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POLAR Walkthrough 

PUFFIN Report – Patient Management 
Adding/Removing GPACI registered patients 

 

Patient cohort:  

• Patients registered in the General Practice in Aged Care Incentive (GPACI) program 
(confirmed via PRODA) (Step 5) 

• Active patients (Step 7) 

Note: Patient cohort can be modified by adding or removing steps according to your practice needs. 

 

Adding a patient(s) to your Puffin report 

1. Log in to POLAR - polarexplorer.org.au 

 

2. Navigate to Reports > click on the Puffin report. 

 

 

 

3. If using Puffin for the first time, you will be taken directly to the Patient Management page. 

 

A pop-up window will appear (if accessing Puffin for the first time) > select Let’s go 

 

If you have previously logged into Puffin OR this pop-up doesn’t appear – see Step 4. 

https://polarexplorer.org.au/
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4. Click on the Patient Management tab to manually add or remove patients from your Puffin list. 
The table contains ALL patients on your practice clinical software database. 

 

 

5. Ensure you have correctly identified GPACI-registered patients linked to your practice/provider 

Friendly Tips:  

• You only need to manually add a patient to Puffin if they are new to GPACI program or when first 
using Puffin 

• Puffin only extracts data from your clinical software, not PRODA or HPOS 

• To obtain a correct list of patients registered for GPACI through your practice/providers – you 
can extract a list from PRODA - How to obtain GPACI registered patient list from PRODA - 
Walkthrough 

 

6. To identify Active patients, click on the magnifying glass icon next to Patient Status. Select Active 

from the drop-down menu, then ✔ 

 

 

7. To search for the patient you wish to add, click on the magnifying glass icon  next to DOB (or 
another identifying item). You can enter the DOB in the search box using the format DD/MM/YYYY, 

then enter. Select the DOB then click ✔. 

 

https://southwesternsydneyphn583.sharepoint.com/:w:/g/Service%20Support/EQ_mMo4--8lAlsg68qDucEMB_3yj-7UlRygSr8AYvni5_Q?e=OtDOcu
https://southwesternsydneyphn583.sharepoint.com/:w:/g/Service%20Support/EQ_mMo4--8lAlsg68qDucEMB_3yj-7UlRygSr8AYvni5_Q?e=OtDOcu
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8. A list of patients with the filter(s) applied will populate. You can refine your search by adding more 
filters. When you have identified the patient you wish to add to Puffin, proceed to the next step.  

 
 

 

9. Click on the  button next to the patient you wish to add to Puffin   

 

Note: Patients need to be added one at a time. 

 

10. A pop-up window will appear prompting you to enter the Enrolment Quarter and Assigned Provider. 

Use the drop-down menus to select the appropriate option – as per information in PRODA. 

-  

Click on Submit when completed. 

Note: it may take up to 48 hours for the service data to appear. 
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11. The pop-up window will close, and a sand timer icon  will appear next to the patient you selected 
(located under the Included column), which indicates you have successfully added your patient to 
Puffin. 

Repeat these steps for each patient – make sure you check/remove the filter(s) after each selection. 

 

Removing patient(s) from your Puffin Report 

If a patient's status changes, (e.g. patient is deceased, or voluntarily withdraws from the GPACI 
program), you will need to manually remove them from Puffin. 

 

1. Log in to POLAR - polarexplorer.org.au 

 

 

2. Navigate to Reports > click on the Puffin report 

 

 

3. Click on the Patient Management tab. 

 

 

4. To identify patients already added to your Puffin report, click on the magnifying glass icon next to 
Included. 

 

  

https://polarexplorer.org.au/
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5. In the drop-down box, select '1’, then ✔. 

 

 

 

6. To search for the patient you wish to remove, click on the magnifying glass icon  next to Last 
Name or DOB (or another identifying item).  

 

 

 

7. In the drop-down box, enter the patient information, select from the list, then ✔.  

   

You can further refine your search by adding more filters.  
When you have identified the patient you wish to remove from Puffin, proceed to the next step. 

 

 

8. Click on the ⊖ ‘minus’ button next to the patient you wish to remove from Puffin. 
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9. On the pop-up window, click Remove. 

 

 

Repeat these steps for each patient – make sure you check/remove the filter(s) after each selection. 

  

 

 

For any further assistance in using POLAR, please contact your CQI officer  
or email cqisupport@swsphn.com.au  

 

 

 

Resources: 

General Practice in Aged Care Incentive Guidelines 

How to obtain GPACI registered patient list from PRODA - Walkthrough 

mailto:cqisupport@swsphn.com.au
https://www.health.gov.au/sites/default/files/2024-12/general-practice-in-aged-care-incentive-program-guidelines-2024.pdf
https://southwesternsydneyphn583.sharepoint.com/:w:/g/Service%20Support/EQ_mMo4--8lAlsg68qDucEMB_3yj-7UlRygSr8AYvni5_Q?e=OtDOcu

