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NASH Renewal Guide  

Steps to Renew your NASH PKI Certificate for Healthcare Providers 

Before you start To request or renew a NASH SHA-2 certificate, either: 

• View this video: https://vimeo.com/677940212/6c5b3ee7c6 
or 

• Follow the steps below: 

Step 1 
Log onto PRODA  

An Organisation Maintenance Officer (OMO) needs to log into their individual 
PRODA account. 
 
PRODA Login:  
Webpage: proda.humanservices.gov.au 
 

Step 2 
Once logged in, click 
on Go to Service on 
the HPOS tile.  
  

Note: If you are linked to an organisation in your PRODA account, the following 
prompt will appear. Select - No Organisation - Proceed as Individual only. 

 
 

Step 3 
From the HPOS main 
screen, select the blue 
My Programs tile  

 

 

 
 

Step 4 
From My Programs, click  
on Healthcare Identifiers 
& My Health Record tile 
 

 

Step 5 
Select Healthcare 
Identifiers - Manage 
existing Records (choose 
organisation) 
 

 
Note: If you are linked to multiple organisations in HPOS, select the organisation 
you would like to request the NASH certificate for from the list 

https://vimeo.com/677940212/6c5b3ee7c6
https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf?TAM_OP=login&ERROR_CODE=0x00000000&URL=%2F&OLDSESSION=


 

Updated 20/09/2023 2 

 

Step 6 
Click on My Organisation 
details  
 

 

Step 7 
Proceed to the 
Certificates tab. 
 

 

Step 8 
a) If you have a 

certificate that is due 
to expire soon, under 
the Action column, 
select Renew  

 
 
or: 

 
 

b) If you need to 
request a new 
certificate, select 
Request a NASH PKI 
site certificate link 

 

 
 

 

Step 9 
The request a NASH Site 
PKI Site Certificate form 
will open 
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Step 10 
Select your Software 
Product and version from 
the drop-down menu 
(This is a list of software 
versions ready to use 
SHA-2 NASH 
certificates).  
 

 

Note: If you are unable to see your Software Product and version, or you 
need multiple certificates, select a reason from the I cannot select a product 
because option 

 

If you are unsure of the version of the software you are using, generally, you can 
navigate in the program/clinical software (e.g. BP, MD or other) and select 
‘Help’ > ‘About’. 

Step 11 
Enter a mobile phone 
number.  

Note: Once the steps are completed, you will receive an SMS to the mobile 
number you entered above. The message is: "Your NASH certificate for HPI-O 
XXXXXX is ready to download through HPOS. It is available for 30 days. Your PIC 
is XXXXXXXX. Do not reply by SMS". 
PIC stands for Personal Identification Code. Write the PIC down in case it's 
needed for later. 

Step 12 
If you are renewing your 
NASH certificate, tick the 
box "If you have an 
existing NASH certificate, 
please confirm that you 
agree for us to revoke it 
after 90 days". 

 

 

Note: The revoked NASH certificate will remain valid for 90 days to allow time to 
request, download and install the new NASH SHA-2 certificate. 

Step 13 
Tick the Terms and 
Conditions box. 

 
 

Step 14 
Click the Save 
changes button. 
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Step 15 
You will be redirected 
back to the Certificate 
tab. Review the details, 
read the privacy notice 
and click Submit  
 

 

Step 16 
Once you have received 
the SMS letting you know 
your certificate is ready, 
go to the certificate tab, 
under the Action column, 
click the Download link 
 

 

Note: Most NASH certificates will be available to download within 1 hour, some 
may be delayed by 24 hours. 

Step 17 
Save the certificate in a 
location on your 
computer where it is easy 
to find. The name of the 
downloaded file will be 
‘Site’.  
 

 

HINT/TIP: Once you have logged back into HPOS and if you can see your 
Certificate is available to DOWNLOAD, you can download this file and save it on 
your desktop in a folder naming it “NASH SHA-2” and add a ‘text document’ to 
record the passcode for this Certificate (this will be sent to you by text or email).    
You can advise your IT provider or Software provider this is where the new 
NASH SHA-2 is available to be updated in your Organisation’s clinical software.  

 

 
 

Step 18 
You will need to install 
your NASH PKI certificate 
into your clinical 
software system. The PIC 
that was sent by SMS is 
needed during 
installation. 

• While any authorised user for the organisation will now be able to 
download the certificate in HPOS, it cannot be installed without the PIC 
that was sent by SMS.  

• If you need a new PIC, contact the HPOS help desk on 1800 700 
199 (option 2). 

• For security reasons, the NASH is only available to be downloaded for a 
maximum of 30 days. 

Contact the eBusiness Service Centre on 1800 700 199 (Option 2) for any 
questions relating to the progress of the NASH Certificate request. 
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Contact us: EMPHN Digital Health Team 
Email: digitalhealth@emphn.org.au 

Step 19 
 

Install your NASH certificate: 
Contact your IT support or software vendor to install the NASH certificate. 

NASH Trouble 
shooting 

For an Organisation Maintenance Officer (OMO) to complete the NASH renewal 
steps, they must be linked to an organisation. Follow the below steps to add an 
OMO to your health service. 

First, the Responsible Officer (RO) must complete these steps: 
1. Login to your PRODA account. 
2. Click My Programs, then click the Healthcare Identifiers & My Health 

Record tile. 
3. Click the Healthcare Identifiers - Manage existing Records tile. 
4. Click the name of your organisation. 
5. Click the My organisation details heading. 
6. You will be taken automatically to the Summary tab. Click on the OMO tab. 
7. Click Manage maintenance officers, then click Add. 
8. If the staff member has one of the following identifying numbers (HPI-I, RA, 

OMO, or RO), select Identification number search and choose the 
appropriate identifier type. 

• If the staff member has none of the appropriate identifying numbers, 
click the Add new OMO option and enter their details. 

9. Once complete, click Add. 
Once submitted, the new OMO should now be visible in the Organisation 
Snapshot view (make sure you note down the OMO number). 

Next, the new OMO must link themselves to the organisation, in HPOS. There 
are three scenarios when linking a new OMO to the organisation: 

• If the new OMO does not have a PRODA account, follow these steps to 
create one and link HPOS using the new OMO number. 

• If the new OMO has a PRODA account and has HPOS listed under 
Available Services, follow these steps to link HPOS. 

• If the new OMO has a PRODA account and already has HPOS listed 
under My Linked Services, login to PRODA and click the Link 
Identifiers button on the HPOS tile to add in your OMO number. 

Tip: When linking HPOS to PRODA, you will be prompted to add some 
identifying numbers. You must add your new OMO number, as well as any other 
identifiers you may have, e.g. HPI-O, HPI-I, or RO number 

NASH Enquiries or 
support 

NASH Certificates 
Phone: 1800 700 199  
Monday to Friday, 8am to 5pm AWST 
Email: ebusiness@servicesaustralia.gov.au 

Provider Digital Access (PRODA) 
Phone: 1800 700 199 
Email: proda@servicesaustralia.gov.au 

Healthcare Identifiers Service 
Phone: 1300 631 457 
Monday to Friday, 8:30am to 5:00pm AEST 
Email: healthcareidentifiers@servicesaustralia.gov.au 

HPOS 
Phone: 132 150 
Option 6 – electronic claiming or Health Professional Online Services (HPOS) 
Monday to Friday, 8 am to 5pm AWST 

mailto:digitalhealth@emphn.org.au
https://healthvitalit.com.au/topics/article/digital-health/healthcare-identifiers-service#roles
https://healthvitalit.com.au/topics/article/digital-health/health-professional-online-services-hpos#proda
https://healthvitalit.com.au/topics/article/digital-health/health-professional-online-services-hpos#linkhpostoproda
mailto:ebusiness@servicesaustralia.gov.au
tel:1800700199
mailto:proda@servicesaustralia.gov.au
mailto:healthcareidentifiers@servicesaustralia.gov.au

