Manually 

From My Health Service, click on the Submit Manual Measures link, under Quick Links on the 

right of the page. 

 

 

 

Once the form is loaded, select today‟s date in the Measure Submission Date selection. This will 

ensure that your data is accredited to the correct reporting period provided it is submitted before the 

monthly cut-off period (midnight 1st Wednesday of the month). 
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A full description of the CHD and diabetes measures can be seen by selecting here button located 

below the Program Entity drop down list. 

 

 

 

If you are linked to more than one health service, select the health service you are submitting 

measures for in the Program Entity drop down list. Please note that the form will default to the first 

organisation in the list. 

 

 

 

The measure fields can now be completed with the values obtained for the APCC program. If you 

cannot collect any of the measures, leave the field blank (zeros will be counted as a value, not a 

blank). If the measures are not a requirement of your APCC program wave but you would like to 

submit them for your own reference, please feel free to do so. 
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Third Available Appointment measures can be calculated by pressing the calculator button next to 

the relevant measure; the below example refers to the GP 3rd Available Appointment measure. 

 

 

 

A table will appear. You will need to enter in the name of your GPs, as well as their FTE in the spaces 

provided. Please note you will need to re-enter this information every time you open the calculator. 

 

 

 

In the first row, select the date the 3rd available data was collected. 
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Then enter the number of days (until the 3rd available appointment) for each GP on that specific day. 

 

 

 

If you wish to add numbers you have collected on a different day; click Insert Item at the bottom left 

of the table. 

 

 

 

You can then select another date and add additional data. The calculator will automatically work out 

the overall measure value. 

 

 

 

If staff are on annual leave or sick (No Locum Cover), please leave the relevant cells blank. 

The calculation process is the same for the practice nurse‟s 3rd available appointment. However, you 

will need to use the calculator next to the Nurse 3rd Available Appointment measure. 
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Once you have completed the data entry, press Submit at the very top or very bottom of the data 

entry form. 

 

 

 

Please note: The form will not retain any information from one month to the next, it will be blank each 

time it is loaded. If you wish to retain a copy of your calculations you can print the form by clicking on 

Print View at the top or bottom of the page, then use the print function of your web browser. 
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My Wave tab 

The My Wave tab provides a snapshot of the Diabetes Prevention & Management measures, as well 

displaying the months for which Diabetes data has been submitted. 

A range of reports on a sub set of the measures can be selected from the menu on the left of the 

page. The selected report will display in the centre of the screen. 
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Viewing measure reports 

In the My Health Service page you can select reports from the expandable grey box. 

The reports are arranged into their measure topics (CHD, DIA, etc). To view a specific report, click on 

the appropriate measure topic or the + next to the topic name. The topic will expand out to reveal the 

individual measures. 

 

 

 

You can now select the measure for which you would like to view the report. 

If you receive the following error it usually indicates that no values have been entered for that 

particular measure. Please check that the correct practice is selected from the drop down box, as 

some practices may have no values entered. 

 

 

 

To select a different measure to view, click the My Health Service link at the top of the page.  
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Key Performance Indicator dashboard 

The Key Performance Indicator dashboard (KPI) allows health services to monitor their progress 

over time against self-set goals. The targets will then be compared against the data submitted for the 

reporting period and a traffic light display will indicate how close each measure is to target. 

To set (or edit existing) targets for the KPIs on the My Health Service page, click the Fill out KPI 

Nomination Form link. 

 

 

 

A new page will load displaying a form.  

Select the health service name form the drop-down menu, and then enter the nominated value into 

the relevant section for each desired measure. 

 

 

 

Please note that values DO NOT need to be entered for all measures, only those you wish to track. 
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Once the desired KPI targets are set, click Submit at the bottom of the form. 

 

 

 

The KPIs with a set target will now be displayed on the My Health Service page. 

The traffic light colours indicate how close a measure is to target: 

Red: you are 20% or more away from achieving your set goal.  

Yellow: your current result is greater than 10% and less than 20% of your set goal.  

Green: you are within 10% of your set goal.  

If your results are yellow or the red because you are exceeding your goals by an unexpected margin, 

then it may be time to consider setting new goals for your health service or investigate further. 

 

 

 

Please note there is a slight delay for the form to process. This should be no longer than 1 hour. 
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How to view and download the health service data 

Select the My Health Service, select Export Report Data from the right hand side of the page. 

 

 

 

A new window will open containing the report. The Demographic Group Filter allows the selection of 

either all the health service‟s data or subsets of the submitted measures.  

Please note: Use the dropdown box to select the health service whose data you wish to view if you 

are associated with more than one service. 
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Clicking the filter button will open a dialog box with the following selections: 

 TOTAL – all active patients 

 ATSI – active patients identified as being of Aboriginal/Torres Strait Islander origin in the clinical 

software 

 NONATSI – active patients identified as not being of Aboriginal/Torres Strait Islander origin in 

the clinical software 

 NOTRECORDED – active patients not identified as either Aboriginal/Torres Strait Islander or 

not in the clinical software 

 

 

 

Click OK once you have selected the demographic group.  

The report will now refresh and the monthly data will be visible.  

To view the measures not displayed on the first page of the report, click the right arrow in the toolbar 

at the top of the report. You can use the left arrow to go back to the first page. 
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The scroll bars on the right and bottom of your screen can be used to view various parts of the report. 

Please note: Use the furthermost scroll bar at the right of your screen and scroll down to expose the 

bottom scroll bar. 

 

 

 

To export the data to a file format, click on the Actions menu at the top of the report. 

Choose Export and then the file format you wish to export the data into. Excel is a common choice 

but your selection will depend on the software you have available on your PC. 
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You can then choose to Open or Save the file. We recommend saving the file in an appropriate 

place. It is not a large file and this will allow you to review and edit at a later date. 

 

 

 

Please note: The Export Report Data lists all the possible measures that can be submitted to the web 

portal. Whether or not health services can submit values for all the measures depends on several 

factors, for example; the clinical software the health service uses, and how it collects the required 

measures. As a result, there may be blanks in some of the measures.
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Creating and Viewing PDSAs 

From the APCC PDSA page, you can view practice‟s latest submitted PDSAs. 

  

 

You will then be able to view PDSAs already submitted. 

To submit a new PDSA, click on the Create a new PDSA link.  

 

 

 

This will load a new PDSA form. You will first be required to select the name of the health service you 

are writing the PDSA for, the type of PDSA you will be entering and the change principle the PDSA 

relates to. 
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Once you have completed these fields, you can progress with completing the three fundamental 

questions for your PDSA. The third question (Idea 1) will lead to your first PDSA cycle. Please note 

that you will need to answer the What and Who sections before you can save the PDSA, as these 

are mandatory fields. 

 

 

 

Enter your plan for the PDSA cycle. If you are not able to fully complete your cycle press Save and 

Close at the bottom or top of the form; you can return and complete the cycle at a later date. You will 

NOT be able to complete the cycle until you have completed the Do, Study and Act fields. 

 

 

 

Once you have completed the full PDSA cycle (Plan, Do, Study and Act sections), please ensure you 

select the PDSA Cycle Complete box at the bottom of the PDSA cycle. 
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Once a cycle is fully completed the title box will turn green. 

 

 

 

Please note: if you have not completed the mandatory fields, a dialogue box will appear indicating 

that you are not able to save. You will need to fill in the mandatory sections detailed earlier then 

select Save and Close again. 
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Editing PDSAs or add further cycles to a PDSA 

To edit an existing PDSA, click on the relevant PDSA form you would like to add cycle to or edit. 

 

 

 

If you wish to begin another PDSA cycle within an exisiting idea, then click on the Add PDSA Cycle 

link. If you would like to begin a new idea, then click on the Add more ideas button. 

 

 

As all the information is on the one screen, it is easy to look back and refer to the ideas and cycles 

you have already generated. 

To delete a PDSA cycle or Idea, click on the downward arrow on the left and select remove. 

 

 

 

Once you have finished adding information, click Save and Close to return to the PDSA page. 


