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The CMASS portal home page 

Go to cmassportal.com.au 

 

Registration and logging in 

Login page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Email: Enter the email address that was used to register. 

 Password: Enter the password that was created by the user. 

 Remember me: Tick this box if the user is the only user on this computer / device. It will 

allow the user to skip the login screen.  

 Forgot your password?: Select this link to reset your password. 

 Sign up: Select this link if you are new to the portal and need to register. 

 Terms & Conditions: Select this link to be taken to the terms and conditions.  

 

Registration page 
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1. Once you have selected the Sign up link on the homepage you are taken to the 

registration screen.  

2. Enter your details into the fields. All fields marketed with (*) are mandatory fields. 

3. When creating a password the following requirements must be met;  

 Minimum of 8 characters  

 Contains at least 1 uppercase letter 

 Contains at least 1 lowercase letter 

 Contains 1 number or special character 

4. Once all fields have been completed, select the Sign up button and the request will be 

sent to Independence Australia for approval. 
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Prescriber home page 

This is the default home page that appears once logged into the CMASS Portal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Search for a customer: Search for an existing customer in the database, edit and view a 

customer’s details, add an assessment and place an order. 

 Add New Customer: Add a new customer to the database, add an assessment and place 

an order. 

 View Contracted Products: View the current contracted products in the CMASS portal. 

 Resources: View and download resources. 

 Edit your details: Update your contact details or change your password. 

 My Account: Edit your details or logout.   

 Contact Us: Select this link to be taken to Independence Australia’s contact details. 
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Search for an existing customer 

Search for a customer 

The below screen is displayed once you have selected the Search for a Customer box on 

the Prescriber Home Page. 

 

 

1. To search for an existing client enter their details into the fields in the Search for a 
Customer section and select the Search button.  

N.B. The more fields completed, the more targeted the search.  
2. Search results will be displayed at the bottom of the screen.  
3. If a client does not exist, select the Add New Customer button to add them.  
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Edit customer details 

1. Once a customer search has been conducted select the button for the relevant 

customer. 

2. You will be taken to the below screen where details on the and  tabs 

can be edited. 

3. Once the customer’s details have been updated select the Update Customer button 

at the foot of the page. 

 

 

View customer details and history 

1. Once a customer search has been conducted select the button for the 

relevant customer. 

2. This function allows the user to view details / history about the Customer, their 

Assessments, their Prescriptions and their Orders. Select the relevant tab at the top 

of the screen. 
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Enter new assessment 

1. Once a customer search has been conducted select the button for the specific 

customer. 

2. Select the  tab. 

3. To create a new assessment select the arrow on the Create a New Assessment 

banner. 

4. Enter the date the assessment was completed on, as well as any comments that relate 

to the assessment. 

5. When ready to submit the assessment select the Create Assessment button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter new prescription 

1. Once the user has created a new assessment they are taken to the  

screen.  
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2. In order to add products to the prescription, scroll down to the Add Products section. 

 

3. The user can conduct a product search using one or multiple fields.  

4. Select the Search Products button when the search fields have been entered.  

N.B. The search function is defaulted to contracted CMASS products. To search for all 

products untick the Contract Products Only? box.  

 

5. Select the desired product(s) from the search results and select +Add Prescription 

Item. 

6. The product(s) will be added to the Prescribed Products section. 
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7. When completing the prescription please calculate the Estimated Real Need and 

Frequency for the client, as it is used for reporting purposes. 

N.B. The Estimated Real Need can be based on a Daily, Weekly or Yearly projection. 

8. Repeat steps 3 to 7 to add more products to the prescription. 

9. When you have added all the products to the prescription select Create Prescription. 

 

 

Create new order 

1. Once the user has created a new prescription they are taken to the  page.  

 

 

2. Select the Add New Order button. 

N.B. Only prescribed products or samples can be ordered for the client. If an unlisted product 

needs to be ordered, a new assessment and prescription must be completed before the 

product can be added to an order.  
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3. To view and check the details of the customer and the user, select the Click here to 

view Nurse and Customer Details banner. 

N.B. If changes are required please refer to the Edit Customer Details or the Edit Your 

Details sections of this user manual. 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

4. Scroll down to the Add Products section to select the required product(s). Ensure to 

select the +Add Order Item button to add each product.  

 

 

 

 

 

 

 

 

 

 

 

 

 

5. The user can also add product samples to the order which are not on the prescription 

by selecting the Sample? tick box and searching for the desired sample products. 
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6. After adding each product, specify the quantity using the (+) / (-) keys in the Items in 

This Order section. You can also delete products by selecting the button. 

N.B. The user can select the Sample tick box to request a sample. 

 

7. After adding all the products to the order, check and enter the delivery details into the 

Delivery Address section. 

8. Select the Create Order button once the order is complete. 

9. The user will be taken to the View Order Details screen where the order, the products 

and the status will be displayed. 

10. Scroll to the bottom of the page and select Back to Orders to view a complete order 

history. 
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Add new customer 

Add new customer 

The below screen is displayed once you have selected the Add New Customer box on the 

Prescriber Home Page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Complete the fields in the Identity, Budget, Contact, Address and Other sections. 

2. Select the Create Customer button at the bottom of the screen. 

 

Enter new assessment 

1. Once the new customer has been added, the user is taken to the  screen. 

2. To create a new assessment select the arrow on the Create a New Assessment 

banner. 

3. Enter the date the assessment was completed on, as well as any comments that relate 

to the assessment. 

4. When ready to submit the assessment select the Create Assessment button. 
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Enter new prescription 

1. Once the user has created a new assessment they are taken to the  page.  

 

2. In order to add products to the prescription, scroll down to the Add Products section. 

 

3. The user can conduct a product search using one or multiple of the fields.  

4. Select Search Products when the search fields have been entered.  

N.B. The search function is defaulted to contracted CMASS products. To search for all 

products untick the Contract Products Only? box.  
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5. Select the desired product(s) from the search results and select +Add Prescription 

Item. 

6. The product(s) will be added to the Prescribed Products section. 

 

7. When completing the prescription please calculate the Estimated Real Need and 

Frequency for the client, as it is used for reporting purposes. 

N.B. The Estimated Real Need can be based on a Daily, Weekly or Yearly projection. 

8. Repeat steps 3 to 7 to add more products to the prescription. 

9. When you have added all the products to the prescription select Create Prescription. 

 

 

Create new order 

1. Once the user has created a new prescription they are taken to the  page.  

2. Select Add New Order button. 

N.B. Only prescribed products or samples can be ordered for the client. If an unlisted product 

needs to be ordered a new assessment and prescription must be completed before the 

product can be added to an order. 

 

 

 



Page | 16 CMASS Portal User Guide 

 

 

 

 

 

 

3. To view and check the details of the customer and the user, select the Click here to 

view Nurse and Customer Details banner. 

N.B. If changes are required please refer to the Edit Customer Details or Edit Your Details 

sections. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Scroll down to the Add Products section to select the required product(s). Ensure to 

select the +Add Order Item button to add each product.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. The user can also add product samples to the order which are not on the prescription 

by selecting the Sample? tick box and searching for the desired products. 
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6. After adding each product, specify the quantity using the (+) / (-) keys in the Items in 

This Order section. You can also delete products by selecting the button. 

N.B. The user can also select the Sample tick box to request a sample. 

7. After adding all the products to the order, check and enter the delivery details into the 

Delivery Address section. 

8. Select the Create Order button at the bottom of the screen once the order is complete. 

9. The user will be taken to the View Order Details screen where the order, the products 

and the status will be displayed. 

10. Scroll to the bottom of the screen and select the Back to Orders button to view a 

complete order history for the customer. 
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View contract products 

Search for products 

The below screen is displayed once you have selected the View Contract Products box on 

the Prescriber Home Page. 

 

1. Contracted products on the CMASS portal can be viewed by scrolling down to the 

bottom of the page and viewing the different pages. 

2. Alternatively, specific products and product categories can be identified by conducting 

a search using the fields in the Search for a Product section. 

3. Once the user has entered the search criteria into the fields select the Search 

Products button. 

4. To conduct a new search, select the Clear Search button and repeat step 3. 
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Resources 

View and download resources 

 

The below screen is displayed once you have selected the Resources box on the Prescriber 

Home Page. 

 

1. The Resources page allows the user to view, print or save a selection of useful 

continence resources. 
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  Edit your details 

Update contact details or change password 

 

The below screen is displayed once you have selected the Edit Your Details box on the 

Prescriber Home Page. 

 

1. The user can edit their contact and password details by entering the relevant fields and 

selecting the Update User button at the bottom of the screen. 
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My account 

Edit user details (name, email or password) 

1. Select the My Account tab at the top of the screen. 

 

 

 

 

 

 

2. Select Edit Account. 

3. The user can edit their contact and password details by entering the relevant fields and 

selecting the Update User button at the bottom of the screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Logout 

1. Select the My Account tab at the top of the screen. 

2. Select Logout. 


