
Guide: How to Sign up or 
Activate Account and Log In

Audience: Host/ Service Providers



Points to remember – Aged Care Residential Service Providers:
▪ Based on your My Aged Care (MAC) submission, myRespiteAccom has created account using 

your email address
▪ This guide will assist you with Account Activation, Creation of New Account and Log In

Purpose of this Guide (click below to jump to the right section):
▪ Sign Up (if you believe your account is not in myRespiteAccom Portal)
▪ Activate your Account (using email that you submitted to My Aged Care)
▪ Log In
▪ Dashboard Familiarisation



Sign Up
Step by Step guide for Service Providers



TIPS:
• Go to Home Page – https://myRespiteAccom.com.au
• LOG IN – On the homepage click on LOG IN1
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https://myrespiteaccom.com.au/


TIPS:
On Sign Up Page complete the required information
• Enter your Organisation/ Business Name
• Enter ABN number like the example shown
• Enter your Email Address
• Enter a mobile landline phone number
• Enter Password
• Enter October 1, 1991 in Birthday fields
• Click on the button Sign Up
• You will be taken to the Dashboard
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Activate your Account
Step by Step guide for Service Providers



TIPS:
On Sign Up Page when filling in the required information
• If the Email address already exists in our systems it will 

show the message, “Email address you have entered 
already exists in our system”

• At this point you have two options:
• Option-1: Choose a new email address
• Option-2: Use the email address by resetting the 

Password

• myRespiteAccom recommends proceeding with Option-
2, in particular, if this is the email address you have 
submitted to My Aged Care Government Portal

• You can reset your password by clicking on ‘Log In’
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TIPS:
Activate your account or Reset your Password

• myRespiteAccom has created an account for you 
based on the email you have submitted to My Aged 
Care Government Portal

• In order to active your account and set a new 
password, click on ‘Forgot password’
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TIPS:

• Enter the email to reset password or activate the 
account

• Click on ‘Reset Your Password’ button

• Password Reset link will be sent to your email
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TIPS:

• Go to your Email Inbox and open email from myRespiteAccom with 
the title, ‘Reset your Password’

• Click on ‘Reset Your Password’ button
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TIPS:

• Enter the new Password twice

• Click on ‘Reset Password’ button

• It will take you to Log In Page with the message 
‘Password has been changed successfully’

• Enter Log In details and Click on ‘Login’ button
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Successful Log In
Step by Step guide for Service Providers



Great, you have successfully activated your account and Logged In
• Upon Log In you will be taken to your Dashboard, shown below



Dashboard Familiarisation
Step by Step guide for Service Providers



- Shows all your facilities/ 
properties, this is calculated 
based on property address

- This is your guide to get you 
started through the essential steps

- Shows all your listings, note one 
property may have multiple 
listings, ie two for high care and 3 
for low care 

- Booking Requests received for 
your listings

- Check out ‘Inbox’ for messages 
from the booking requestor and 
to correspond with the requestor.
Note: Once the booking is confirmed you 
will receive Contact email, phone number 
and name of the requestor to your 
account email
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Quick introduction to your Dashboard 



- When you click on ‘Get me started’, this curtain screen will come up.
- Click on ‘Step-1: Verify your Email’

Complete the first critical step – Verify your Email



For security purposes, we highly recommend Verification via email
▪ Click on ‘Connect’ button next to the ‘Email’. Check your inbox and confirm 

the email
▪ Once done it will appear under ‘Your Current Verification. Enjoy listing!
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End of this Guide
Please send your feedback or queries to info@myrespiteaccom.com.au

mailto:info@myrespiteaccom.com.au

