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Accessing the Primary Care Reporting Portal 
You will receive an invitation from WAPHA via portal.onboarding@wapha.org.au with the subject 

line: WAPHA Provider Portal Invite Confirmation. Click on the URL in the email. Or access the PCRP 

here.  

 

 
 

Note: Occasionally this email may be filtered out as ‘junk’ or ‘spam’, so please check your spam 

folder. 

 

Sign In 
1. Once the Primary Care Reporting Portal page opens, click Sign In. 

 

2. The first time you sign in, a Microsoft Sign In window will be displayed. Enter your email 

address (as linked to your PCRP profile) and click Next. 

 

 
 

Note: If your email account is NOT associated with a Microsoft account, proceed to Verify your 

Identity.  

 

https://portal.wapha.org.au/
https://portal.wapha.org.au/
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3. If your account is associated with a Microsoft Account, enter your Microsoft password, and 

click Sign in. 

 

 
 

Verify your Identity 
1. Click on the grey bar with the email address for your practice, which will prompt the 

Microsoft authenticator to send you a security code. (You may be prompted to download 

Microsoft Authenticator). This may be via a security code emailed to you or via a text 

message.  

 

2. Verify your identity following the prompts you receive.  
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Accept Permissions 
Accept the permissions requested, when prompted. 

 

 
 

Microsoft Authenticator 
You may be prompted to install the Microsoft Authenticator App on your smart phone to verify 

your access to the portal. 

 

As the Microsoft Authenticator set up is dependent on how your practice’s IT systems are 

configured, please contact your IT provider or refer to the Microsoft troubleshooting here. 

 

Updating your Profile 
You can access your profile, by clicking on the drop-down arrow near your name and selecting 

Profile. Click Update to save any changes. 

  

Name 

https://support.microsoft.com/en-us/account-billing/download-and-install-the-microsoft-authenticator-app-351498fc-850a-45da-b7b6-27e523b8702a
https://support.microsoft.com/en-us/account-billing/troubleshoot-problems-using-microsoft-authenticator-a3a74493-566b-4c2e-b949-a2789bac0fd3
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General Practice Services 
From the PCRP landing page, you can access GP Services, by clicking the arrow next to ‘GP Services’ 

on the navigation bar and selecting ‘GP Services’. 

 

 
 

The General Practice Services home page provides three short cut buttons, Reports, Resources, 

and News Feed 

 

 

News Feed 
Stay informed with the latest updates and alerts that are relevant to general practices by viewing 

the News Feed. 
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Reports  
To access reports, you can select the short cut button from General Practice Services landing page 

or alternatively access by clicking the arrow next to ‘GP Services’ on the navigation bar and 

selecting ‘Reports’.  

 

 

The page will load and display a list of the reports available to you. Select ‘My Practice Data 

Report’. 

 

 

To access the reports, you will need to Authenticate with Power BI which is the Microsoft tool 

WAPHA uses to create and share the reports. Click Sign In when prompted and select the email 

account for the practice. 

 

 

 

na

me 
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A contents page of the My Practice Data Report will be displayed. For further instructions on how 

to use the report, please refer to the My Practice Data Report User Guide. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Hint: To zoom in or out within Power BI, hold ‘Ctrl’ and either scroll up or down with your mouse or 

use the + or - on your keyboard. 

Resources 
Resources have been developed to support general practice staff in utilising the Primary Care 

Reporting Portal to its full potential. 

 

To access the resources, you can select the short cut button from General Practice Services landing 

page or alternatively access by clicking the arrow next to ‘GP Services’ on the navigation bar and 

selecting ‘Resources’. 

 

 

https://www.practiceassist.com.au/PracticeAssist/media/Toolkit/My-Practice-Data-Report-User-Guide-final.pdf
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Organisational Details 
To access organisational details, you can click the arrow next to ‘GP Services’ on the navigation bar 

and select ‘Organisational Details’. 

 

 
 

Note: You will only be able to search and view the details of the organisation that you are 

associated with. If you belong to a group of practices and have permission, you will also be able to 

search and view these. 

Self Service Administration 
Nominated Administrators for a practice are responsible for the onboarding and maintenance of all 

users for the practice, who will have access to the data summary reports from WAPHA. There must 

always be at least one nominated administrator in place. It is recommended that two nominated 

administrators are in place. 

 

This is completed by clicking the arrow next to ‘Self Service Administration’ on the navigation bar 

and selecting ‘Self Service Administration’. This will display 5 buttons for actions you can complete. 
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Add a New User 
To add a new user to the PCRP, select the Add User short cut button on the Self Service 

Administration page or by selecting ‘Add a New User’ from the ‘Self Service Administration’ drop 

down menu. 

 

Complete the details as requested for the new user that you would like to add to the PCRP and click 

‘Add’. 

 

 
 

A message will display if the user has been added successfully or if the user already exists. The user 

should also receive an email stating that they have been added to the PCRP. 
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Change Practice User Permissions 
Once a new user is added to the PCRP, you need to ensure that they are connected to the 

organisation or practice as appropriate. To do this, select the short cut button ‘Practice 

Permissions’ on the Self Service Administration page or by selecting ‘Change Practice User 

Permissions’ from the ‘Self Service Administration’ drop down menu. 

 

 
 

A list of linked Practices will be displayed that you have access to as a nominated administrator. 

Select the appropriate one that you want to link a user to. 

 

A list of nominated administrators and Users will be displayed that are already linked to the 

practice. 
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Link User 

Select ‘Link User’ and enter the email address of the user you wish to link to the practice and click 

‘Submit’. A message should be displayed stating if successful or if there is an issue. The user should 

receive an email stating that they have been linked to the practice. 

 

 
 

Link Admin 

Once a user is linked to the practice, you can link them as a nominated administrator if you would 

like them to share the responsibility for the onboarding and maintenance of all users for the 

practice. 

Note: There must always be at least one nominated administrator in place. It is recommended that 

two nominated administrators are in place. 

 

To complete this, select ‘Link Admin’ and enter the details of the user you wish to link as a new 

administrator for the practice. A message should be displayed stating if successful or if there is an 

issue. The user should receive an email stating that they have been added as an administrator for 

the practice. 

 

The request to link a nominated administrator to the practice will be sent to Practice Assist who 

will approve or decline the request as appropriate. The team may be in contact if required to 

confirm details. 

Note: Response time from Practice Assist is within 24hrs Monday to Friday and if further contact is 

needed, response time can vary. 

 

Unlink Admin 

To unlink a nominated administrator from a practice, select the arrow next to their details and click 

‘Unlink’. The user will now only have user access rights to the practice (i.e. report view only). 

 

  
 



General Practice PCRP User Manual 
September 2025 

13 

Unlink User 

To unlink a user from a practice, select the arrow next to their details and click ‘Unlink’. The user 

should receive an email stating that they have been unlinked from the practice. 

 

 
 

Remove Access of a user 
To remove all practices linked to a PCRP user, select the short cut button on the Self Service 

Administration page or by selecting ‘Remove Access of a User’ from the ‘Self Service 

Administration’ drop down menu. Note: This will remove access to all practices this user has access 

to in PCRP. To just unlink from a specific practice, follow the instructions above to unlink a user. 

 

Complete the details as requested for the user that you would like to remove all linked connections 

and click ‘Remove’. A pop-up window should appear asking “Are you sure you want to remove 

access of this user”, click yes in which a message should display stating that the user access has 

been removed. If you receive the message ‘Invalid information – No active linked practice found for 

the user’ that means that no connections are currently in place for the user therefore no action is 

required. 
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Add a New Organisation 
To add a new organisation or practice to your existing PCRP user, select the short cut button on the 

Self Service Administration page or by selecting ‘Add a New Organisation’ from the ‘Self Service 

Administration’ drop down menu. 

 

Complete the details as requested and click ‘Submit’. 

 

 
 

The request to add a new organisation will be sent to Practice Assist who will approve or decline 

the request as appropriate. The team may be in contact if required to confirm details. 

Note: Response time from Practice Assist is within 24hrs Monday to Friday and if further contact is 

needed, response time can vary. 

Support 
For further support with the Primary Care Reporting Portal please contact Practice Assist via 08 

6278 7900 or practiceassist@wapha.org.au. 

mailto:practiceassist@wapha.org.au?subject=WAPHA%20Portal

