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Introduction 

Use this step by step guide on how an individual can register to use Business Hub services through Provider Digital 

Access (PRODA). 

About PRODA 

To access services in Business Hub, you must first register for PRODA. PRODA is an online authentication system 
based on a user name, password and verification code login. 

Once you register for PRODA and create a PRODA account, we’ll give you a Registration Authority (RA) number. 
You use it to connect to Business Hub. 

Read how to register for and access PRODA. 

Before you start, have 3 identity documents handy to verifying your identity. You must use 2 of the following: 

• Australian passport 

• Medicare card 

• Australian driver’s licence 

• ImmiCard. 

Other options for your third document are: 

• Australian birth certificate 

• Australian visa supported by a foreign passport 

• Citizenship certificate 

• Certificate of registration by descent. 

 

About Business Hub 

Business Hub is a secure service.  

Registered personnel can log in to Business Hub on behalf of a business to access a range of business services we 

offer. 

To apply for a service in Business Hub, refer to the User guide to register your business for Business Hub. 

  

https://www.humanservices.gov.au/organisations/health-professionals/services/medicare/proda
https://www.servicesaustralia.gov.au/proda-provider-digital-access
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Create a PRODA account 

 

Access the PRODA registration page. 

Select Your right to privacy for information about how we protect your personal information. 

Select Register now. 

 
  

https://proda.humanservices.gov.au/pia/pages/public/registration/account/createAccount.jsf
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Your details 

Enter your details. 

If you have a middle name on any of your identity documents, enter it in the Additional names field. 

Select Next. 
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Create your login details 

Enter the details you want as your Username and Password. 

Enter your password again to Confirm Password. 

Your password must be 10 or more characters and have at least: 

• one uppercase letter 

• one lowercase letter 

• one number or special character. 

 

Select Next. 
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Your security questions 

You must set up 3 security questions. 

Select a question from the drop down list. 

Then enter the answer for each of the 3 security questions. 

Select Next. 
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Your email address 

Enter your Email address. 

Then enter it again to Confirm email address. 

We’ll send you a verification code to this email address. You will need access to it to progress with verifying your 

identity. 

Select Next. 
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Verification code 

Enter the verification code we sent you in an email. 

Then select Next. 

 
 

We’ll send you a confirmation email with details for your PRODA account. Store the details in this email securely. 

You’ll need them for future reference. 

 

You will need your RA number when you access Business Hub. 
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Verify your identity 

You need to enter details for 3 documents to verify your identity online. We check these details with the issuer or 

official record holder. 

If your name differs between the documents you provide, you‘ll need to provide proof of your name change. This 

can be either a: 

 Marriage Certificate 

 Change of Name Certificate. 

Select Next. 
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Verify your first document 

Select your first document to verify your identity. 

Select Next. 

 

You must use 2 of the following to verify your identity: 

• Medicare card 

• Drivers Licence 

• ImmiCard 

• Passport. 
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Enter the details exactly as they display on your document. For example, if your document has your middle name or 

initial, enter the details in exactly the same format. 

Select Next. 
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Verify your second document 

- Select your second document to verify your identity. The document you selected as your first document will no 

longer appear in the list. 

- Select Next. 

 

You must use 2 of the following to verify your identity: 

• Medicare card 

• Drivers Licence 

• ImmiCard 

• Passport. 
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- Select the State that issued your Australian driver’s licence. 

- Select Next. 
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- Enter the details exactly as they display on your document. For example, if your document has your middle name 

or initial, enter the details in exactly the same format 

- Select Next 
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Verify your third document 

Select your third and final document to verify your identity. The documents you selected as your first and second 

documents will no longer appear in the list. 

Select Next. 
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Select the State that issued your Australian birth certificate. 

Select Next. 
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Enter the details exactly as they display on your document. For example, if your document has your middle name or 

initial, enter the details in exactly the same format. 

Select Next. 
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Identity verification successful 

You will get a versification message to tell you your identity verification is successful. 

Select Next to go to the next step. 
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Verification code preference 

PRODA uses 2-factor authentication when you log in. This means the PRODA system will send you a verification code 

when you log in. You can choose to get the code one of these ways: 

• in an email 

• via a mobile phone app 

• as an SMS. 

Select how you want to get your verification code in the future. 

Then select Next. 
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Access Business Hub 

Now that you have a PRODA account, you must link it in Business Hub before you can access Business Hub. Then 

select Business Hub from your PRODA Services page. 

Link your PRODA account in Business Hub 

How you link you PRODA account in Business Hub depends on your situation. 

Authorised person 
If you’re an associate or authorised person that needs to apply for a service for your organisation in Business Hub for 

the first time, please refer to our Registering your organisation for Business Hub user guide. 

 

Work on behalf of a business 
If you work on behalf of a business that is using services in Business Hub, ask your business’ Access Manager. They 

can link you to the business in Business Hub using the RA number you got with your PRODA registration. You will not 

be able to use any services in Business Hub until your business has added you.  

 

Transitioning from CBOS 
If you’re transitioning to Business Hub from CBOS you must complete the Register for Business Hub workflow. You’ll 

find it on your CBOS home page and you’ll need your RA number. You can’t access Business Hub until you complete 

it. Download the User guide for existing CBOS users transitioning to Business Hub. 

Once your business has registered for Business Hub it will appear under My linked services on the PRODA home 

page. 
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Get help 

The following resources are available if users from your organisation require assistance or further information. 

 
Virtual Assistant 

Select Ask a question from the bottom of your Business Hub homepage to either: 

 ask the virtual assistant a question 

 access our user guides to help you with using Business Hub and the range of services we offer. 
 

User guides 

We’ve created a suite of user guides to help you with using Business Hub and the services we offer. 

 

Contacting the helpdesk 

If you experience technical difficulties or need more information, call our helpdesk for help on 131 158 or email 
national.business.gateway@servicesaustralia.gov.au  

When you call, please have the following information ready: 

 your business’s name 

 your business’s Centrelink Reference Number 

 your PRODA RA number 

 your contact phone number or email address 

 a description of the problem you are experiencing. 

The helpdesk is available from 8:30 am to 5:00 pm EST Monday to Friday, except national public holidays. 

PRODA helpdesk 

If you experience technical difficulties while registering for PRODA, contact the PRODA helpdesk for help by: 

Email -  proda@servicesaustralia.gov.au 

Phone - 1800 700 199 and select option one – User name and password queries relating to Provider Digital Access 

(PRODA). 

These services are available from 8 am to 5 pm AEST Monday to Friday, except national public holidays. 

 

https://www.centrelink.gov.au/wps/portal/clk_common/userguides/!ut/p/z1/jY9PC4JAFMQ_SweP-d5mf6TbXiqEiCDR3iXW2NYFc2V3Vfr2SV3LmtsMvxkYIMiBatFpJbw2tagGf6blhW13yPic7XHBVnjk0emwSWKG6QyyF4BfxBHon_4IQOPzGdAvJAFSlSneb3hdRLECsvImrbRha4e49L5x6wAD7Ps-dNJ2-iqdaJ23otIiVKYLRRvgp4HSOA_5WA-ae5rjlIpHzydP7W3aGA!!/dz/d5/L2dBISEvZ0FBIS9nQSEh/
mailto:national.business.gateway@servicesaustralia.gov.au

