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INFORMATION SHEET 

AIR: Submitting and Updating an Encounter 
June 2017 

 

Select ‘Identify Individual’ 

 

 
 
Enter Medicare Number and IRN (Individual Reference Number) 
 
Or 
 
Enter persons Surname, First Name & DOB (dd/mm/yyyy) 

 
SEARCH 
 
 
 
 
 
 



 

 
The following screen will appear: 
 

 
 
 

Due Details Screen 

 
This will appear if no vaccines are overdue: 
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Immunisation History Screen 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To view more of the Immunisation History, CLICK:   
 



 

You can also now sort by Date/Vaccine/Brand/Status/Reason Code: 

 
 

To search for a new individual 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The following screen appears: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Then the following screen will appear: 
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Record Encounter 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
The following screen will appear to add another vaccine 



 

 

 
 
 
The following screen will appear – then check details 

 
 
Then the following screen will appear 
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Update Encounter  
 
Correct errors in encounters online  

 

The following screen will appear – you can only modify those encounters with a  
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Payment Statements 

You can also choose to receive your payment statements ‘Online’ or ‘Paper’ 

 
 
 

Update Provider Details 

 

 
 
 
 
 
 
This resource was adapted from a reference guide developed by Murrumbidgee Local Health District. 


