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 DepartmatiRsocl Services Data Exchange

Handshake — Create, accept or revoke

Task card
This task card discusses the following:

=  Background information

= | ead Organisation View — Request for Access to Delivery Partner data (Handshake)
Delivery Partner View — Handshake request alert received

Accepting/Declining a Handshake Request

Lead Organisation View — Handshake request status

Lead Organisation View — Revoking a handshake

Delivery Partner View — Handshake revoked by lead organisation

Delivery Partner View — Revoking a handshake

Lead Organisation View — Handshake revoked by delivery partner

KEY HIGHLIGHTS

» Using the handshake arrangement, lead organisations can request to view data for the program a
delivery partner is providing.

= A delivery partner has the option to accept or decline a handshake request.

= A handshake can be revoked at any time by either the lead organisation or delivery partner.

» |t takes up to 24 hours for the handshake to become active and it can also take up to 24 hours for
access to be removed.

Background information
What is a handshake?

The ‘handshake’ is a virtual agreement between a lead organisation and their delivery partner/s to allow a
sharing of reports data (in the form of de-identified, aggregate information). Under a handshake, a lead
organisation cannot access any data that is not otherwise available to the delivery partner.

For more information on how to set up an organisation as a lead organisation or a delivery partner, refer to
the Setting up the structure of your organisation task card.

Who can initiate a handshake?

A Data Exchange Organisation Administrator of the lead organisation will initiate a request through the
Data Exchange web-based portal. An Organisation Administrator of the delivery partner can then choose to
accept or decline the request. An overview on how the handshake arrangement works with lead and
delivery partners is shown in Figure 1.

Each agreement / relationship between a lead organisation and their delivery partner is unique; therefore, a
separate handshake request is required for each delivery partner and each program.
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Figure 1 — How the handshake arrangement works with lead and delivery partners
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What data is visible between a lead organisation and their delivery partner?

If the request is accepted, the lead organisation will be able to view data in reports ONLY for the program
the delivery partner is providing. This data is aggregate and includes outlet data relevant to that program.

If the delivery partner is directly funded, or delivers services for other organisations, performance data
relevant to those agreements/relationships will not be visible to the requesting lead organisation.

Who can revoke a handshake?

A handshake can be revoked at any time, by either the lead organisation or the delivery partner. When
revoked, visibility of the delivery partner’s data will be removed from the lead organisation’s reports. This
includes visibility of historical data from a time when the handshake was active. The performance data will
still be accessible for the delivery partner; it just will not be visible to the lead organisation.

It takes up to 24 hours for the handshake to become active, therefore when the handshake is revoked, it
can also take up to 24 hours for access to be removed.

Task card — Handshake — Create, accept or revoke — April 2023 _



Lead Organisation View — Request for Access to Delivery Partner data (Handshake)
From the Data Exchange web-based portal home page, go to the My Organisation menu. Refer Figure 2.

Figure 2 — Data Exchange web-based portal home page
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Select Manage organisation.
The Manage organisation screen will display. Refer Figure 3.
Select the appropriate program activity hyperlink.

Figure 3 — Manage organisation screen

Manage organisation

EDIT ORGANISATION DETAILS

Organisation Details

Preferred organisation name: Community Organisation
Partnership Approach agreement: No
ABN 11223344556
Source Organisation |D: DEX-000012

Source Organisation name: Community Organisation
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Name: Address: State: Program acivity
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Program activities ao

show Al []
Program activity £ Startdates  Enddated  Status$ Notification £

¥ Childrens Contact Services 0110712017 300672021 Active 4
- Financial and Financial Capability 0110712017 30/06/2021 Active |
¥§ Community and Home Support 0110712017 3010612021 Active 4
¥ Family Dispute Resolution 0110712017 30/06/2021 Active |
¥§ Family Law Counselling 0110712017 3010612021 Active 4
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¥ ILC - Individual Capacity Building 0110712017 3010612021 Active 4
¥ Intensive Family Support Services 01/0712017 30/06/2021 Active <4
%y Reconnect 0110712017 30/06/2021 Active 4
¥§ Setflement Grants 010712017 300672021 Active 4
< BACK

The Program activity screen will display. Refer Figure 4.
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Figure 4 — Program activity screen

Program activity - Commonwealth Financial Counselling

and Financial Capability

Organisation details

Preferred organisation name:  Community Organisation
Partnership Approach agreement:  No
ABN 11223344556
Source Organisation ID: DEX-000012

Source Organisation name:  Community Organisation

Program activity details

Program activity:  Commonwealth Financial Counselling and Financial Capability
Start Date:  1/07/2017
End Date:  30/06/2021

Partnership Approach agreement:  No

Grant information

Source Activity ID Manager Name start Date End Date

Program activities o

+ ADD DELIVERY PARTNER

Source Organisation Delete Delivery Handshake Handshake
D ABN Status Partner Status Action

Organisation Name

No records found

< BACK
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The Add delivery partner screen will display with the following. Refer Figure 5.

1. Aninformation icon Lig will display advising if the organisation you wish to add as a delivery
partner is not in the list, contact the Data Exchange Helpdesk
2. Select the delivery partner by either using the drop down arrow or typing the first few letters of

the organisation at the Delivery partner organisation field.
3. The details of the delivery partner will auto populate the fields.

Figure 5 — Add delivery partner screen
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Select the Send ‘Handshake’ Request tick box then select S7A\'/3.
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The tick icon 0 will indicate that your request has been successfully saved and sent to the delivery
partner. Refer Figure 6.

Under Program activities, the Handshake Status will be updated to Requested.

Figure 6 — Program activity screen
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Delivery Partner View — Handshake request alert received

From the Data Exchange web-based portal home page the notifications icon
to the Manage action items. Refer Figure 7.

Select Manage action items.

Figure 7 — Data Exchange web-based portal home page with notification icon
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will have displayed next

Please Note: The bell icon signifies a handshake request / agreement. A gold notification icon will

display on the Data Exchange web-based portal home page and a black notification icon

in the Manage organisation screen.
The Manage organisation screen will display. Refer Figure 8.

Figure 8 — Manage organisation screen with notification icon
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will display
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In the Program activities section, the notification icon
has received a handshake request.

Select the Program activity hyperlink.

Accepting / declining a Handshake

The selected Program activity screen will display. Refer Figure 9.

will display next to the Program activity that

On the Program activity screen, the information icon Lig will indicate that a handshake was requested.

SO EIJACCEPT HANDSHAKE JJ@DECLINE HANDSHAKE §

Figure 9— Program activity screen

0 Busy Bee Communty Centre (Source Organisation ID: 4-147558) has updated your handshake. Current handshake status &
Requasted

Program activity - Communities for Children - Facilitating
Partners (for Busy Bee Community Centre)

ACCEPT HANDSHAKE | DECLINE HANDSHAKE

Organisation details

Preferred organisation name:  Friendly Fish
Pamnership Aporoach agreamant Na
AEN:  B3400231838
Seurce Organisation D &-14NJM3

Source Organisaton name:  Frendly Frth

Program activity details

Frogram activity.  Communities for Childnen - Facilrating Partners (for Busy Bee Community Centre)
Start Date: 121082014
End Date: 12082015

Pamnership Approach agresment  No

Handihake SLalis Requeited

Handshake history o

Wy LOUIOND 100840 AM Aequenies Buty Boe Community Cenlr

By selecting [A(e{ed AW NN [D T VA= a pop-up message will display. Refer Figure 10.

Select m

Figure 10 — Pop-up message: Accept handshake?

Accept handshake?

By accepting this handshake, you agree for your lead organisation to view your performance data in their reports for this program only.
By sccepting this handshake, your lead erganisation will be able to access information independenthy.
This does not grant them access to the portal, or allow visibility of individual client data in any way.

For more information, please review the Factshest.
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The Handshake history status will be updated to Accepted. Refer Figure 11.

Figure 11 — Program activity screen — Status update to Accepted
Program activity - Communities for Children - Facilitating

Partners (for Busy Bee Community Centre)

Organisation details

Preferred crganisation name:  Friendly Fish
Partnership Approach agreement  No
ABM: 33460231335
Source Organisation ID: 4-14MJM3

Source Organisation name:  Friendly Fish

Program activity details

Program aclivity:  Communities for Children - Facilitating Pariners (for Busy Bee Community Centre)
Start Date:  12/06/2014
End Date:  12/06/2015
Parinership Approach agreement  No

Handshake status:  Accepled

Handshake history o

Action date Status Actioned By
I “ 3172012 10724255 AM Accapted FF, Orgaamin I
Wy SN1/201E 10:08:43 AM Requeatad Busy Bss Community Centrs

Please Note: It can take up to 24 hours for the handshake to become active.

Lead Organisation View — Handshake request status
From the Data Exchange web-based portal home page, go to the My Organisation menu. Refer Figure 12.
Select Manage action items.

Figure 12 — Data Exchange web-based portal home page
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The Manage organisation screen will display. Refer Figure 13.

Figure 13 — Manage organisation screen
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Source Organisalion name:

Outlets o

MName:

Manage organisation

Busy Bee Community Centre
Yes

44110687262

4147558

Busy Bee Community Centre

Program activiy

C -

Stater

EDIT ORGANISATION DETAILS

ADD OUTLET
cea

Qutlet name & Address Crested Date ®
Busy Bee Community Centre 48 Upton Street MONASH ACT 2304 12/06/2014 4
Program activities an
Program acfivity & Start date > End date$ MNotification &
Is Communities for Children - Facilitating Partners 12006/2014 12062015 a2 4 I
%9 Children's Contact Services (for Community Gare ) 01072018 300812018 4
%% Communities for Children - Failitating Pariners (for Canberra Life Skills) 01072014 300812017 4
%$ Communities for Children - Facilitating Partners tfor Church Groug] ovor20e 200061205 4
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A notification icon will display next to the Program activity where a handshake request has been

actioned.

Select the relevant Program activity hyperlink.
The Program activity screen will display with the following. Refer Figure 14.

1. The information icon Lig will indicate that your handshake request has been accepted.
2. Under Program activities, the Handshake Status will display Accepted.

Figure 14 — Program activity screen
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Lead Organisation View — Revoking a handshake
From the Data Exchange web-based portal home page, go to the My Organisation menu. Refer Figure 15.

Figure 15 — Data Exchange web-based portal home page
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Select Manage organisation.
The Manage organisation screen will display. Refer Figure 16.

A notification icon a will display next to the Program activity where a handshake request has been
requested.

Select the relevant Program activity hyperlink.

Figure 16 — Manage organisation screen

Home > Manage orgarnisation

Manage organisation

EDIT ORGANISATION DETAILS

Organisation Details

Preferred organisation name:  Busy Bee Community Centre
Partnership Approach agreement.  Yes
ABN: 44110687262
Source Organisafion ID:  4-147S58

Source Organisalion name: Busy Bee Community Cenire

Outlets

Name: Address: State: Program actiity:
[ I ] ciest
Outlet name % Address. Created Date ®
B 43 Upton Street MONASH ACT 2304 12/06i2014 4
Program activities an
Program actvity & Start date & Enddate & Notfication ,
I") Communities for Children - Facilitating Partners 120672018 12062015 ry 4|
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The Program activity screen will display. Refer Figure 17.
Scroll down to the list of Program Activities.
Under the Handshake Action column, select the Revoke hyperlink.

Figure 17 — Program activity screen

Program activity - Communities for Children - Facilitating

Partners

Organisation details

Preferred organisation name:  Busy Bee Community Centre
Partnership Approach agreement: Mo
ABM: 44110887262
Source Organisation ID:  4-147558

Souwrce Organisation name:  Busy Bee Community Centre

Program activity details

Program activity:  Communities for Children - Facilitating Partners
Start Date: 12082014
End Date: 1200672015

Parinership Approach agreement:  Ne

Grant information

Source Activity 1D Manager Name Start Date End Date

Program activities

ADD DELIVERY PARTNER

Dielete Defvery Hardshike
g Source Organissfion 04 ABNS Paririer Action
%9 Erincsbelis 3arvicas FETINETY IEIZITINE o Ragquact 4
%% Canberra City Counall 4-14022H 3SZEEE1BOTD o Faguact 4
' Conberrs Life 3iiic 4-11WIDE 81222855880 o Esquoct 4
%% Frisndly Fich ERETTNLE) 22420231836 o Ancaptad Revake 4
W Feapis Care Cantre 441WLET A1HE0EED o Faquesied  Fewake 4
I W/ Fepid Cresk Frimary Sohocd 4-1amax0 IE1BBEE4EIE o Aoceptad Frvake ll

A Revoke handshake? pop-up box will display. Refer Figure 18.

Figure 18 —Revoke handshake? pop-up box

Revoke handshake?

Are you sure you would like to revoke this handshake?

Revoking this agreement will remaove wisibdity of your defivery pariners’ data from reports. This includes visibility of historical data from the time when the handshake was active.

Select [¢]4
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The Handshake Status for the program activity will display Revoked by lead partner. Refer Figure 19.
Figure 19 - List of program activities

Program activity - Communities for Children - Facilitating
Partners

EDIT PROGRAM ACTIVITY

Organisation details

Preferred organisation name:  Busy Bee Community Centre
Parnership Approach agreement: Mo
ABM: 44110837292
Source Organisation ID: 4-147558

Source Organisation name:  Busy Bee Community Centre

Program activity details

Program activity:  Communities for Children - Facilitating Partners
Start Date:  12/D5/2014
End Date: 1200652015
Parinership Approach agresment: Mo

Grant information

Source Activity ID Manager Name Start Date End Date

Program activities

ADD DELIVERY PARTNER

Delete Defvery {ardshake Hardshake
Orgaisation Marne Source Orgarisaion D4 ABNZ Partner Stalus 2 Action
% Erindaballa 3arvices FEFUNTY IEIZETHE o Fequact 4
¥y Canbers Gty Counol 4-14J28H 1EIEEE1B0D o Faquact 4
¥/ Canborra Life 2kiiic 4-11wIDs 1882862580 o Esqusct 4
®% Frisndly Fien 14MIM 240251826 o Agsaptad Favoke 4
% Feapls Cars Cantrs 4-11vLET Z1131E30620 o Aaquasisd  Favoke 4
I ¥y Fepid Crank Primary 3ohoc [RFTT] 151EBEE4EEE o Aavoked by Fequact 4 I
|sad partnsr

Please Note: It can take up to 24 hours for the handshake access to be removed.
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Delivery Partner View — Handshake revoked by lead organisation
From the Data Exchange web-based portal home page, go to the My Organisation menu. Refer Figure 20.

Figure 20 — Data Exchange web-based portal home page
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Goto| Q Find - Client Namevld, Case Id, Session Id |
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Select Manage action items.
The Manage organisation screen will display. Refer Figure 21.

Figure 21 - List of program activities

Home > Manage organisation

Manage organisation

EDIT ORGANISATION DETAILS

Organisation Details

Preferred organisation name:
Partnership Approach agreement:
ABM:

Source Organisation ID:

Source Organisation name:

Outlets

Mame: Address:

Rapid Creek Primary School
Mo

38199654335

4-14MJX0

Rapid Creek Primary School

Program activity-

[ |

C 1)

Ho records found

ADD OUTLET
e

Program activities

Program activity & Start date End date & Nofification &

I LS ies for Children - Partnars (for Busy Bee Community Centre) 1210612014 120612015 a 4
%9 Forced Adepfions Support Seryices [for Community Care } 01072044 000612013 4
" 010712018 20/06/2020 4
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A naotification icon

' |

changed.

Select the relevant Program activity hyperlink.

will display next to the Program activity where a handshake request has been

Task card — Handshake — Create, accept or revoke — April 2023




The Program activity screen will display with the following. Refer Figure 22.

1. The informationicon Lig will indicate that your handshake has been revoked.
2. In the Handshake history section, the status will display Revoked by lead partner.

Figure 22 — Program activity screen

Busy Bes Commundy Cantre (Scurce Orgarisation 1D 4-147558) has updated your handshake Cument handshaks status is

0 Revoked by lead pariner 1

Program activity - Communities for Children - Facilitating
Partners (for Busy Bee Community Centre)

Organisation details

Prefesred organisafion name:  Rapid Creek Primary School
Parinership Approach agreemert:  No
ABM.  3B199654338
Scuwrce Organisaion ID:  4-14MIE0

Sounce Organisation name:  Ragad Creek Primary Schoal

Program activity details

Program aclivity:  Communities for Children - Facililaling Pariners (for Busy Bee Communily Cenire)
Start Date 12082014
End Dabe 12082015
Parinership Approach agreement:  No

Handshake status.  Revokad by lead parner

Handshake history

n Szatus Asticned By

I Wy DU 104 AN Rewzien ey 80a parisar Buny Sea Communisy Cantey
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Wy 2TIAMIT 1T AM Reguantea Buny Bea Community £ sairs

Delivery Partner View — Revoking a handshake
From the Data Exchange web-based portal home page, go to the My Organisation menu. Refer Figure 23.
Select Manage organisation.

Figure 23 — Data Exchange web-based portal home page

MyDEX Dashboard
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The Manage organisation screen will display. Refer Figure 24.

Figure 24 — Manage organisation screen

Home > Manage organisation

Manage organisation

EDIT ORGANISATION DETAILS

Organisation Details

Preferred organisation name: Rapid Creek Primary School
Partnership Approach agreement: Mo
ABM:  3819965433%
Source Organisation ID: 4-14MJX0
Source Organisation name: Rapid Creek Primary School

Outlets

Mame: Address: State: Program activity:

| I C 1Y i P

Mo records found

Program activities i

Program actity & Start date 5 End date Notfication -

I » C ifies for Children - Facil; Pariners (for Busy Bee C. ity Cenfre)  12106/2014 120612015 'y 4
%9 FEorced Adoptions Support Serviees (for Community Care ) 0712014 20062019 4
- Hi07i201 2000612020 4
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A notification icon . will display next to the Program activity where a handshake request has been
changed.

Select the relevant Program activity hyperlink.
The Program activity screen will display. Refer Figure 25.

Figure 25 — Program activity screen

Program activity - Communities for Children - Facilitating

Partners (for Busy Bee Community Centre)
Organisation details

Prefermed organisation name:  Friendly Fish
Partnership Approach agreement: Mo
ABN- 33450231335
Source Organisation ID: 4-140MJM3

Source Organisation name:  Friendly Fish

Program activity details

Program aclivity:  Communifies for Children - Facilitating Pariners (for Busy Bee Community Centre)
Start Date-  12/06/2014
End Date:  12/06/2015
Parinership Approach agreement:  No

Handshake status:  Accepted

Handshake history o

Action date ., Status. Actioned By
Ky 3HI201E 10:24:55 AM Accepted FF, Orgadmin
Ky 3HHI2015 10:05:45 AM Requested Buzy Bes Community Centre

SEIEIWdREVOKE HANDSHAKE
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A Revoke handshake? pop-up box will display. Refer Figure 26.

Figure 26 —Revoke handshake? pop-up box

Revoke handshake?

Are you sure you would like to revoke this handshake?

Revoking this agreement will remove visibility of your data from your lead organisations’ reports. This includes visibility of historical data from the fime when the handshake was active.

Select m

The Handshake history status will be updated to Revoked by delivery partner. Refer Figure 27.

Figure 27 — Program activity screen

Program activity - Communities for Children - Facilitating
Partners (for Busy Bee Community Centre)

Organisation details

Preferred organisation name: Friendly Fish
Partnership Approach agreement Mo
ABN: 83460231835
Source Organisation 1D 4-14MJM3

Source Organisation name:  Friendly Fish

Program activity details

Program activity: ~ Communities for Children - Facilitating Partners (for Busy Bee Community Centre)
Start Date:  12/06/2014
End Date:  12/06/2015
Partnership Approach agreement: Mo

Handshake status: Revoked by delivery pariner

Handshake history o

Action date 5 Status Actioned By
I W 3012018 12:25:37 PM Revoked by delivery partner  FF, OrgAdmin I
- W 20172018 10:24:55 AM Accepted FF, OrgAdmin
W 20172012 10:02:48 AM Requested Busy Bee Community Centre
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Lead Organisation View— Handshake revoked by delivery partner
From the Data Exchange web-based portal home page, go to the My Organisation menu. Refer Figure 28.
Select Manage action items.

Figure 28 — Data Exchange web-based portal

MyDEX Dashboard
Goto| Q Find - Client Nameva, Case Id, Session Id ‘
Find View Add
'I* Client
d = e
41’, Session
Client Case SCORE
SCORE
My Organisation
- Manage organisation
Access MyDEX
rencl

The Manage organisation screen will display. Refer Figure 29.

Figure 29 — Manage organisation screen with a list of program activities

Home > Manage organisation

Manage organisation

EDIT ORGANISATION DETAILS

Organisation Details

Preferred organisation name: Busy Bee Community Cenfre
Partnership Approach agreement Yes
ABN. 44110687262
Source Organisation 1D 4-14755B

Source Organisation name Busy Bee Community Centre

Outlets

Name Address: State: Program activity:
[ H ” N | v ‘ SEARCH [Jetey
Outlet name $ Address Created Date ™
Busy Bee Community Centre 43 Upton Street MONASH ACT 2304 120612014 4

Program activities ay

Program activity & Start date & End date & Notification

I - C ities for Children - Eacily Fartner: 1210812014 1210512015 a 4
¥% Children's Contact Services (for Community Care ) 072014 30152018 4
- C ities for Children - Eacily Fartners (for Canberra Life Skills) o07iz014 300812017 4
- C for Children - Partners (for Church Groug) 7018 3010812015 4
LS itie: for Children - Eacilf Partners (for Community Care ) 072014 3010812015 <4
¥ Eamily and Relati Serviges (for Community Care ) oTiz01e 3010512020 4
¥ Family Law C: for Canberra Life Skills) 0410872014 0410812015 4
¥®' Eamil ip Advice Line for ity Care ) 0072014 300812017 4
LS oTiz01e 3010512018 4

' |

A naotification icon
changed.

will display next to the Program activity where a handshake request has been

Select the Program activity hyperlink.

The Program activity screen will display with the following. Refer Figure 30.
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1. The information icon i will indicate that your handshake has been revoked.
2. The Handshake Status will display Revoked by delivery partner.

Figure 30 — Program activity screen

Friendly Fash (Source Diganisaton 1D 4-1 8WGL3) has sctoned o handshabe request. Curmes? hendihake slatul @
Ravoked by delvery ganner 1

Program activity - Communities for Children - Facilitating

Partners

Organisation details

Frelemed organisaton name Busy Bee Community Centre
Patherihis Aggraach sgfeemant ko
ABN 447 1 DET A2
Source Oeganisation IDr 4147550

Sounce CIGANisason name:  Susy Bak Community Cante

Program activity details
Presgtam sctwiy Communities for Childesn - Facilitating Fannars
S Date 128082014
End Dats 120015
Fartnership Aggroach agresmant Mo
Grant information

Source Activity 10 Manager Hame Start Date End Date

Program activities

ADD DELIWERY PARTNER

k. R
— . — & MBS ahn £ Acsicn
Wap  Drircisteie Mrvites PRPTTE R ELRTIER PTG B Abgussit L]
W Canses Ofty Causcll TR THRAL IR o Raaumst 4
W ConzenLme semc 41106 [ETEATTTE B [T 4
Wy Fromay ran arammg PRI o mpwoipn by Arguest 4
caivary purtmer
Wy Fecgus Cars Canie AT T B Bagueeed  Bwecks « 2
Wy Massd Comek Primary Johes! A tdsignn e B mewasany  Megusst a4
a3 partar

You can find more information on outlets, clients, cases, and sessions on the Data Exchange Protocols and
the Training page.

For system support, contact the Data Exchange Helpdesk by email dssdataexchange.helpdesk@dss.gov.au or
on 1800 020 283.
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