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Changes from the last version
The following updates have been made to the last published version of the myplace provider

portal step-by-step guide.

As of May 2024:
1. Updated the enquiries section (page 20-25)
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Introduction

The myplace provider portal is a secure website developed for providers to manage their

transactions with the NDIA, and view and manage their services with Participants. This step-

by-step guide describes how the myplace portal works and provides the general layouts of

the menus and screens in the portal.

It also includes instructions for using each of the functions in the portal.

What can you do in myplace?

You can use myplace to:

View your contact details

View your NDIS (National Disability Insurance Scheme) registration details including
updates to registration groups and professions

Link another registered provider organisation (if applicable)

View messages received from NDIS

Instant message with your linked participants

Create and manage service bookings

Create and view payment requests (previously known as claims)

View and respond to quotes received from NDIS

View referrals made to your organisation

View Support Coordination Requests for Service and action these requests
Upload required documents

Submit and review enquiries or complaints

Download reports about all your service bookings and participants

Learn how to use the my NDIS provider portal

Minimum internet browser requirements

To access myplace, there are minimum browser requirements. These are:

Google Chrome

Microsoft Internet Explorer 11 on Windows 8.1 or Windows 10
Microsoft Edge

Mozilla Firefox

Safari on Mac OS X

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide
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How to contact NDIS

NDIS Webchat
You can live chat with us

about:
e myplace provider portal
e Service bookings
o Payment requests
e Quotes
o Referrals
e Request for service

e Searching for a register

Contact the NDIS by

Phone
1800 800 110

You can call us about:

myplace provider portal

Service bookings

Payment requests

Quotes

Referrals

Request for service

Searching for a register provider

Submitting a general enquiry,

ndis

provider portal

You can use the provider
portal to:

e Submit a payment
enquiry

e Submit a general
enquiry, feedback,
compliment or a
complaint

e Search for a provider

enquiries@ndis.gov.au

You can email us about :

e Submit a general
enquiry, feedback,
compliment, or
complaint

¢ Email a document, form

report or letter

Contact and Feedback form
NDIS Online Form

You can use the Online form to:

Submit a general enquiry,
feedback, compliment, or a
complaint

Request a call back

provider feedback, compliment, or a e Upload documents
complaint
PN
él “;"I@ % ) @
Email us Mailing address

National Disability
Insurance Agency
GPO Box 700
Canberra ACT 2601

You can mail us to:

e Send a compliment,
complaint or provide
feedback,

e Document, form,

report, or letter

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide 6
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Accessing myplace

1. Access the myplace portal using the link provided on the NDIS website or type

https://Imyplace.ndis.gov.au/supplier in your internet browser.

m ¢ 1800 800 110 Languages @ m +A Sitesearch Q.

&t Understanding the NDIS v Applying v For participants v Community v For providers ~  News and events v About v  Contact

Coronavirus information
and advice - claiming PPE

Print this page &
Getting started Planning process
= A}
How the NDIS works Am | eligible? How do | apply? Creating your plan Using your plan Reviewing your plan
and goals
2. If you already have a Provider Digital Account (PRODA), please enter your PRODA

Username and Password then select Login.

PRODA

Provider Digital Access

If you hawve already created your PRODA account, login below.
Username
Forgot yo ?

Password

Forgot your password?

Do not have a PRODA account? Register noww
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3. If you do not have a PRODA (Provider Digital Access) account, please refer to the
PRODA - Step-by-step guide found on the NDIS website.

Create a Provider digital account

If you do not have a Provider Digital Account, please refer to the myplace registration for

new providers - Step-by-step guide found on the NDIS website.

Select a provider

A list of the organisation(s) you may act for (work on behalf of) is displayed.
1. Select the organisation you wish to use myplace for on this occasion. The system will
then display information relating to only that organisation.

Note: The provider number may also be referred to as Business Partner Number (BPN).

Note: You can select a different organisation at any time using the ‘Acting for’ link
at the top right of the home page.
Note: If the organisation you are acting for is not on the list, you can link to it using Link to

my Organisation.

ol | Skip to main content Hello Graham Jones =

my Switch to NDIS Commission w ®

Select a Provider
Select a provider you want to act on behalf of

Organisation Details

Organisation Name Provider Number
RODGER, LIAM 4050003606 =

ADELAIDE WHEEL & RIM 4050004214

! ERS 4050004745

The myplace home page displays.
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myplace Portal home page

The myplace home page contains a number of separate sections or function.

&2
My Participants

Wiew and manage your
participants

—_
Service Booking

Create and manage service
bookings

Messages

Instant message your
participants

Q

View Plan

View Participant's plan and
nominee datails

2

Request for Service
Forms

Wiew and manage your
request for service forms

Inbax

View your mailbox

B

Payment Request

Create and manage new and
existing payment requests

Link to my
QOrganisation

Find an erganisaticn using

ABM lookup

000
M

NDIS Commission

Mavigate to NDIS
Commission portal

[

View Complaints and
Enquiries

Wisw and manage your
requests

6

Registration Details

View and edit your
registration details

®

Quotations

View and respond to quotes
sent to my provider
organisation from the NDIA

Document Upload

Upload any support
documents

i

Profile

iew your organisation
details that you are linked to

Provider Learning
Environment
Functionality for providers an
the new my NDIS provider
porta

fm

Qutlet Management

Add and view outlet details

Ty
Referrals

View referrals made to my
provider organisation

9 N\

Provider Finder

Find provider organisations.

Downloads
Reguest and download lists
of My Participants, Service
Bookings and Quaotes
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The following table provides an explanation of each of the information on the myplace portal

home page.

myplace section Function

Acting for GRAHAM JONES

The provider organisation you are acting for is displayed
here. If you work for (and are linked to) more than one
provider organisation, you can select which organisation
you are using myplace for by selecting the Change

@
Provider icon :
If you only work for one provider organisation, you do

not need to change any settings here.

Hello Graham Jones =

This is where your username is displayed. You can use
the drop-down button to return to the home page or

logout of myplace at any time.

my

Select this icon at any time to return to the myplace

home page.

Select this icon for simple explanations of the functions

displayed on the screen.

o
&2
My Participants

View and manage your
participants

View and manage your participants.

=N

View your mailbox

View messages and letters sent to you by the NDIA.

Registration Details

View and edit your
registration details

View your registration details

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide
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myplace section Function

fm

Outlet Management

View your organisation’s outlet details.

Add and view outlet details

=

Service Booking

Create and manage service bookings with participants.

Create and manage service
bookings

B

Payment Request

Create and manage new and existing payment

Create and manage new
and existing payment requests.

reguests

®

Quotations

View and respond to quotes sent to you by the NDIA.

View and respond to
quotes sent to my provider
organisation from the NDIA

Q. O
[/
Referrals

View referrals made to your organisation.

View referrals made to my
provider organisation

Messages

Send instant messages to your Participants.

Instant message your
participants

Link to my
Organisation

Link to your organisation/s, in order to view them

through the myplace provider portal.

Find an organisation using
ABM lookup

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide 11
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myplace section Function

1

Upload Evidence

Upload required documents.

Document Upload

Provider Finder

Search for providers within a certain location.

Find provider
organisations.

QN

View Plan

View plan details when granted consent by a participant.

View Participant's plan and
nominee details

o000

NDIS Commission

[ Navigate to the NDIS Commission portal.

ion parta

o
— View and edit information and contact details for
et o e yourself and your organisation.
to
Request and download service bookings information,

Downloads

quotes, or information for participants regarding their

Request and download lists
of My Participants, Service

Bookings and Quotes active service bookings

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide 12
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myplace section Function

o

[
Redquest for Service View and action Support Coordination Requests for
Service Forms.

View and manage your
request for service forms

2\

View CEZ““E::LT“"“ Submit complaints, feedback, enquiries, payment
K enquiries and compliments.

View and manage your
!'EqLIESl’S

Provider Learning
Environment Learn how to use the my NDIS provider portal.

Function.
the new

Provider portal navigation

Using a function
Select the relevant tile displayed in the myplace home page to go into that section of the

provider portal.

o

[

Profile

View your organisation
details that you are linked
to

Tip: From most functions within the portal, the person icon on the top right of the screen will
take you directly to your Profile.
You will note that some tiles have a purple banner across the top right-hand corner with a

number showing. This indicates the number of items that have not been actioned. For

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide 13
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example, the Inbox tile below shows a purple banner with the number ‘6’. This indicates that

there are six messages in your Inbox requiring attention.

=N

Inbox

View your mailbox

Returning to the myplace home page

You can return to the myplace home page in any of the following ways:

1. Select the myplace logo (top left corner of the portal page).

o)
my

2. Select the Home button (top left corner of the portal page) to return to the myplace

home page.

3. Select the Home link in the breadcrumb trail below the myplace logo.

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide 14
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Help and feedback
Getting help

Select the question mark icon (top right corner of the portal page) for simple explanations of

the functions displayed.

>

Call NDIA on 1800 800 110 if you are unable to resolve a problem or need help to use

myplace.

Submit payment enquiries, complaints,
compliments, feedback and other enquiries

The View Complaints and Enquiries tile provides you with the options you need to submit:
e a payment enquiry
e complaints, compliments and other feedback
e any additional enquiries.
To access these functions:
1. Go to the myplace home page and select the View Complaints and Enquiries tile.

A I

View Plan NDIS Commission Profile Downloads
View Participant's plan and Navigate to NDIS View your organisation Request and download lists
nominee details Commission portal details that you are linked to of My Participants, Service

Bookings and Quotes

S El\ =] \
Request for Service View Complaints and Provider Learning
Forms Enquiries Environment
View and manage your View and manage your Functionality for providers on
request for service forms requests the new my NDIS provider
portal

Note: You can also access the options you need by selecting the Feedback link in the page
footer.

.
Contactus | Sitemap | NDIS Commission | Accessibility | Browsers | Privacy Notice | Termsofuse | Feedback PomtEiiby ndIS
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2. Onthe View Complaints and Enquiries page, select Add new request.

~ nlAaro Q ?
X my )IACE Switch to NDIS Commission w1

View Complaints and Enquiries
Below is a listing of the Complaints and Enquiries for this organisation

Please note: Compliments and feedback will not display in the search results table below
Add new request

If you seek further assistance please contact us on 1800 800 110, if you have a submission ID
please have it ready before the call

Please select V Refine search Search

3. The Add Feedback page will appear with your name, organisation name, registered
business email address and phone details displayed.
On the Add Feedback page, use the Feedback type options to select the type of
request you will be making.

Add Feedback

Please fill the feedback form to provide your feedback to NDIA

Required fields are marked with an asterisk (*)

You are currently submitting this form as the following representative:

Name: Organisation:
Ari Barris Acecor
Email: Phone:
acecor@gmail.com.au 0223569974

Feedback type: *

G || @ O

Feedback

@ $

Payment

Complaint Compliment Enquiry enquiry

You can choose to:

e Submit a complaint

e Send feedback or a compliment

e Submit an enquiry

e Submit a payment enquiry.

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide 16
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Submit a complaint

2. Select Complaint.

Add Feedback
Please fill the feedback form Lo provide your feedback to NDIA

Required fields are marked with an asterisk (*)

You are currently submitting this form as the following representative:

Name: Organisation:
Ari Barris Acecor
Email: Phone:
acecor@gmail.com.au 0223569974

Feedback type: *

v

Q| @ % 2 || ol

Complaint Feedback Compliment Enquiry enquiry

Is this submission on behalf of a Participant? *
O Yes

O No

3. Select whether this complaint is on behalf of a participant.
¢ |f a complaint is submitted on behalf of a participant select Yes. Then enter the
participant’s NDIS number, last name and date of birth and select Verify

participant.

Feedback type: *

v

Q @ 0 C,; Payzen:

Complaint Feedback Compliment Enquiry enquiry

Is this submission on behalf of a Participant? *

Yes

@ No

Request details

Subject: *
Please select 4
Feedback detalls (2,000 character limit): *

Back to Complaints and Enquiries

¢ |f the complaint is not on behalf of a participant select No.

4. Inthe Subject field, choose the subject that relates to your complaint from the drop-

down list.
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5. Inthe Feedback details field, enter a description of your complaint. This field has a
2000-character limit.

6. Select Submit to send your complaint to the NDIA.

Send feedback or a compliment

7. Select Feedback or Compliment.

Feedback type: *

Q @ J (b CJ" Pay?en:

Complaint Feedback Compliment Enquiry enquiry

Request details

Description: *

Subject: *
Please select ¥

Feedback details (2,000 character limit): *

Back to Complaints and Enquiries

8. Inthe Description field, provide a brief description of your feedback or compliment.

From the Subject drop-down, select the subject that relates to your feedback.
9. Inthe Feedback details field, enter a description of the feedback. This field has a
2000-character limit.
10. Select Submit to send your feedback to the NDIA.

Submit an enquiry

1. Select Enquiry.

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide 18
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Feedback type: *

v

QD Q@ ¢ | .S

Complaint Feedback Compliment Enquiry enquiry

Is this submission on behalf of a Participant? *
O Yes

@ No

Request details
Is about: *
e select v

Is related to: *

Additional Detalls:

Feedback details (2,000 character limit): *

Back to Complaints and Enquiries

2. Select whether this enquiry is on behalf of a participant.

e If an enquiry is submitted on behalf of a participant select Yes. Then enter the
participant’'s NDIS number, last name and date of birth and select Verify
participant.

e If the enquiry is not on behalf of a participant select No.

3. Inthe Is about field, select the area that your enquiry is about from the drop-down list.

NOTE: This drop-down selection is mandatory to submit your enquiry.

4. Inthe Is related to field, select the area that your enquiry is about from the drop-down
list. The available items are related to your previous drop-down selection made from the
Is about. This drop-down is also a mandatory selection for your enquiry.

5. In Additional Details, select an item that matches additional detail from the drop-down
list. The available items are related to your previous drop-down selection made from Is
related to. This selection is not a mandatory item to submit your enquiry.

6. In Feedback details, enter a description of your enquiry. This field has a 2000-character
limit.

7. Select Submit to send your enquiry to the NDIA.
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Submit a payment enquiry

You can submit a new payment enquiry on behalf of your organisation or submit a follow up

on a closed enquiry.
Note: We have improved the process in submitting a payment enquiry.

When you select the Payment enquiry tile in the myplace provider portal, you will be
redirected to the Enquiries tab in the my NDIS provider portal.

Further information on how to create a payment enquiry is detailed in the my NDIS provider
portal guide.

Submit a new payment enquiry

1. Select Payment Enquiry.

Add Feedback
Please fill the feedback form to provide your feedback to NDIA

Required fielcs are marked with an asterisk (*)

You are currently submitting this form as the following representative:

Name: Organisation:
Ari Barris Acecor
Email: Phone:
acecor@gmail.com.au 0223569974

Feedback type: *

0 Q@ ¢ =z |

Complaint Feedback Compliment Enquiry enquiry

This will take you to the my NDIS provider portal to submit your payment enquiry

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide 20


https://www.ndis.gov.au/providers/working-provider/myplace-provider-portal-and-resources
https://www.ndis.gov.au/providers/working-provider/myplace-provider-portal-and-resources

Provider portal step-by-step guide ndis

Enquiries
View any previously submitted enquiries or lodge a new enguiry.
Lodge a new enquiry
Enquiries list Q, Enquiry ID (eg. 8 Search l l % Filters l
Enquiry ID 2 Type of enquiry Enquiry title Date Status
submitted 2
03446300 Claim and Payment Enquiry test 17/04/2024 Open
03446298 Claim and Payment Enquiry test 17/04i2024 Open
03446247 Claim and Payment Enquiry test 17/04/2024 Open
03446183 Claim and Payment Enquiry test 17/04/2024 Open
03446182 Claim and Payment Enquiry test 17/04/2024 Open
Showing 1 — 5 of 11 enquiries Enquiries per page

For further instructions, please refer to my NDIS provider portal step by step guide located in
the myplace provider portal and resources | NDIS
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View existing complaints and enquiries

11. Select the View Complaints and Enquiries tile on the myplace home page.

View (nmplah
Enqu:rltf-

egUEsTs

The View Complaints and Enquiries page displays your submitted complaints and
enquiries. Use Next and Previous to navigate through lists that have more than 10 entries.

Note: For information about previously submitted compliments, payment enquiries or
feedback, call NDIA on 1800 800 110.

Next to the free text search field use the drop-down selection to choose the criteria of the
search:

e Submission ID
e Participant NDIS number
e Submitted by NDIS number

e Submitted by Surname.

Note: You can not search by Submitted by NDIS Number and NDIS Surname when
searching for a Payment Enquiry.

Enter the details of the complaint or enquiry in the search box and select Search.
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Home / Complaints

If you seek further assistance please contact us on 1800 800 110, if you have a submission ID
please have it ready before the call.

View Complaints and Enquiries
Below is a listing of the Complaints and Enquiries for this organisation

Add new request

Please select

Submission ID

Participant NDIS Number
Submitted by NDIS Number
Submitted by Surname

Sort by

Submission ID  Type of submission  Subject

Submission ID v

Participant name
Submitted by  (NDIS number)

Date submitted

From the Sort By drop-down, select a sorting option:
e Submission ID

e Type of Submission

View Complaints and Enquiries

Below Is a listing of the Complaints and Enquiries for this organisation

If you seek further assistance please contact us on 1800 800 110, if you have a submission ID
please have it ready before the call.

Please select G

Add new request

Search Results

Showing 1- 10 of 21 results Sort by

Submission ID  Type of submission  Subject Submitted by  (NDIS num
81000¢ Complaints
81000¢ Complaints

Submission ID

Type of Submission
Participantm

0] Date submitt
02/12/2019

02/12/2019

To view the details of the complaint or enquiry select the Submission ID (hyperlinked).
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View Complaints and Enquiries

Below Is a listing of the Complaints and Enquiries for this organisation

Please select v Search

If you seek further assistance please contact us on 1800 800 110, if you have a submission ID Add new request
please have it ready before the call.

Search Results

Showing 1 - 10 of 21 results Sort by Submission ID &
Participant name
Submission ID  Type of submission  Subject Submitted by  (NDIS number) Date submitted
81000( Complaints 02/12/2019
Complaints 02/12/2019
81000C Complaints 29/11/2019
810000 Complaints 29/11/2019

The details of the complaint or enquiry will be displayed.

% B T o 2
my jUace Switch to NDIS Commission w ;1 1\ [

Home / Complaints / Details

Complaint details
View the details of your submitted feedback

Submitted by

Name: Organisation:

Email: Phone:

Request details

Submission ID: Feedback type:
81000C Complaints
Subject:

Feedback details:

-

Select Back (bottom left corner of the page) to return to the search results.
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Note: Enquiries created before the 5" of May 2024 can be viewed in the myplace provider
portal.

Payment enquiries created after the 5™ of May 2024 will be displayed in the Enquiries page
of my NDIS provider portal.

You can only view your enquiry in the portal from where it was originally created.

If you made a payment enquiry through the my NDIS provider portal, navigate to the my
NDIS provider portal Enquiries page.

Enquiries
View any previously submitted enquiries or lodge a new enguiry.
Lodge a new enguiry
Enquiries list Q, Enguiry ID (e.g 84928310 Search l l Y Filters l
Enquiry ID Type of enquiry Enquiry title Date Status
submitted
03446300 Claim and Payment Enquiry test 17/04/2024 Open
03446298 Claim and Payment Enquiry test 17/04/2024 Cpen
03446247 Claim and Payment Enquiry test 17/04/2024 Open
03446183 Claim and Payment Enquiry test 17/04/2024 Open
03446182 Claim and Payment Enquiry test 17/04/2024 Open
Showing 1 — 5 of 11 enquiries Enquiries per page

For further instructions, please refer to my NDIS provider portal step by step guide located in
the myplace provider portal and resources | NDIS
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Maintaining your information

These functions enable you to:

e View your Profile (your and your organisation’s contact information and roles within the

provider portal).

e View your Registration details (the services you are approved to provide under the

NDIS). You need to register and maintain your registration details and registration

groups with the NDIS Quality and Safeguards Commission.

¢ View your Outlets (the times and places from which you deliver services). To add or edit

outlet information for outlet you will need to contact the NDIS Quality and Safeguards

Commission.

¢ Manage the organisations which Link to my Organisation (the organisations you

work for).

&0
S
My Participants

View and manage your
participants

=
Service Booking

Create and manage service
bookings

Messages

Instant message your
participants

Q

View Plan

View Participant's plan and
nominee details

[

Inbox

View your mailbox

B

Payment Request

Create and manage new and
existing payment requests

Registration Details

View and edit your
registration details

o

Outlet Management

Add and view outlet details

(a)
Link to my

Organisation

Find an organisation using
ABN lookup

®

Quotations

View and respond to quotes
sent to my provider
organisation from the NDIA

Upload Evidence

Document Upload

w\

NDIS Commission

Navigate to NDIS
Commission portal

()]

[

Profile

View your organisation
details that you are linked to

Q.. 0
LN
Referrals

View referrals made to my
provider organisation

Q

Provider Finder

Find provider organisations.

Downloads

Request and download lists
of my Participants and
Service Bookings
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Profile

This allows you to view and update your personal details, and view (and update if you are
the account manager for your organisation) the Provider Finder Display in your organisation

details, organisation staff and bank details.

1. Select the Profile tile on the myplace home page, or the Person icon from other pages.

ey

Profile

View your organisation
details that you are linked
to

2. The Profile page displays. Use the Open and Close section buttons to see all the

information.

Home / My Contact Details

Profile
View your profile details below.

v Open all sections ~ Close all sections
About Me ~ Open Section
My Organisation Details ~ Open Section
How Frequently Can NDIA Contact Me? ~ Open Section
Organisational Staff ~ Open Section
Bank Details ~ Open Section

~ Open all sections ~ Close all sections

About me

1. Select Edit in the About Me group to update your telephone numbers and email

address.
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Profile

View your profile detalls below.

~ Open all sections ~ Close all sections
About Me ~ Close Section
Full Name: Graham Barrs
Responsibility: Account Manager, Alternative Contact

Phone Number: 0211111113

Mobile Number: 0433333333

E-mail Address: graham.baars@ndis.gov.au

Edit

My Organisation Details ~ Open Section
How Frequently Can NDIA Contact Me? ~ Open Section
Organisational Staff ~ Open Section
Bank Details ~ Open Section

~ Open all sections -~ Close all sections

2. Enter your changed details and select Update.

Home / Contact Details

Edit Contact Details
Edit your contact details below

Full Name: GrahamBarrs
Responsibility: Account Manager
Phone Number: 0294894911 @
|
Mobile Number: ‘ 0438606333 @
Email Address: * graham.barrs@ndis.gov.au (%)

Note: If you do not wish to update your details, select Cancel. You can only change phone

numbers and the email address.

My organisation details

1. View name and contact information for your organisation in the My Organisation
Details section.

2. Select Edit to update whether the provider should display in the Provider Finder, and if

so whether the address should also be displayed.
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Profile
Vview your profile details beloww.

About Me

My Organisation Details

Trading Mame:

Legal Name:

Organisation ID:

Address:

Phone Number:

Emalil Address:
Website:

Provider Finder Display:

Do you wish to hide your

~ Open all sections

~ Close all sections

Big Fun
TISDELL, STEPHEN |OHMN

4050004196

15 Tay Street
Watson, ACT, 2076

0262000000

graham.barrs@actpeace.ngo.com.au

Yes

MNo

~ Open Section

-~ Close Section

address details in the
provider finder?:

Note: The following steps are only available if you are the account manager for your

organisation.

3. Select ‘Yes’ if the provider should display in the Provider Finder, and if so whether the
address should also be displayed. Then select Update.

Edit My Organisation Details

Choose if you would prefer to display details of the organisation on the provider finder

Trading Name: Big Fun

Legal Name:  TISDELL, STEPHEN JOHN

Organisation |D; 4030004136

15 Tay Street
Watson, ACT, 2076

Address:

Telephone Number: 0262000000

graham.barrs@actpeace.ngo.com.au

Email:
Website:
Prowvider Finder Display: ® Yes N ~f—
Do you wish to hide your address details Yes @ No

in the provider finder?:
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Note: To edit your organisation’s details including your email address, to make sure you
receive important information, you will need to contact the NDIS Quality and Safeguards

Commission.
How Frequently Can NDIA Contact Me?

Nominate how often your organisation wants to be notified about changes to service
bookings and quotations, and new Requests for Service sent to your organization for review.
For new Requests for Service you will be notified immediately. For service bookings and
guotations you can choose to be notified:

12. Immediately

13. Daily

14. Weekly

15. Never

Note: You will only be notified about service bookings and quotations that your organisation

needs to action.

1. Select Open Section to view or edit your information.

Profile
View your profile details below.

v Open all sections ~ Close all sections

About Me ¥ Open Section
My Organisation Details ¥ Open Section
How Frequently Can NDIA Contact Me? « ~ Open Section
Organisational Staff ~ Open Section
Bank Details ~ Open Section

~ Open all sections ~ Close all sections
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2. Select Edit to update your preferred frequency.

How Frequently Can NDIA Contact Me? ~ Close Section

How often do you want to be notified about changes to this organisation’s:
Service bookings Daily

Quotations Weekly

3. Choose from the drop-down how often you wish to receive service bookings and

quotations notifications and select Update:

e Immediately

o Dally
o Weekly
e Never
Home / How Frequently Can NDIA Contact me?

How Frequently Can NDIA Contact Me?
Select how often you would like to receive correspondence from NDIA

How often do you want to be notified about changes to this organisation's:

service bookings: | Dally M

v

Quotations: Weekly
Do you wish to subscribe to emails about:

Request for Service: ® Yes No

Note: If you choose daily or weekly, all changes for the previous day or week (Monday to

Sunday) will be grouped together and sent in one message to your inbox.

4. Choose from Yes and No to update your Request for Service email preferences.

5. Select Cancel if you wish to cancel the selection. A popup box will appear asking for
confirmation to return to the Profile screen without updating any contact details.

6. Select Yes to return to the Profile screen; select No to return to the list of

correspondence options and make a selection.
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Are you sure you want to exit the "How Frequently Can NDIA Contact You?" process?

NO YES

Organisational staff

Your role (also shown as Responsibility or Contact type depending on the screen) will be
allocated to you by your organisation’s account manager.

If you are linked to multiple organisations, your role may vary between organisations.
Depending on your role, you can view your profile, edit your details, edit contacts and update

bank account details. The roles available are:

Contact type / Responsibility role Account Primary Alternative
manager contact contact
Number allowed (per organisation) Multiple One Unlimited
Create service bookings Yes Yes Yes
Submit payment requests Yes Yes Yes
Cancel paid and pending payment
requests Yes Yes No
Add/ remove contacts Yes No No
Update bank account Yes No No

If you have the account manager role, you can edit the staff roles for your organisation

through the Organisational Staff section.

Important note: The first person who links to an organisation will be automatically assigned
the roles primary contact and account manager. This applies when the registration is
processed through the NDIS Quality and Safeguards Commission.

1. Select End Role in the Action column to remove that access type from a contact.

2. To add a new role to an existing contact, select Add Role.
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Organisational Staff ~ Close Section

Name Contact Type Start Date End Date Status Action
Bane Barrs Alternative Contact 26/09/12018 31/12/9999 Approved —’ End Role
Add Role  affe—
Alternative Contact 18/09/2018 25/09/2018 Ended Add Role
Alternative Contact 14/09/2018 17/09/2018 Ended Add Role
Alternative Contact 22/07/2018 13/09/2018 Ended Add Role
dalit sharma Primary Contact 23/08/2018 31/12/9999 Approved Add Role
Account Manager 15/02/2018 3111209999 Approved End Role
Add Role
Primary Contact 06/06/201 22/08/2018 Ended Add Role
Alternative Contact 14/02/2018 05/06/2018 Ended Add Role
Alternative Contact 14/10/2016 157102016 Ended Add Role

3. Select the contact type from the Contact Type drop-down and select Update to save the
record.

Add Role

Add contact roles for your organisational staff

Full Name: Louise Davies

Contact Type: *

Primary

Account Manager

Tip: The Contact Type available to select will be limited to the roles the staff member does

not hold.
Tip: An individual user cannot hold both primary contact and alternate contact roles at the

same time.

Bank details

The NDIA will pay Payment Requests from your organisation to this account.

1. To add bank account details, select Add Bank Detail from the Bank Details section.
Note: Only the account manager can add or edit bank accounts details.
Note: Bank details cannot be updated if there are payments approved but not yet paid.

Changed bank details will take effect immediately.
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2. Complete the following fields:
e At Account Name, enter the bank account name.
e At BSB, enter the six-digit BSB number.
e At Account Number, enter the account number.
e Select Update.

Home [/ Bank Details

Update Bank Details
Edit your bank details below.

Account Name: * Name]| ®
BSB: * XXX ®

Account Number: * 10981112 ®

3. Once you have saved your bank account details, use the Edit button if you need to
change the account detalils.

Note: Whenever the bank account details are added or edited, the primary contact for your

organisation will receive an SMS stating:

We have updated your bank account details as requested. Contact NDIA on 1800 800 110 if

you need to.
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Link to my organisation

This allows you to link your PRODA account to another provider. It works the same way as

when you linked the current provider you are using in myplace.

1. Selectthe Link to my Organisation tile on the myplace home page.

%

Link to my
Organisation

Find an organisation using
ABN lookup

2. Enter the ABN (11 digits, no spaces) or the Organisation Name of the provider to which

you wish to link and select Search.

Home / Link to my Organisation

Link to my Organisation

Enter the ABN of an organisation or organisation name you wish to link to.

ABN:

Organisation Name:
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3. Select the provider from the list and select Next.

Link to my Organisation

Enter the ABM of an organisation or organisation name you wish to ink 1o,

Search Results

Showing 1- 1 of 1 Provide
Select Name Street Location

4. Athank you message displays. Your request is sent through to the provider.

Thank You

Graham Barrs thank you for expressing interest to link to the provider. Your request has been sent to the Account
manager who will review your request on behalf of the organisation.

My Place Dashboard

Important note: If you are linking to a provider that does not have a primary contact set up,

a new screen will pop up that asks you to provide one.
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Managing correspondence and messages

Inbox

All messages and letters sent to your organisation will appear in the Inbox. When you open
the Inbox, you will see all messages, not just those relating to you or your participants. The

number next to messages is the number of new (unread) messages received.

1. Select the Inbox tile on the myplace home page.

1

Inbox

Wiew your mailbox

2. Your Inbox displays messages and letters received from NDIA.
Note: See How Freqguently Can NDIA Contact Me? to choose how often you wish to be

notified.

Home { Inbox

Inbox

View all of your provider inbox messages below

Folder: i Messages 18 I Trash Show:

Filter: All ™ * * Move to Trash [

Showing 1 - 20 of 20 messages

L From Subject Dateftime

[0 NDIA Payee Payment Remittance Advice HIML & PDF SV 22/09/2018 12:00 AM
[ NDIA New Prov- Registration Approved HIML & PDEF 21/09/2018 12:00 AM
[ NDIA New Prov- Registration Approved HITML PDF = 07/09/2018 12:00 AM
[J NDIA Recipient Created Tax Invoice (RCTI) HIML & PRECT CSVE  30/07/2018 12:00 AM
[ NDIA New Prov- Registration Approved HIML®  PDE 21/06/2018 12:00 AM
[0 NDIA New Prov- Registration Approved HIML & PDF 13/06/2018 12:00 AM
[ NDIA Payee Payment Remittance Advice HIML = PDE Csy  OB/G/2018 12:00 AM
[ NDIA New Prov- Registration Approved HIML = PDF 06/06/2018 12:00 AM

3. Select Unread to show only messages that have not been opened.
4. You can limit the list of messages to a particular type. Select the message type from the

Filter drop-down.
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5.  When you have processed a message, you can delete it by moving it to Trash. Select
the check box to the left of the messages you wish to delete, select the Move to Trash
link to delete all the selected messages.

6. Select the blue file type link to open the message. The message will open in a separate
window to enable you to continue processing in the portal while the message is open.

Home / Inbox

Inbox

View all of your provider inbox messages below

Folder: Show: I Unread
Filter: All e Move to Trash ﬁ
Showing 1 - 20 of 20 messages

L1 From Subject Date/time

] NDIA Payee Payment Remittance Advice 22/09/2018 12:00 AM

] NDIA New Prov- Registration Approved 21/09/2018 12:00 AM

] NDIA New Prov- Registration Approved 07/09/2018 12:00 AM

Tl NDIA Recipient Created Tax Invoice (RCTI) 30/07/2018 12:00 AM

Ol NDIA New Prov- Registration Approved 21/06/2018 12:00 AM

L1 NDIA New Prov- Registration Approved 13/06/2018 12:00 AM

L1 NDIA Payee Payment Remittance Advice 08/06/2018 12:00 AM

L] NDIA New Prov- Registration Approved D6/06/2018 12:00 AM
Messages

You can have online conversations with your participants through the instant messaging

function.

Starting a new instant message

1. Select the Messages tile on the myplace home page.

Messages

Instant message your
participants

2. Enter the participant’'s NDIS Number and Last Name then select Search.
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Messages
View and respond to messages sent to you from a participant you have a service booking with

Required fields are marked with an asterisk (*)
Search

NDIS Number: * i.e. 43X00000X +
Last name: * I.e. Smith +

The Your Conversation window displays.

Your Conversation Conversations with

(@] LAC, vikas
Hi thera. This is about o) m Wednesday 03:39 PM
your new booking. D hey graham sb booking
0520 PM

O Quotations, Carl

m Tuesday 11:53 AM

yes
13:00 PM

- 001, MARK INDEX UAT
EEEEI Tuesday 0520 PM

hi there

Lv:[v:v the message you would like to send to the Participant

3. Type your message in the message field which (highlighted by a yellow rectangular
box).

4. Selectthe * paper aeroplane icon on the right-hand side of the message field to send.

Continuing a previous conversation
You can carry on past conversations by searching for the participant or finding the
participant under the Conversations with panel.

To search for the participant, refer to starting a new instant message in Step 2 above.

If the participant is shown in the Conversations with panel on the right-hand side of the

window, simply click on the participant and your conversation will be displayed.
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Administering your services

These functions enable you to:

1. Find your active Participants

2. View a Participant’s plan (if you provide services to that participant and have their
consent).

3. View and manage your Service Bookings (these record which supports you will provide
to participants, the value of the supports, and the period within which they will be
provided).

4. View and manage your Payment Requests (how you submit claims for payment for
supports delivered).

5. View and respond to Quotations (requests for quotes for supports from the Agency or a
participant).

6. View Referrals to your organisation (created by the Agency when a participant would like
you to contact them).

7. View and action Support Coordination Requests for Service.

8. Use the Provider Finder (to find additional supports for a participant).

9. Upload Evidence related to the participant or their supports.

10. Download and view reports about all the service bookings you have with active
participants and information about participants you have service bookings with, and also

your quotation requests.

Finding Participants
All of your active participants will appear in My Participants. When you open My

Participants, you can search for a participant and quickly view their plan, view or create

service bookings and payment requests.

@ The NDIA requires consent from participants to share their plans with providers. Only
participants and their nominees can provide the NDIA with the consent to share their plans
with providers. Participants have the choice to either share, or not share their plans with you

and can withdraw consent at any time.

1. Select the My Participants tile on the myplace home page.
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a0
PN

My Participants

iew and manage your
participants

2. Alist of active participants sorted by first name is displayed. From here you can select
the links to view their plan, view or create service bookings and payment requests.

Home / My Participants

PACE participant plans cannot be viewed using myplace provider portal. Please use the my NDIS provider portal to view new
participant plans.

My Participants
View and manage your participants

Help on this @)

Find a Participant = Enter participant name or NDIS number
Shewing 10:01107 participants Service Bookings Payment Requests

Access Armadillo - 430258378

View & View & Create '
Plan ends 15/09/2024
Create &
Adult ForATHM2 - 430253555
View Create '
Plan ends 11/09/2024
Create @

Note: PACE participant plans cannot be viewed using myplace provider portal. Please use
the my NDIS provider portal to view new participants plans.

3. To search for a participant, type their name or NDIS number in the Find a Participant

field and select Search.
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Home / My Participants

My Participants
View and manage your participants

Help onthis (¥

Find a Participant | Enter participant name or NDIS number Search

Payment Requests

Create &

Showing 10 of 100 participants

AnyCust LostCust - 430214131
Plan ends 23/08/2019

4. To view the plan, select the View link and following instructions from Step 8 in the View
Plan section below.

View plan

View Plan allows you to view the plans of participants that you have active service bookings
with and have given the NDIA consent to share their plan with you.

The NDIA requires consent from participants to share their plans with providers. Only
participants and their nominees can provide the NDIA with the consent to share their plans

with providers. Participants have the choice to either share, or not share their plans with you
and can withdraw consent at any time.

The 365-day plan auto-extension feature identifies plans near expiration and auto extends
those plans up to 365 days, until the new plan review is approved to ensure that there is not
a gap between the plans. The 365-day plan auto-extension feature will allow you to discuss
the range of services participants might need during the extension period.

See Download Service Bookings if you want to download and identify any plans that are

expiring and include service bookings that qualify for automatic extension.

1. On the home page select View Plan.
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Q

View Plan

View Participant's plan and
nominee details

A Participant Search screen displays.

2. A drop-down menu displays for the search criteria field. Use the drop-down menu to
select the criteria you wish to use. In this example we are searching by the
Participant’s Name.

Enter the participants first and last name in the search criteria field.

Select Search.

Home [/ Participant Search

Participant Search

Please search by NDIS Number or First Name and Last Name

) ) by
Please select Required fields are marked with an asterisk { *)

Name
NDIS Mumber

Search by: *

Search

5. You must enter both the participant’s first and last name to search. When a participant

has a common name, it may be easier to search by NDIS Number. You will receive an
error message if you don’t enter both names and will be asked to complete the required
fields. The names entered must be an exact match for the system to find the participant.

Participant Search

Please search by NDIS Number or First Name and Last Name

Search by: * _ = Required fields are marked with an asterisk (*)

eg. John «

eg. Smith

First Name: *

Last Name: *
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6. You can only view a participant’s plan if you have an active service booking with the
participant. If you do not have an active service booking you will receive an error

message.

No search results have been found. Check that participant’s first name and last name are correct and that the NDIS number you
provided is correctly formatted. It should be 9 digits long, with no spaces, and start with ‘43'". Alternatively, this could be a PACE
approved participant. Please use the my NDIS provider portal to view the PACE plan.

Note: To create the first service booking, you will need to work from the participant’s printed
plan, or the information the participant provides to you.

Note: For a PACE approved participant you will need to use my NDIS provider portal to view
the PACE plan.

7. You can hover over the “?’ Help icon to obtain help on fields.

£nter the exact First Naema af
the participant

After searching for a participant, you will see the View Participant Plan page. Select the

required participant to open their plan details.
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Home [/ Participant Search

Participant Search

Please search by NDIS Number or First Name and Last Name

Search by: * NDIS Number . Required fields are marked with an asterisk { *)
NDIS Number: * 43021131 ® @®
Search
Search Results
Participant Name NDIS Number
AnyCust LostCust 430214131 View Plan

8. The View Participant’s Plan page shows the participant’s details (name, gender, NDIS
number, date of birth and interpreter need) as well as three open/close sections
displaying the participant’s:

e Current Plan — displays the days remaining in the plan. Select the View Previous
Plans button to view the details of past plans.

e Goals - listing the participant’s current plan and their medium to long term life goals
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¢ Participant’s Nominee Details — showing the nominee’s name and relationship

details, where a nominee exists.

View Participant's Plan

View detalls of a participant's plan.

v Open all sections ~ Close all sections
Name: UAT Tester005 NDIS Number: 430195413
Preferred Name: Date of Birth: 10/10/2010
Gender: F Interpreter Required: No

Current Plan: 1017571

344 days remaining
e ———— {
Start Date End Date
05/09/2017 05/09/2019

Goals ~ Open Section
Plan Goals
Goal Type Description
Health and wellbeing SIMPLE
How | will achieve this goal

Be able to understand if | am getting the right change when | go shopping.Anne testing - Testing provider
Testing testing for provider

How | will be supported
My LAC will support me to connect to providers who can help me to develop my money handling skills in the community. Anne
testing - testing provider
Testing testing - provider

Medium to long term life goals

Goal Type Description
Learning COMPLEX
How | will achieve this goal

Determine my job capacity and mainstream eligibility to disability employment supports,

How | will be supported
| can access Centrelink support to determine my job capacity and mainstream eligibility to DES My LAC will support me to connect to
services for employment supports.

Participant's Nominee Details ~ Open Section

~ Open all sections ~ Close all sections
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The View Participant’s Historical Plan page opens.

Home [ Participant Search / View Participant's Plan / Previous Plans

View Participant's Historical Plan

View details of a participant's previous plans.

Name: UAT Tester005 NDIS Number: 430195413
Preferred Name: Date of Birth: 10/10/2010
Gender: F Interpreter Required: Mo
Previous Plans
Plan: 1012200 17/01/2017 - 04/09/2017 ~ Open Section
Plan: 1012198 13/01/2017 - 16/01/2017 ~ Open Section

9. Select Open Section to view details of past plans.

Note: This will only be available if the participant has previous plans.

Home / Participant Search / View Participant's Plan / Previous Plans

View Participant’s Historical Plan

View detalls of a participant’s previous plans.

MNarme: LIAT Tester00s NDIS Number: 430195413
Preferred Name: Date of Birth: 10/10/2010
Gender: F Interpreter Required: Mo

Previous Plans

Plan: 1012200 17/01/2017 - 04/09/2017 —’ ~ Open Section

Plan: 1012198 13/01/2017 - 16/01/2017 ~ Open Section

Important Note: Help text is available throughout the screens. Simply hover your cursor

over the field you need more information about.
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Participant’s Nominee Details v Open Section

This section gives you information about participant’s nominee details

Done

10. When you have been given consent to view a participant’s plan and you are a registered

plan manager with an active service booking you will see the information outlined at point
five as well as information about the budget in a participant’s plan.
11. By selecting Open Section, you will see the initial Approved Funds spent and the

amount of Funds Remaining. Details of any Funds Allocated will also be shown.
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Goals ~ Dpen Section

Plan Budget

Current at Thu Sep 27 2018
Approwed Funds: $44.7ES5.67

Fuinds Spenic $147.00 Funds Remaining $44.644 67
Capacity Building = Close Seckon

Approved Funds:. $30,993.74

I
Funds Spernt $41.00 Funcis Rermasning: $30,952 74

Improved life choices

Funds Spemi 0,00 rcefes slocrie of el
Funds Remas ning: £1.000.00
Approwed Funds $1,000.00
ARocated Remes(0)
HNone

Improwved daiby lving
Funds Spert: £20.00 Fracfudes slocre o werms)
Fuinds Re s nimg: $1.091.00
Approswed Funes $1.111.00

ARccatec] ey
Mone

Finding and keeping a job

Funds Spent- ®0.00 Frecueles slocrte of e
Fuincs Remaéning: £ 2,000 00
Approssed Fundss 5 2.000.00
ARocated e
HMone
Improved health and wellbeing
Funds Spemt 0,00 Frcfudles slacaie o o)
Funds Rermsa ning: 52,0000, 00
Apprroesed Funckss 52, 000.00
Adlocatec] om0}
Mone

Improved living arrangements

Funds Speemt ®0.00 fraruefes sfocrte of el
Funds Remaining: 52,000.00
Approved Funcds §2.000.00
ASocatec e}
Hone

Improved learning

Funds Speervt ®0L00 frcfudfes sfocre of fewms)
Fuinds Rerma ning: $20,000.00
Approved Funds 5 20,000.00
Alocatec Rems{T)
Mone

Improved relationships

Fuinds Speemt ®0.00 Frecfuees sfcerte of errss
Funds Remadning: S200.00

ARowat e R0}

HMone

Increased social and commmunity participation
Funds Spemic 0,00 Frociufes sfacrte of el
Funcs Remasning: 52, 500,00
Approwved Funds §7.500.00

Support cocordination

Funds Speerit
Funids Remaning:

£21.00 fircfuefes slocre of el

Capital  Open Seciion

Core = Open Secton
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12. Inthe Capital section, amounts will only be shown where a quote has been accepted.

The amount will be shown as Approved Funds.

Plan Budget

Current at: Thu Sep 27 2018
Approved Funds: $44,785.67

!unds Spent: $141.00 Funds Remaining: 544,644.67:
Capacity Building v Open Section
Capital  Close Section

Approved Funds: $0.00
Funds Spent: $0.00 Funds Remaining: $0.00

Assistive technology
Funds Spent: $0.00 (includes allocated items)
Funds Remaining: $0.00
Approved Funds: $0.00

Allocated Items(3)

Quote Quote

Item Name Item No. Status Required Received Funds Approved($)
Mobile Shower Commode - 05.413.0103_1_2 Stated Yes No

Composite

Rental - Composite 05_424 0105_1_2 Stated Yes No

Shower Support - Composite 05415010312 Stated Yes No

Note: When you have been given consent to view a participant’s plan and you are a
registered support coordinator with an active service booking you will see the information
outlined at points five and nine as well as information about the type of plan management in

the plan and details of other community, mainstream and in kind supports.
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ndis

About Participant

Current Plan: 1021760

Start Date

13/08

Plan Managed No

Agency Managed Yes

Self Managed Yes

Goals

Plan Budget

Current at: Thu Sep 27 2018

Funds Spent: $141.00
Capacity Building

Capital

Core

Participant's Nominee Details

Participant community and mainstream supports.

Approved Funds: $44,785.67

Funds Remaining: $44,644.67

~ Open all sections

~ Open Section

321 days remaining

End Date
13/08/2019

v Open Sectlon

« Open Section

~ Dpen Section

v Open Section

~ Open Section

~ Dpen Section

~ Close all sections

Consent to view plan notification

1. You will receive via the Inbox, notification of consent to view a participant’s plan, as well

as any changes to consent. This will be a message of type ‘Changes to plans shared

with you'.

2. SeeInbox Step 4 for details of how to filter messages by type.
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Service bookings

@ Prior to providing services to a participant, you need to ensure there is a

agreement (not held in the NDIS system) between you and the participant.

@Service bookings must be completed before you provide supports to a participant and

be paid for a service. It must be in line with the NDIS Pricing Arrangements and Price Limits

and Support Catalogue

A service booking details support(s) that you will provide to a participant under the service
agreement. Both you and the participant will need to agree to the service. A service booking
must be in place before you can be paid for a service.

You can create and manage service bookings with your participants using myplace. Service
bookings can also be created by participants, their nominee, or their plan manager. A
participant may also be supported by an Agency representative to complete their service
bookings.

Providers can:

o 1. Create a new service booking with a participant.

View and edit existing service bookings

Accept or reject a new service booking including providing a reason for rejection
Accept or reject a change to an existing service booking, including providing a reason

Hw

for rejection

Edit support details on a service booking including duration, price and quantity

End a service booking including immediate cancellation

Delete a service booking

© N o o

View Quote ID and select hyperlink to navigate to Quotation screen

Important points to note:

e The dates of the service booking must be within the participant’s current plan.
o If the dates of your service booking do not cover the whole plan duration, you can

create additional service bookings, or extend it to cover the plan. The dates of the
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service bookings (with the same support category) cannot overlap. Plan Managers
should create their service bookings for the duration of the plan.

e The 365-day plan auto-extension feature identifies plans near expiration and auto
extends those plans up to 365 days, until the new plan review is approved to ensure
that there is not a gap between the plans. The 365-day plan auto-extension feature
will allow you to discuss the range of services participants might need during the
extension period.

e From 10 February 2020, participant plans that include funding for Specialist Disability
Accommodation (SDA) will have the service booking extended and pro-rata funding
is allocated automatically where the extension has been applied. Please continue to
regularly submit payments requests in accordance with the agreed SDA service
booking.

e For participant plans approved after 1 July 2021, SIL is no longer a quotable support.
If a participant’s plan receives an automatic extension, SIL providers will need to
update the allocation of the SIL service bookings themselves.

e From 9 May 2020, participant plans that include funding for Assistive Technology, in
some circumstances, will have a service booking extended and pro-rata funding
allocated automatically where the extension has been applied.

e The service booking must have at least one support category (displayed as Support
Budget) included.

¢ You can have multiple support categories within one service booking.

¢ You can have additional service bookings for the participant for other support
categories.

e The ltem Number field (line item) is not mandatory unless the item is stated in the

plan.

¢ From the 27 March 2021, you can view the Quote ID of an approved quote in the
‘Find’ page, under Service bookings and can select the hyperlink to navigate you to

the Quotation screen.

e You can view and search the quote ID attached to all historic service bookings on the

‘Find’ page, under Service bookings and Quotation page.

e For service booking without a quote, the quote ID column will show as ‘Not available.’
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Create service bookings

Providers can create two types of service bookings depending on the participant's plan.
Participant plans will have funding allocated at either a category level or an item level. Some
will have funding at both levels. In this case, providers might need to create two separate

service bookings.

@IMPORTANT: The Agency recommends that service bookings be created at the
category level, if possible. This allows providers and participants to negotiate or access
supports on a more flexible basis, especially for on-the-spot assessments or services. This
is preferable to having to create another service booking for that item at a later date or

having funds locked into a support line item that does not relate to the appropriate support.

Item level funding
If a participant has a stated item in their plan, and the provider tries to create a service
booking in the support category but does not choose the stated support item, the portal will

reject the service booking.
The stated support item must be selected to create a service booking.

Category level funding

If a participant has funding allocated at a category level, the provider can create a service
booking at a category level.

This type of service booking allows providers to use participant funds more efficiently and
delivers greater flexibility for participants to utilise their funding across different support items

within a support category.

Service booking at the category level funding

1. Select the Service Booking tile on the myplace home page.

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide 54



Provider portal step-by-step guide

=

Service Booking

Create and manage service
bookings

The Service Booking page displays.

Service Booking

—7 —7
New Service Bookings View Service Bookings
Create new service booking with a View and manage existing service
Participant bookings

2. Select the New Service Bookings tile.
The Add service booking page opens.

Home / Service Booking / Add

Add

Use this screen to add a service booking starting with finding a participant

Required fields are marked with an asterisk {*)

Last Name: * eg, Smith
NDIS Mumber: * eg, 43000000 @
Date of Birth *: =

Search
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3. Enter the participant’'s Last Name, NDIS Number, Date of Birth and select Search.

The Service Booking Details section (Step 1) opens.

Service Booking Add

Add

Use this screen to add a service booking starting with finding a participant

Required fields are marked with an asterisk (*)

Last Name: * Smith ®
NDIS Number: * 430214424 ® @
Date of Birth *: = 15/05/1995 "

¥ Open all sections A Close all sections

Step 1: Service Booking Details Close Section &

Help on this @

Selected Participant: ashwin first (430214424)

Service Booking Type *: Please select
Start Date *: = - <_
End Date *: =

—> =

Cancel

4. Select the Service Booking Type. The types available are:

e Standard booking is available when funds are Agency managed. In most instances
the only option will be standard booking.

e Plan managed booking is only available when a provider is managing participant
funding, as specified in the plan. The plan manager provider must be registered to do
this. To create a plan managed service booking, a standard service booking between
the plan manager and participant must first exist. This standard service booking
needs to include at least one item for financial intermediary supports.

o Note: Plan managed Service Booking Process

e Plan management financial intermediary and monthly fees are stated items. These

should be specified in the plan and the costs must be in line with the pricing guide.
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e The plan manager must create a standard line-item service booking for the financial
intermediary set up and monthly fees. To create standard line item refer to the steps
in service booking at the Line-ltem level.

e Once standard line-item service booking is created, the plan manager will be able to
create plan managed service booking for plan managed funded supports within the
plan. To create plan managed service booking, refer to steps 3 to 12.

e In-Kind service booking is only managed by NDIA. In-kind are prepaid services
funded by state, territory or Commonwealth governments. When these supports stop,
you can create service bookings to claim the supports through NDIS. If you have any
gueries, please contact INKIND@ndis.gov.au

o

5. Enter the start and end dates of the service booking. These dates cannot sit outside the
date range of the plan.

6. Select Find Plan.

The Select Plan section (Step 2) opens.

Step 2: Select Plan Close Section &

Help on this @@

Select * Plan ID Start Date End Date

ﬁ 1022085 27/09/2018 27/09/2019

7. Select the button of the plan you want to work with.

The Support Details section (Step 3) opens.

Step 3: Support Details Close Section &

Help on this f'?)‘

Support Budget * : Please select v Item Number *

Allocated Amount: $0.00
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Note: The Item Number field (line item) is not mandatory unless the item is stated in the
plan. Typically, an item is not stated but contact the participant to verify.
If you wish to select the Item Number, please refer to service booking at the Line-ltem Level

funding.
8. Select the support category using the drop-down button for Support Budget.

9. Enter the Allocated Amount as agreed with the participant then select Add.
e Select Reset to clear all your entries and selections.

e If you need to add another support item, select Add.

Added Details Close Section &
Help on this @

No. Support Budget Support Item Number Support Item Name Quantity Allocated Amount Action
(Unit Price)

1 Consumables = - - $2,000.00 Edit | Remove

10. Once you have selected Next to continue, the booking and item details display. If you

need to edit the details of the service booking, select Back.
11. Check the service booking is correct and when you are confident that everything is
correct, add comments to the ‘Comments’ field to explain the booking.

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide 58



Provider portal step-by-

step guide

Add

Use this screen to add a service booking starting with finding a participant

Support Booking Details

Participant name Type Start Date
(NDIS Number)
Justin Testcase1 Standard Booking 01/10/2019

(430220107)

Support Details

No. Support Budget Support Item Number
1 Consumables
Comments:

End Date Total Allocated Amount In-Kind Program

17/12/2019 $2,000.00

Support Item Name Quantity

(Unit price)

$2,000.00

* [_]| declare that this Service Booking has been discussed with and agreed by the participant.

Action

m
=

Allocated Amount

12. Ensure the service booking is as agreed with the participant, then tick the mandatory

declaration and select Submit.

13. Select View Service Bookings to go directly to the View Service Bookings page,

which is described in the steps below or select myplace logo to return to the home

page.

Service booking at the line-item level

1. Follow steps 1 to 7 of service booking at the Category level funding to open the Support

Details section.

2. Select the support category using the

drop-down button for Support Budget.

3. Select the ltem Number using the drop-down button.

Note: Only items which you are registered to provide will be displayed.

Help on this .

Step 3: Support Details Close Section &

Support Budget * : Assistive Technology

item Number: || 05_091203055_0103_1_2

Allocated Amount: $400.00 ®
(Unit price)
Item Name: Mobile Shower Commode - Child Transp

Add

®

Quantity: 1
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4. Enter the Allocated Amount and the Quantity as agreed with the participant then select
Add.

e Select Reset to clear all your entries and selections.

e If you need to add another support item, select Add.

e The support item added moves to the Added Details section. If these details are
incorrect, you can edit or remove the entry using the Action links.

¢ 5. When the details are correct, select Next to continue.

Added Details Close Section &
Help on this @
No. Support Budget Support Item Number Support Item Name Quantity Allocated Action
Amount
(Unit Price)
1 Assistive 05_091203055_0103_1_2 Mobile Shower Commaode - Child 1 $400.00 Edit |
Technology Transporter Remove

Cancel

6. Once you have selected Next to continue, the booking and item details display. To edit
the details of the service booking, select Back.

7. Check the service booking is correct and when you are confident that everything is
correct, you can add comments to the ‘Comments’ field to explain the booking.
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8. Ensure the service booking is as agreed with the participant, then tick the mandatory

declaration and select Submit.

Add

Use this screen to add a service booking starting with finding a participant

Support Booking Details

Participant name Type Start Date End Date Total Allocated Amount In-Kind Program Action
(NDIS Number)

ashwin first Standard Booking 27/09/2018  27/09/2018  $400.00 - Edit
(430214424)

Support Details

No. Support Budget Support ltermn Number Support Item Name Quantity  Allocated Amount
(Unit price)
1 Assistive Technology 05_091203055_0103_1_2 Maobile Shower Commade - Child Transporter 1 $400.00
Comments:

* Ll declare that this Service Booking has been discussed with and agreed by the participant.

=

Note: The service booking is automatically approved for the participant when it is created.

The booking confirmation page displays.

9. Select View Service Bookings to go directly to the View Service Bookings page, which
is described in the steps below or select myplace logo to return to the home page.

Add

Use this screen to add a service booking starting with finding a participant

Your Service booking has been successfully submitted.

View Service Bookings

[ ]

o NOTE: For Quotable items NDIA will approve your quote and generally the related
service booking is created automatically. In this case you are unable to create a
service booking for quotable items (see Note for exceptions). Please refer to the

Quotation section of this guide for further details.
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« NOTE: From 28" February 2022, Assistive Technology quotes valued under
$15,000.00 no longer require a quote. You can create a service booking against an
accepted line item for the price agreed with the participant (up to the allowable
budget) in cases where a quotable Assistive Technology item has been automatically
accepted but a service booking was not automatically created. These cases are
usually identified by:

e the funding for the item is now in the ‘Available’ funds, and

e acomment has been added to the participant’s plan to reflect this change (in some

cases the participant will have an email to indicate this).

View service bookings

Service bookings can also be created by participants, their nominee, an Agency

representative or their plan manager. All your service bookings can be accessed through

View Service Bookings.

1. Select View Service Bookings on the Service Booking page. A list of your service
bookings will be displayed. The service bookings are sorted by service booking number,

with the most recent booking first.

Service Booking

New Service Bookings View Service Bookings

Create new service booking with a View and manage existing service
Participant bookings

2. Select a Service Booking Number to view details of that booking.
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Home / My Service Booking / Find
Find
View all your service bookings or search for a specific booking by participant's name NDIS number, status, booking number or quote ID
View Service Booking-Help ‘?)5
Find a Participant Enter participant name or NDIS number A Refine Search
Booking Number Please enter 8 digits Status Include All . v
Initiated By Include All v Quote ID Please enter 7 digits
Search Results
602 Results found Sort By Service Booking Number v
Service Booking Quote ID  Service Participant Name (NDIS Start Date  End Date Submitted  Service Initiated
Number Booking Type Number) Date Booking By
Status
55003168 Not Standard Plan Flex22 Plan Man02 23/03/2019 24/03/2021 23/03/2020 Inactive Provider
available  Booking (430237017)
55003164 5004319 Plan Managed Plan Flex22 Plan Man02 23/03/2019 24/03/2021 23/03/2020 Inactive Provider
(430237017)
55003161 5004325 Plan Managed Plan Flex22 Plan Man02 23/03/2019 24/03/2021 23/03/2020 Inactive Provider
(430237017)
55003153 Not Standard Plan Flex22 Plan Man02 22/03/2019 24/03/2021 23/03/2020 Inactive Staff
available  Booking (430237017)
55003148 Not Standard Plan Flex21 Plan Man01 22/09/2019 23/03/2020 23/03/2020 Inactive Provider
available  Booking (430237016)
55003145 5004324 Standard Plan Flex22 Plan Man02 22/03/2019 24/03/2021 23/03/2020 Inactive Staff
Booking (430237017)

Note: Use the Next and Previous buttons at the bottom of the screen to navigate forwards
and backwards through the lists that have more than 10 entries.

Note: You can view the Quote ID of an approved quote and select the hyperlink to navigate
you to Quotation screen.

Tip: You may need whenever you make a new selection to re-select Refine Search
(besides the Search button) to expand and view the sorting options available on
screen.

3. You can search the list of service bookings two ways:

a. By entering a participant’s name or NDIS number, or service booking number;
then click the Search button.
b. By selecting from the Initiated By or Status dropdowns; then click the Search
button.
e Initiated By allows you to view and sort the service bookings by the party that
initiated the booking — by All, Participant, Provider or Staff.

e Status allows you to view and sort the service bookings by:
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= Active / Inactive (these are listed in the results separately)

= Awaiting Participant Review

= Awaiting Review

= Change Awaiting Participant Review

= Review Change

* Rejected

Note: These are explained below.

Service Booking Status ‘ Definition

Active

The service booking has passed validation and been
accepted by the participant and provider. It is
currently within the dates where service delivery may
occur and can have payment requests made against
it.

Inactive

The service booking passed validation and was
accepted by both participant and provider, but it has
now expired (past the date of service delivery).

It can have payment requests made against it if the
date of service delivery falls within the original

service booking dates.

Awaiting participant

review

The participant needs to review the new service
booking.

Please note: If the participant does not have access
to their myplace portal to review the service booking,

you should contact the Agency.

Awaiting review

The provider needs to review the service booking

and either accept or reject it (refer to Accept or reject

a new service booking for further details).
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Service Booking Status ‘ Definition

Review change The service booking has been modified by the
participant or Agency. You need to accept the
change to make the service booking active or reject
the change to keep the service booking as it was
(refer to Accept or reject a new service booking for

further details).

Rejected Either the participant or provider did not accept
updates to the service booking. No payment

requests can be made against it.

Change awaiting The participant needs to review the updated service
participant review booking.

Please note: if the participant does not have access
to their myplace portal to review the service booking,

please contact the Agency.

4. You can then sort the list of Search Results by the column titles; just make your
selection from the options in the Sort By drop-down to view all service bookings by:
e Service Booking Number
e Service Booking Start Date
e Service Booking End Date
e Submitted Date
e Service Booking Status

e Initiated By.
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Find

View all your service bookings or search for a specific booking by participant’s name NDIS number, status, booking number or quote ID

View Service Booking-Help (@

) . ~ Refi
Find a Participant Enter participant name or NDIS number Refine Search

Search Results

599 Results found Sort By Service Booking Number ~
Sort by:
Service Booking Quote ID Service Participant Name (NDIS Start Date End Date Su
Number Booking Type ~ Number) Di [Initiated By

Service Booking Number

55011915 Not Standard Agency Que Quotation 17/03/2021 17/04/2021 17 Service Booking Start Date
available Booking (430243588)
Service Booking End Date
55011797 Not Plan Managed Plan Dee Bee Managed 11/03/2021 13/03/2021 11
B Submitted Date
available Testing (430252861)
Service Booking Status
55011796 Not Plan Managed Plan Dee Bee Managed 11/03/2021 13/03/2021 1trusrzvzr—macuve rruviuer
available Testing (430252861)
55011795 Not Standard Ardath APITestDonotTouch 11/03/2021 11/03/2021 11/03/2021 Inactive Provider
available Booking (430249253)

5. Select a Service Booking Number to view details of that booking.

Home / ce Booking / Find

number or quote 1D

View Service Booking-Help (@)

€ @ ipé b i

Search Results

600 Results found Sort By Service Booking Number ~
Service Booking Quote ID  Service Participant Name (NDIS Start Date End Date Submitted Service Initiated
Number Booking Type Number) Date Booking By

Status
55003161 5004325 Plan Managed Plan Flex22 Plan Man02 23/03/2019 24/03/2021 23/03/2020 Active Provider
(430237017)
55003153 Not Standard Plan Flex22 Plan Man02 22/03/2019 24/03/2021 23/03/2020 Active Staff
available Booking (430237017)
55003148 Not Standard Plan Flex21 Plan Man01 22/09/2019 23/03/2020 23/03/2020 Inactive Provider
available Booking (4302370186)
55003145 5004324 Standard Plan Flex22 Plan Man02 22/03/2019 24/03/2021 23/03/2020 Active Staff
Booking (430237017)
55003143 Not Standard Plan Flex05 Shyam05 22/03/2019 23/09/2019 23/03/2020 Inactive Provider
available  Booking (430236992)
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ndis

The details of the service booking display.

View Service Booking Details

Detailed view of the selected service booking

Service Booking Details

Participant Name  Type Number  Quote ID Start Date  End Date Revised  Total In-Kind Program  Status
(NDIS Number) End Date
John Citizen Standard Booking 55011475 Not available 25/02/2021 31/08/2021 $129.00 - Active
(430232627)
Support Details
No. Support Budget Support ltem Number Support Item Name Quantity  Allocated Amount Remaining Amount
(Unit Price)
1 Consumables 03_090 012111 Interpreting And Translating 1 $129.00 $129.00

Update End date

Note: End dates of service bookings that are about to expire, and that share the same end

date as the plan they belong to, will be extended using the 365-day plan auto-extension

feature. You will see an alert in the service booking screen to notify you when a service

booking has received an extension: “The end date of this service booking has been changed

to align with the participant’s plan dates”. You may need to change your service booking in

the old plan.

When viewing service bookings within 90 days of an expired plan you will see the following

alert;

Alert message displayed

The Service Booking end date has
changed to <Service Booking End Date
displayed>. Funding within the Service
Booking may be reduced after <Date

displayed>.

‘ Action

You are encouraged to request payment
for services provided to participants within
90 days of service.

Payment requests made after 90 days

may cause a delay in payment.

When viewing service bookings after 90 days of an expired plan you will see the following

alert;
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Alert message displayed Action

The Service Booking end date has Review the service booking details and if
changed to <Service Booking End Date you are unable to submit your payment
displayed>. Funding within the Service request contact NDIA on 1800 800 110.

Booking may have reduced from <Date

displayed>.

6. Select Back to return to the previous page.

Accept or reject a new service booking
New service bookings will have a status of ‘Awaiting Review’ and will need to be accepted to

become active and enable service delivery and payment.

1. Select the View Service Bookings tile and expand the Refine Search drop-down.

Home / My Service Booking / Find

Find

View all your service bookings or search for a specific booking by participant's name NDIS number, status, booking number or quote ID

View Service Booking-Help .

Find a Participant Enter participant name or NDIS number ¥ Refine Search

Search Results

599 Results found Sort By Service Booking Number v
Service Booking QuoteID Service Participant Name (NDIS Start Date  End Date Submitted  Service Initiated
Number Booking Type = Number) Date Booking By

Status
55011915 Not Standard Agency Que Quotation 17/03/2021 17/04/2021 17/03/2021 Active Provider
available Booking (430243588)
55011797 Not Plan Managed Plan Dee Bee Managed 11/03/2021 13/03/2021 11/03/2021 Inactive Provider
available Testing (430252861)

2. Click on the Status drop-down and select Awaiting Review; then click the Search button

to display new service bookings awaiting review.
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Home / My Service Booking / Find

View Service Booking-Help (@)

Search Results
6 Results found

Service Booking Quote ID  Service
Number Booking Type

55005913 Not Standard
available  Booking

50023883 Not Standard
available  Booking

Find

Find a Participant Enter participant name or NDIS number
Booking Number Please enter 8 digits Status
Initiated By Include All - Quote ID

Participant Name (NDIS

Number)

GRAEME DAILY ACTIVITY1

(430241149)

Adult Planman3
(430219634)

A Refine Search

Awaiting Rev v

Include All

Active/Inactive

Awaiting Review

Awaiting Participant Review

Change Awaiting Participant
Start Dati  Review Change

Rejected

24/04/2020 24/04/2021 24/04/2020

14/05/2019 01/05/2020 03/06/2019

View all your service bookings or search for a specific booking by participant's name NDIS number, status, booking number or quote ID

Search

te Booking Number v

Service
Booking
Status

Awaiting
Review

Awaiting
Review

Initiated
By

Staff

Participant

3. Select a Service Booking Number to view details of that booking.
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Home / Sen

ookings / Find /

View Service Booking Details
Detailed view of the selected service booking

Service Booking Details

Participant Name Type Number  Quote ID Start Date  End Date Revised Total In-Kind Status
(NDIS Number) End Program
Date
GRAEME DAILY Standard 55005913 Not 24/04/2020 24/04/20271 - $511.40 - Awaiting
ACTIVITY1 Booking available Review
(430241149)
Support Details
No. Support Support ltem Support ltem Name Quantity Revised Allocated Revised Revised Remaining
Budget Number Quantity Amount Allocated Amount  Amount
(Unit Amount
Price) (Unit Price)
1 CB Choice & 14.034_0127_8 3 Plan Management - 5) = $102.28 = = $511.40
Control Financial Administration

Record Review Decision

Please review the newly created service booking details as displayed above. If you choose to Approve, this service booking,
it will come into effect from the Start date.

Decision * : Please select .

o
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4. Review the service booking. If you decide to accept the service booking, select Accept

from the Decision drop-down under Record Review Decision and select Submit.

View Service Booking Details
Detailed view of the selected service booking

Service Booking Details

Participant Name Type Number  Quote ID Start Date  End Date Revised Total In-Kind Status
(NDIS Number) End Program

Date
GRAEME DAILY Standard 55005913 Not 24/04/2020 24/04/2021 - $511.40 - Awaiting
ACTIVITY1 Booking available Review
(430241149)

Support Details

No. Support Support ltem Support ltem Name Quantity Revised Allocated Revised Revised Remaining
Budget Number Quantity Amount  Allocated Amount  Amount
(Unit Amount
Price) (Unit Price)
1 CB Choice & 14.034 01278 3 Plan Management - 2 > $102.28 - = $511.40
Control Financial Administration

Record Review Decision

Please review the newly created service booking details as displayed above. If you choose to Approve, this service booking,
it will come into effect from the Start date.

Decision *: | Please select v|

Please select

o | d— (=]

Reject
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5. If you decide to reject the service booking, select a Reason for Rejection and select
Submit.

e Bookings / Find

View Service Booking Details
Detailed view of the selected service booking

Service Booking Details

Participant Name Type Number  Quote ID Start Date  End Date Revised Total In-Kind Status
{NDIS Number) End Program

Date
GRAEME DAILY Standard 55005913 Not 24/04/2020 24/04/2021 - $511.40 - Awaiting
ACTIVITY1 Booking available Review
(430241149)

Support Details

No. Support Support Item Support Item Name Quantity Revised Allocated Revised Revised Remaining
Budget Number Quantity Amount  Allocated Amount  Amount
(Unit Amount
Price) (Unit Price)
1 CBChoice & 14.034.0127_8_3 Plan Management - 5 - $102.28 - - $511.40
Control Financial Administration

Record Review Decision

Please review the newly created service booking details as displayed above. If you choose to Approve, this service booking,
it will come into effect from the Start date.

Decision *: Reject >

Reason for Rejection *: !

m Change is not acceptable per agreement m

No capacity to fulfi
Not enough funding committed
Other

Service not available
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Accept or reject changes to a service booking
Service bookings that have been modified by the participant or Agency will have a status of
‘Review Change’. You can accept the changes to update the service booking or reject the

change to keep the service booking as it was previously.

1. Select the View Service Bookings tile and expand the Refine Search drop-down.

Home / My Service Booking / Find

Find

View all your service bookings or search for a specific booking by participant's name NDIS number, status, booking number or quote ID

View Service Booking-Help .
Find a Participant Enter participant name or NDIS number ¥ Refine Search

Search Results

599 Results found Sort By Service Booking Number v
Service Booking QuoteID Service Participant Name (NDIS Start Date  End Date Submitted  Service Initiated
Number Booking Type  Number) Date Booking By

Status
55011915 Not Standard Agency Que Quotation 17/03/2021 17/04/2021 17/03/2021 Active Provider
available Booking (430243588)
55011797 Not Plan Managed Plan Dee Bee Managed 11/03/2021 13/03/2021 11/03/2021 Inactive Provider
available Testing (430252861)

2. Click on the Status drop-down and select Review Change; then click the Search_button

to display new service bookings requiring review.

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide 73



Provider portal step-by-step guide

Home / My Service Booking / Find
Find
View all your service bookings or search for a specific booking by participant's name NDIS number, status, booking number or quote ID
View Service Booking-Help @
Find a Participant Enter participant name or NDIS number # Refine Search
Booking Number Please enter 8 digits Status Include All ~
Initiated By Include All o Quote ID Include All
Active/Inactive
Search Results Awaiting Review
599 Results found Awaiting Participant Review te Booking Number ~
Change Awaiting Participant
Service Booking Quote ID Service Participant Name (NDIS StartD 1 Service Initiated
Number Booking Type  Number) Review Change Booking By
Status
Rejected
55011915 Not Standard Agency Que Quotation 17/03/2027 17104r20217 T7rusrzu21 Active Provider
available Booking (430243588)
55011797 Not Plan Managed Plan Dee Bee Managed 11/03/2021 13/03/2021 11/03/2021 Inactive Provider
available Testing (430252861)

3. Select a Service Booking Number to view details of that booking. The revised end
date, quantity and amount are shown.

4. Review the changes and decide whether to Accept or Reject the change.
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View Service Booking Details

Detailed view of the selected service booking

Service Booking Details

Participant Name  Type Number  Quote ID Start Date  End Date Revised | Total In-Kind Status
(NDIS Number) End Program

Date
Test Plan 55010786 Not 23/11/2020 23/11/2021 - $112.73 - Review
ParticipantNew Managed available Change
(430253030)

Support Details

No. Support Support item Support item Name  Quantity | Revised Allocated | Revised Revised Remaining
Budget Number Quantity | Amount Allocated Amount | Amount
(Unit Amount
Price) (Unit Price)
1 Consumables 03_091_0121_1_1 Telephone Or Video 1 1 $112.73 $100.00 $100.00 $112.73

Interpreting

Record Review Decision

Before proceeding with providing a decision please review the Revised Amount, Revised Quantity or the Revised End date
columns as displayed above.

Decision™: Please select >4

Please select
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¢ If you decide to accept the changes to the service booking, select Accept and select
Submit.

Home / Service Bookings / Find / View

View Service Booking Details
Detailed view of the selected service booking

Service Booking Details

m

Participant Name  Type Number  Quote ID Start Date  End Date Revised Total In-Kind Status
{NDIS Number) End Program

Date
Test Plan 55010786 Mot 23/11/2020 23/11/2021 - $112.73 - Review
ParticipantNew Managed available Change
(430253030)

Support Details

No. Support Support Item Support Iltem Name  Quantity Revised Allocated  Revised Revised Remaining
Budget Number Quantity  Amount Allocated Amount  Amount
(Unit Amount
Price) (Unit Price)
1 Consumables  03_.091_0121_1_1 Telephone Or Video 1 1 $112.73 $100.00 $100.00 $112.73
Interpreting

Record Review Decision

Before proceeding with providing a decision please review the Revised Amount, Revised Quantity or the Revised End date
columns as displayed above.

Decision *: Arcept e
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¢ If you decide to reject the changes to service booking, select a Reason for
Rejection and select Submit.

View Service Booking Details
Detailed view of the selected service booking

Service Booking Details

Participant Name  Type Number  Quote ID StartDate  End Date Revised Total In-Kind Status
(NDIS Number) End Program

Date
Test Plan 55010786 Not 23/11/2020 23/11/2021 - $112.73 - Review
ParticipantNew Managed avallable Change
(430253030)

Support Details

No. Support Support item Support item Name  Quantity Revised Allocated  Revised Revised Remaining
Budget Number Quantity Amount Allocated Amount  Amount
(Unit Amount
Price) (Unit Price)
Consumables 03.091.0121_1_1 Telephone Or Video 1 1 $112.73 $100.00 $100.00 $112.73

Interpreting

Record Review Decision
Before proceeding with p
columns as displayed

yoviding a decision please review the Revised Amount, Revised Quantity or the Revised End date
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e If you select Other as the reason, you will need to provide a Rejection Explanation
and select Submit.

View Service Booking Details

Detailed view of the selected service booking

Service Booking Details

Participant Name  Type Mumber  Quote ID Start Date  End Date Revised Total In-Kind Status
(NDIS Mumber) End Program

Date
Test Plan 55010786 Mot 23/11/2020 23/11/2021 $112.73 Review
ParticipantNew Managed available Change
(430253030)

Support Details

Mo. Support Support ltem Support Itemn Mame  Quantity Revised Allocated  Revised Revised Remaining
Budget Number Quantity  Amount Allocated Amount  Amount
{Unit Amount
Price) {Unit Price)
Consumables 03_.091_.0121_1_1 Telephone Or Video 1 i $112.73 £100.00 $100.00 $112.73

Interpreting

Record Review Decision

Before proceeding with providing a decision please review the Revised Amount, Revised Quantity or the Revised End date
columns as displayed above.

Decision *: Reject l

Reazon for Rejection *; QOther A

Rejection Explanation * :

- S
255 characters remaining

MNote that explanations will be sent to the participant and may be monitored
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Service booking changes notification

A daily summary of all changes that have been made during the day is sent automatically to
your Inbox overnight to help alert you to changes that require attention. Just filter your
Inbox by ‘Changed Service Bookings’ and select your preferred format (HTML or PDF) to

read the notification.

Inbox

View all of your provider inbox messages below

Folder: Show: Unread
Filter: Changed Service Bookings a Move to Trash i]T]]
Showing 1- 1 of 1 messages
1 From Subject Date/time
1 NDIA Changed Service Bookings - Provider HTML of PDF o 29/07/2018 12:00 AM

Page 1 of 1

The notification summary of all service booking changes for all participants will be displayed:
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If not delivered: GPO Box 700 Canberra ACT 2601

AUELNEEER O

NDS2LETTERZQ00029138

GPO Box 700
CANBERRA ACT 2601

Reference: 4050003397 1800 800 110

ndis.gov.au

100 Smith Street
WATSON ACT 2602

29 July 2018

Dear

RE: Summary of Service Bookings requiring further action

The following service bookings have been created or amended and require further action by you:

Please use the myplace portal to review and either accept or reject the change. Note that if the end
date has been brought forward, an accrual for pending claims may be added and there can be no
further updates to the service booking.

If you have any questions, contact the National Disability Insurance Agency on the details provided
below.

Yours Sincerely

National Provider Payments Team
National Disability Insurance Agency

How to contact the NDIS
Please remember if you phone us we need to know we are talking to the right person so we will
ask for details only you, or a person authorised on your behalf, would know.

Phone us: call 1800 800 110

TTY user: call 1800 555 677 and ask for 1800 800 110

Speak and Listen (speech-to-speech relay) user: call 1800 555 727 and ask for 1800 800 110
Internet relay user: visit the www.relayservice.gov.au and ask for 1800 800 110

Email: enquiries@ndis.gov.au

More information: www.ndis.gov.au
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Edit support details on a service booking

You may need to amend some of the details on the service booking, such as quantity or

allocated amount.

1. Follow the steps outlined under View Service Bookings above.
2. Inthe View Support Booking Details, select Update Allocation.

Home / Service Bookings / Find / View

View Service Booking Details
Detailed view of the selected service booking

Service Booking Details

Participant Name Type Number  Quote ID Start Date  End Date Revised  Total In-Kind Status
(NDIS Number) End Program
Date
Agency Que Standard 55011915 Not 17/03/2021 10/05/2021 - $50.00 - Active
Quotation Booking available
(430243588)
Support Details
No.  Support Budget Support Item Number Support Item Name Quantity  Allocated Amount Remaining Amount
(Unit Price)
$50.00 $50.00

1 CB Daily Activity - - 1

Delete Update Allocation Update End date

3. Enter the new Quantity, Allocated Amount and check the Declaration to confirm that

the service booking reflects what you have discussed and agreed with the participant.
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Home / Service Bookings / Find / View / Request Update Allocation

Update Allocation

Edit the current quantity and allocated amount

Service Booking Details

Agency Que Quotation  Standard Booking 55011915 17/03/2021  10/05/2021
(430243588)

Support Details

Participant Name Type Number Start Date End Date Revised Total
(NDIS Number) End Date

$50.00

In-Kind Program Status

Active

No. Support Support ltem Support Item Quantity Allocated Amount Remaining
Budget Number Name (Unit Price) Amount

1 CB Daily - = 1 $50.00 $50.00
Activity

* [_II declare that this Service Booking has been discussed with and agreed by the participant

4. Select Submit.

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide

82



Provider portal step-by-step guide

End a service booking
You might need to end a service booking if you are unable to continue to deliver the service,

or the participant asks you to stop delivering the service.

@ IMPORTANT ACTIONS REGARDING END DATES
When you end the service booking you need to review:
1. All payment requests are up to date.
2. Accrued amounts are enough to cover any outstanding payment requests which

you are yet to request payment for (which are yet to be submitted).

1. Follow the steps outlined under View Service Bookings above.

Home / Service Bookings / Find / View

View Service Booking Details
Detailed view of the selected service booking

Service Booking Details

Participant Name Type Number  Quote ID Start Date  End Date Revised  Total In-Kind Status
(NDIS Number) End Program

Date
Agency Que Standard 55011915 Not 17/03/2021 10/05/2021 - $50.00 - Active
Quotation Booking available

(430243588)

Support Details

No.  Support Budget Suppeort Item Number Support Item Name Quantity  Allocated Amount Remaining Amount
(Unit Price)

1 CB Daily Activity - - 1 $50.00 $50.00

Update Allocation Update End date |

2. Select Update End Date
The Update End date screen displays

3. Complete the following fields:
e At Service Booking End Date, enter the end date for the service booking and the

reason for the change.

Note: If you want to change a service booking end date to today’s date, the participant is

required to accept the change. You must check the ‘declaration’ at the bottom of the screen
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to indicate that you have discussed the change with the participant and that you are

authorised by them to confirm the new end date.

At Reason for Change, select from the drop-down list. Some reasons are there to support

participant choice, some provider choice, and some both.

¢ Enter the value of services delivered where a payment request has not yet
been submitted at Accrual for pending payment requests. This is to
ensure sufficient funds are retained against the service booking to pay for all
services delivered.

¢ Tick the box at the Declaration. This is a compulsory field and the onus is
on you, as the provider, to have discussed and gained consent from the
participant to end the service booking.

4. Select Submit.

Home / Service Bookings / Find / View / Request End Date Change

Update Service Booking End Date

Service Booking Details

Participant Name Service Booking  Service Booking Start Date  CurrentEnd Total Allocated Total Remaining Status
(NDIS Number) Type Number Date Amount Amount

Agency Que Quotation Standard 55011915 17/03/2021 10/05/2021  $50.00 $50.00 Active
(430243588) Booking

Update End Date

Service Booking End Date *: E 18/03/2021 Reason for Change *: Select one v
No. Support Support Item Support Item Quantity Allocated Remaining Accrual for Pending Payment
Budget Number Name Amount Amount Requests
1 CB Daily = = 1 $50.00 $50.00
Activity

[J1 declare that this Service Booking has been discussed with and agreed by the participant.

A warning will be displayed that following the update, Quantity, Allocated Amount (Unit

Price) and End Date cannot be changed.
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Following this update, Quantity, Allocated Amount (unit price) and End Date for this service booking cannot be changed again. You will not be
able to provide supports through this service booking after 29/09/2018. Do you want to continue?

NO WES.

5. Select Yes.

Delete a service booking
If you have created a service booking in error, you may wish to delete it. Service bookings

can be deleted only if:

e There is no payment requested created or saved against it

There is no accrual against it, and

No payments made.

1. Follow the steps outlined in the View Service Bookings above
2. Find the service booking to delete
3. Inthe View Service Booking Details, select the Delete button.
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Home / Service Bookings / Find / View

View Service Booking Details

Detailed view of the selected service booking

Service Booking Details

Participant Name Type Number  Quote ID Start Date  End Date Revised Total  In-Kind Status
(NDIS Number) End Program

Date
Agency Que Standard 55011915 Not 17/03/2021 10/05/2021 - $50.00 - Active
Quotation Booking available
(430243588)

Support Details

No.  Support Budget Support Item Number Support Item Name Quantity  Allocated Amount Remaining Amount
(Unit Price)
1 CB Daily Activity - - 1 $50.00 $50.00

Delete Update Allocation Update End date

A warning will be displayed to confirm that once you delete it, the service booking will be
removed from your list of services bookings permanently and you will not be able to provide
services or request payment if you proceed.

4. Select Yes.

Warning:

You are about to delete this service booking. This will remove it from your list of service bookings permanently.
You will not be able to provide services or request payment on this service booking. Do you agree to continue?

Choose yes to delete or no to cancel this action.

An information message confirms that the service booking has been deleted.
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Service booking 50015952 has been deleted.

Home / Service Booking / Find

Find

View all your service bookings or search for a specific booking by participant's name NDIS number, status or booking number

View Service Booking-Help @

Find a Participant Enter participant name or NDIS number V Refine Search

Search Results

562 Results found Sort By | Service Booking Number v
Service Booking Service Participant Name (NDIS Start Date  End Date Submitted Service Booking Initiated
Number Booking Type Number) Date Status By
50015962 Standard CONNIE COMPLIANCE 002~ 28/09/2018  28/09/2019 28/09/2018 Active Staff

Booking (430214441)
50015961 Standard CONNIE COMPLIANCE 002~ 28/09/2018  28/09/2019 28/09/2018 Active Staff
Booking (430214441)

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide 87



Provider portal step-by-step guide

Payment request

Payment requests were previously known as claims. In this tile you can create and submit
payment requests to NDIS. You can also go here to view a history of submitted payment

requests.

@ IMPORTANT NOTES ABOUT PAYMENT REQUEST

e You will need to have provided your bank account details to NDIS before a payment
request can be created. Usually, you would have recorded your bank account details
in the myplace portal after registering with NDIS (please see Bank Account Details
section).

e You are encouraged to request payment for services provided to participants within
90 days of service. Payment requests made after 90 days may cause a delay in
payment.

e Service bookings are created to hold/quarantine the funds for which providers can
claim through payment requests.

o Before submitting a payment request, check your service booking details to ensure:
there is sufficient funding, service booking dates are within the plan dates, support
category or line item are correct.

e Once checked, payment requests can be created and must align with that service
booking.

o The information entered for the payment request must align with the service booking
(i.e. you cannot enter a date that is outside the date range of the service booking)

Create a payment request

1. Select the Payment Request tile on the myplace home page.

Payment Request

Create and manage new
and existing payment
requests
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2. Select Create Payment Request.

Home / Payment Request

Single payment request will no longer be available for PACE participants. You will need to use the Bulk Payment Request Upload
functionality to make a payment request.

Payment Request

i Ts) ©, ®

Create Payment View Payment Bulk Payment Request Payment Summary
Request Request Upload PayiTERESUFTETY
Create new payment Search and view all Bulk upload payment
requests for the services payment requests that you request file for all the
you have provided to a have saved and submitted services provided to all
participant participants.

3. Search for the participant you have provided services for. You can search for the

participant by their first or last Name or NDIS Reference Number. Choose how you

want to search by selecting the drop-down menu.

Home / Payment Request / Search

Search Participant

Please search by First Name and Last Name or NDIS Number.

Required fields are marked with an asterisk ( * )

Search by: * Please select
Name
NDIS Number

Search

Cancel

4. Enter the details of the participant for whom you need to submit a payment request and
select Search. In this example, the participant’s NDIS reference number is selected as

the search criteria.

Home / Payment Request / Search

Search Participant

Please search by First Name and Last Name or NDIS Number.

Required fields are marked with an asterisk ( * )

Search by: * NDIS Number e

NDIS Number: * eg. 43X00XK .

Search
Cancel
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5. From the search results, select the relevant participant’s name.

Home Payment Regues

Search Participant
Please search by First Name and Last Name or NDIS Number.

Required fields are marked with an asterisk [ * )

Search y: * MNDIS Mumber bl

MOIS Mumber: * 430254456 ® ?

Search Results
Participant Name NDIS Number

Mr. Henry Donald 430254456

6. The New Payment Request window appears. Required fields are marked with a red

asterisk (¥).

Note: Assistive Technology and Home Modification providers should refer to the
Assistive Technology, Home Maodifications and Consumables Code Guide on the NDIA
Pricing arrangements | NDIS page for general claiming rules including AT
Supplementary Charge codes and claiming for support items where notional unit prices
apply.

Note: Single payment request in no longer available for PACE Patrticipants. You will

need to use the Bulk Upload functionality to make a payment request.
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New Payment Request
Submit a new payment request for a support you have recently provided.

Participant Details

Participant Name: Mr. Carter King
NDIS Number: 430257741

Payment Request Details

New Payment Request - Help @ Required fields are marked with an asterisk (*)

Single payment request is no longer available for this PACE Participant. You will need to use the Bulk Payment Request
Upload functionality to make a payment request.

Support Start * E 07/09/2022 Support End Date: * f"’gi ) Binvoice Number: * eg. Upto 50 ¢
Date:
Support Category: * v Item Number: * 1
Claim Type: v Cancellation M
Reason:
Item Quantity: * eg.0 Unit of Measure:
Payment Amt ($): * eg. 0.00 ® GST: GST Free v
ABN of Support* ABN Not Available:
Provider:

T

7. Complete the Support Start Date and Support End Date fields.

8. Enter your Invoice Number as a reference for your payment request. This invoice
number is specific to your invoicing process and is not generated by NDIA.

9. Select a support category from the Support Category drop-down.
Note SIL providers: If claiming weekly, select the support category ‘Core Daily Activity’.

10. Select the ltem Number magnifying glass icon to search for the item number. Then
select the Support item number for the item you wish to submit a payment request for.
Note SIL providers: If claiming weekly, select the weekly claiming Support item
number specified in the NDIS Support Catalogue 2019-20 or the NDIS Pricing
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Arrangements and Price Limits.

Search for Support Item

I Eriter Support lti

Search Results

"1" search results found.
Support Budget Support ltem Number Support ltem Mame Service Agreement Number
CE Daily Activity 15 045 0128 1 3 Community Engagement Assistance 55012852

11. Selectthe Claim Type. Refer to the NDIS Pricing Arrangements and Price Limits for
further information on each claim type.

e The ‘Assistance in Supported Independent Living - Weekly’ claim type should be
used when a SIL provider will claim weekly, under the conditions specified in the

NDIS Pricing Arrangements and Price Limits.

e The ‘Irregular SIL Supports' claim type should be used when a SIL support is
provided in unexpected or unplanned circumstances.

e The ‘Telehealth’ claim field should be used when a support is provided as needed
and with agreement from the patrticipant.

e The ‘Assistance in Supported Independent Living —Unplanned EXxits’ claim type
should be used when there is an irretrievable breakdown of supports/relationship
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which requires immediate exit. Refer to SIL Provider Guidance for further details

around when this claim type can be used.

12. If the Claim Type is cancellation, select a cancellation reason.

Cancellation Charges ~
\
No show due to family issues
No show due to health reason
Other

No show due to unavailability of transport

13. Enter your Item Quantity. This may be either in line with how many hours or the number
of services/support you have provided, consistent with the way you set up the service
booking (i.e. if you want to request payment for 1 hour and 45 min you will need to enter
1.75 or if you are requesting payment for one product or service, you will enter 1).

Note SIL Providers: If claiming weekly, input the quantity as 1 to reflect 1 week.

16. Complete the Payment Amount field. This is the total amount being requested; it is

not the unit price amount.
Note SIL Providers: If claiming weekly, input the weekly amount.

14. In the ABN of Support Provider field, enter the Australian Business Number (ABN) of

the provider of the support or service.

ABN of Support™ ABN Mot Available: I
Provider:

e To be valid, an ABN must have 11 digits. ABNs are required for both registered

and unregistered provider payment requests.

¢ For a plan managed service booking claim you will need to complete the ABN of

Support Provider field manually.

o If the provider has a valid reason for not providing an ABN, plan managers will

have the option to:

Tick the ‘ABN Not Available’ checkbox and select either the ‘ATO Excluded
Supply’ or ‘Participant Reimbursement’ in the ‘ABN Exemption Reason’

dropdown box for single payments

Note: If a supplier is exempt from quoting an ABN under ATO rules (i.e. ‘ATO

excluded supply’), plan managers must ensure that:
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o the supplier provides a completed ATO Statement by a supplier form stating why

they are exempt from providing an ABN

¢ avalid tax invoice is included with all relevant information about the goods or
services provided.

Home / Payment Regu

New Payment Request
Submit a new payment request for a support you have recently provided.

Participant Details

est / Search / New Payment Reguest

Participant Name: Mr. Henry Donald
NDIS Number: 430254458

Payment Request Details

Mew Payment Requast - Help ? Required fields are marked with an asterisk ( *)
Support Start * E 20/05/2021 Support End Date: * E 20/05/2021 Inveice Number: * Invaice 1 ®
Date:
Support Category: * Daily Activities v Item Mumber: * 01_049_0104_1_1 f‘:\
Claim Type: Direct service ~ Cancellation v
Reason:
Item Quantity: * eg. 0 Unit of Measure: each
Payment Amt ($): * eg. 0.00 ® GST: GST Free v
ABN of Support™ ABN Mot Available:
Provider:
ABN Exemption™ ~
Reason;

ATO Excluded supply

Participant Reimbursement

e If you are making a claim against a standard service booking, the ABN of the

registered provider (that is, your ABN) automatically appears and is not editable.

16. If you need to add more items for this participant, select Add to enter them.

To delete a line in a payment request, select Delete.

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide 94



Provider portal step-by-step guide

New Payment Request
Submit @ new payment request for a support you have recently provided.

Participant Details

Participant Name: Mr. Henry Donald
NDIS Number: 430254458

Payment Request Details

Mew Payment Request - Help . Required fields are marked with an asterisk | * )
Support Start * [ | 31052021 Support End Date: * £ 31052021 InvaiceNumoer ¥ | oo o en50c
Date:
Support Category: * A Item Number: * Q
Claim Type: b Cancellation v
Reason:
Item Quantity: * eg. 0 Unit of Measure:
Payment Amt (3] # eg 0.00 ® G5T: GST Free v
ABN of Support* ABN Nat Available:
Provider:

|

Support Start * E Support End Date: # E Invoice Mumber: * ez UntoS0c
Date: -
Support Category: * v Item Mumber: * "{

Claim Type: b Cancellation v
Reason:
Item Quantity: * eg. 0 Unit of Measure:

Payment Amt (3): * eg- 0.00 ® G5T: G5T Free hd
ABN of Support* ABN Nat Available:

Provider:

17. Select Next to continue to the next step.

18. Onthe Review Payment Request page, check the details of the payment request,

including the support dates, claim type and ABN number.
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If the payment request details are correct, select the mandatory NDIS Pricing Arrangements

and Price Limit text acknowledgements checkbox at the bottom of the screen.

Review Payment Request
Submit a new payment request for a support you have recently provided.

Participant Details

Participant Name: Mr. Henry Donald
NDIS Number: 430254456

Payment Details

Support ABN/ABN
Startdate  End date Support  Item Claim  Cancellation Item Unit of Payment Invoice  Exemption
# ofsupport ofsupport Budget Number Type Reason Quantity Measure Amount GST Number Reason
1 09/11/2021 09/11/2021 CBDail 15_045_ Direct 1 Hour $1.00 GST Invoice 81612420750
yActivit  0128_1_ service Free 1
y 3

Payment Request Amount Summary

Support Category Total Claim Amount
CB Daily Activity $1.00
Grand Total $1.00

* (1 acknowledge this payment request is consistent with the requirements stated within the NDIS Pricing Arrangements and Price Limits.

19. Select Submit.
¢ If you need to change any of the payment request details, select Back.
e If you do not wish to continue with this payment request, select Cancel.

e You will receive a confirmation once your payment request has been submitted.
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Confirmation
Submit a new payment request for a support you have recently provided.

You have successfully submitted your payment requests for processing.

Claim Details

Payment Request Support Claim Cancellation Payment Reject
# Number Category Item Number Type Reason Amount GST Status Reason
1 10597422 & CB Daily 15_045_0128_1_3 Direct $1.00 GST Pending
Activity service Free Payment

View Payment Requests

Note: You can view the Payment Request by selecting the hyperlink to navigate to the View

Payment Request screen.

Create a payment request for an Irregular SIL Support

Irregular supports are considered separately from the regular SIL plan value and should be
used when a SIL support is provided in unexpected or unplanned circumstances and

additional funding to cover the costs is needed.

Participants have separate funding in the SIL plan for irregular supports that can be claimed

for each time funding is required.

1. Follow the steps outline under View Service Bookings, pages 65 to 70.

2. Select your Irregular SIL support service booking.
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Find

View all your service bookings or search for a specific bocking by participant's name NDIS number, status, booking number or quote ID

View Service Booking-Help (@)

Find a Participant ¥ Refine Search

Enter participant name or NDIS number

Search Results

2,814 Results found Sort By Service Booking Number v
Service Booking QuoteID  Service Participant Name Start Date  End Date Submitted Service Initiated
Number Booking Type  (NDIS Number) Date Booking By
Status
Irregular service
35017870 Not Standard Ignatio Testcase6 02/11/2021 02/11/2023 25/11/2021 Active Provider booking
available Booking (430195570)
55017869 Not Standard Ignatio Testcase6 02/11/2021  02/11/2023 25/11/2021  Active Provide Regular service
available  Booking (430195570} booking

The details of the service booking will display.

3. In the View Support Booking Details, select Update Allocation.

View Service Booking Details

Detailed view of the selected service booking

Service Booking Details

Participant Name Number

(NDIS Number)

Type

Ignatio Testcase6 Standard Booking 55017870
(430195570)

Support Details

No. Support Budget Support ltem Number

1 Daily Activities

01_819_0115_1_1

Quote ID Start Date

Not available 02/11/2021

Support Item Name

Funding for Irregular SIL supports

End Date

Revised
End Date

02/11/2023

Quantity  Allocated Amount

Total

$4,000.00

(Unit Price)
4,000 $1.00
Delete Update Allocation

In-Kind Program  Status

Remaining Amount

$4,000.00

Active

Update End date

4. Reduce the Quantity by the amount of additional funding required. Check the

Declaration to confirm that the service booking reflects what you have discussed and

agreed with the participant.
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Update Allocation

Edit the current quantity and allocated amount

Service Booking Details

Participant Name Type Nurnber Start Date End Date Revised Total In-Kind Program Status
(NDIS Number) End Date

Ignatio Testcase6 Standard Booking 55017870  02/11/2021 02/11/2023 = $4,000.00 - Active
(430195570)

Support Details

No. Support Support ltem Support ltem Name Quantity Allocated Amount Remaining
Budget Number (Unit Price) Amount
1 Daily Activities 01_819_.0115_1_1 Funding for Irregular siL 3500 | |S1.UU $4,000.00
supports

* [ | declare that this Service Booking has been discussed with and agreed by the participant.

5. Select Submit.

Your details have been updated successfully.

Home / 5 Bookings / Find / View

View Service Booking Details

Detailed view of the selected service booking

Service Booking Details

Participant Name Type Number  Quote ID Start Date  End Date Revised  Total In-Kind Program  Status
(NDIS Number) End Date

Ignatio Testcase6  Standard Booking 55017870 Notavailable 02/11/2021 02/11/2023 - $3,500.00 - Active
(430195570)

Support Details

Mo. Support Budget Support ltem Number  Support item Name Quantity  Allocated Amount  Remaining Amount
(Unit Price)
1 Daily Activities 01_819_0115_1_1 Funding for Irregular SIL supports 3,500 $1.00 $3,500.00

Update Allocation Update End date

Note: You will notice that Remaining Amount has been reduced.

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide 99



Provider portal step-by-step guide

6. Return to the View Service Bookings, pages 65 to 70

7. Select your Regular SIL support service booking

Find

View all your service bookings or search for a specific booking by participant's name NDIS number, status, booking number or quote ID

View Service Booking-Help (@

. o nor
Find a Participant Enter participant name or NDIS number Refine search

Search Results

2,814 Results found Sort By Service Booking Number v
Service Booking QuoteID  Service Participant Name Start Date  End Date Submitted Service Initiated
Number Booking Type  (NDIS Number) Date Booking By

Status
55017870 Not Standard Ignatio Testcase6 02/11/2021  02/11/2023 25/11/2021 Active Provider
available Booking (430195570)
55017869 Not Standard Ignatio Testcased 02/11/2021  02/11/2023  25/11/2021 Active Provide
available Booking (430195570)

Irregular service

booking

Regular service
booking

The details of the service booking will display.

8. In the View Support Booking Details, select Update Allocation.

View Service Booking Details

Detailed view of the selected service booking

Service Booking Details

Participant Type Number  Quote ID Start Date  End Date Revised  Total In-Kind Status
Name End Program

(NDIS Number) Date

Ignatio Testcase6 Standard 55017869 Not 02/11/2021  02/11/2023 - $40,000.00 - Active
(430195570) Booking available

Support Details

No.  Support Budget Support ltem Number Support Item Name Quantity Allocated Amount Remaining Amount
(Unit Price)
1 Daily Activities = = 1 $40,000.00 $40,000.00

Delete Update Allocation Update End date

9. Increase the value of the Allocated Amount by the amount taken from the irregular

service booking. Check the Declaration to confirm that the service booking reflects what

you have discussed and agreed with the participant
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Update Allocation

Edit the current quantity and allocated amount

Service Booking Details

Participant Name Type Number Start Date End Date Revised Total In-Kind Program Status
(NDIS Number) End Date

Ignatio Testcase6 standard Booking 55017869  02/11/2021 02/11/2023 = $40,000.00 - Active
(430195570)

Support Details

No. Support Support ltem Support ltem Quantity Allocated Amount Remaining
Budget Number Name (Unit Price) Amount
1 Daily Activities - - 1 | |$¢0,500.00 $40,000.00

* | declare that this Service Booking has been discussed with and agreed by the participant.

10. Select Submit

Your details have been updated successfully.

e Bookings / Find / View

Home /

View Service Booking Details

Detailed view of the selected service booking

Service Booking Details

Participant Type Number  Quote ID Start Date  End Date Revised  Total In-Kind Status
Name End Program

(NDIS Number) Date

Ignatio Testcase6 Standard 53017869 Not 02/11/2021  02/11/2023 - $40,500.00 - Active
(430195570) Booking available

Support Details

MNo.  Support Budget Support ltem Number Support ltem Name Quantity Allocated Amount Remaining Amount
(Unit Price)
1 Daily Activities = = 1 $40,500.00 $40,500.00

Update Allocation Update End date

Note: You will notice that Remaining Amount has been increased.
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11. Create a new payment request following the steps in Create a payment reguest, pages
88 to 96.
Note: The claim type should be ‘Irregular SIL Supports’.

New Payment Request

Submit a new payment request for a support you have recently provided.

Participant Details

Participant Name: Mr. Ignatio Testcase6
NDIS Number: 430195570

Payment Request Details

New Payment Request - Help . Required fields are marked with an asterisk ( *)
Support Start * [ 021172021 SupportEnd Date: * [ o02m12021 Invoice Number: * || = ®
Date:
Support Category: * Daily Activities v Iteam Mumber: * 01_801_0115_1_1 q
Claim Type: Irregular SIL Supports v Cancellation v
Reason:
Item Quantity: * 10 ® Unit of Measure: Hour
Payment Amt ($): * 500.00 ® GST: GST Free v
ABN of Support® 36145575195 ABN Not Available:
Provider:

View payment request
You can view a history of submitted payment requests. You can view by submitted payment

requests or bulk upload files.

Submitted payment requests

1. Select View Payment Request on the Payment Request page.
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Home / Payment Request

Payment Request

) 18 ® ®

Create Payment View Payment Bulk Payment Request Payment Summary
Request Request Upload Payment Summary
Create new payment Search and view all Bulk upload payment
requests for the services payment requests that you request file for all the
you have provided to a have saved and submitted services provided to all
participant participants.

2. At View By, select Submitted Payments Request from the drop-down list.

Home / Payment Request / View

Search for Payment Requests

Required fields are marked with an asterisk ( *)

View By: * Please select
Submitted Payment Requests
Uploaded Bulk Payment File
Search Results
Payment Request Invoice Participant Name (NDIS Support Submitted Support Start Support End
Number Number Number) Budget Date Date Date Status

Page 1 of 1

3. Select the Search by drop-down and select the desired search criterion.
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Home / Payment Request / View

Search for Payment Requests

Required fields are marked with an asterisk ( *)

View By: * Submitted Payment Requests v
Search by: * Please select
NDIS Number

Payment Request Number

Support Item Number
Submitted Date
Support Start Date
Support End Date

Search Results

Payment Request Invoice Your Invoice Number Submitted Support Start Support End
Number I b Date Date Date Status
Page 1 of 1
Back

4. Enter your search criterion and select Add to Criteria. You can add multiple search

criteria.

Home / Payment Request / View

Search for Payment Requests

Required fields are marked with an asterisk (*)

View By: * Submitted Payment Requests N
Search by: * Status v
Search Criteria: * Please select Add to Criterla
Rejected
Incomplete
Pending Payment

Search Results

Cancelled
Awaiting Approval .
Payment Request Invoice r r Submitted Support Start ~ Support End
Number Number Number) Budget Date Date Date Status

Page 1 of 1

5. You can search by various criteria - rejected, incomplete, pending payment, paid,
cancelled, or awaiting approval. Select Add to Criteria to add more criteria to your

search.
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6. Once you have entered all your criteria, select Search. Your search results display.

7. Select the Payment Request Number to open details of that payment request.

Home / Paymen =
Search for Payment Requests
Required fields are marked with an asterisk (*)
View By: * Please select hd
Selected Search Criteria
MDIS Mumber = 430254456
remowve this criteria
=
8 Results found
Payment Request  Invoice Participant Name (NDIS Submitted  Support Start  Support End
Number Number Number) Support Budget Date Date Date Status
10581442 12345 Henry Donald Assistive 2B/05/2021 26/05/2021 26/05/2021  Pending
(430254456) technology Payment
10581433 123456 Henry Donald CE Daily Activity  27/05/2021  21/05/2021 21/05/2021  Rejected
(430254456)
10581434 123456 Henry Donald CE Daily Activity  27/05/2021 21/05/2021 21/05/2021  Paid
(430254456)
10581176 Imwvoice 1 Henry Donald Assistive 24/05/2021  21/05/2021 21/05/2021  Paid
(430254456) technology
10581178 Henry Donald (B Choice and ~ 24/05/2021 20/05/2021 20/05/2021  Paid
(430254456) Contraol
10581179 Henry Donald Assistive 24/05/2021  20v05/2021 20/05/2021  Paid
(430254456) technology
10581180 Henry Donald Consumables 24/05/2021 20v05/2021 20/05/2021  Paid
(430254456)
10581181 Henry Donald Initial Supports  24/05/2021  20v05/2021 20/05/2021  Paid
(430254456)
Page 1 of 1
Back
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The table below explains what the different status criteria mean.

Payment Request Status Definition
Paid Payment has been approved and payment
issued.
Incomplete The payment request needs to be updated as it
is incomplete.
Pending Payment Payment is yet to be finalised.
Cancelled The request has been cancelled.
Deleted The request has been deleted.
Awaiting Approval Approval required from the Agency.
Rejected The payment was not processed and will not be
visible to the user.
Open The payment request is waiting for validation
from the participant.

Note: You will not be able to view the participant’s name when a claim has a Rejected or
Open status.

8. When the details of the payment request display, select Back to return to the previous
page.
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Payment Request Details

Payment Request Summary
Help onthis

Bulk File Reference: -

Participant Mame (NDIS Number) Payment Request Number Payment Amount Imvoice Number Status
Henry Donald (430254456) 10581442 $20.00 12345 Pending Payment
Support Details Other Details
Start Date: Plam ID: 1042353
End Date: Service Booking 550125983
Number:
Category:

In-Kind Program:

tem Number: Submitted on: 28/05/2021

Hem Description: Submitted By: GRAHAM BARRS

i - Direct service
Claim Type: Reject Reason:

Cancellation

Paid on:
Reason: e —
. o ABN of Support 81612420750
Submitted 20.00 Provider
Armount: )
ABN Mot Available: Mo
Quantity: 1.00
_ ABN Exemption
GST: GST Free Reason:
[ = ] cance payment

Uploaded bulk payment files

Further details on how to do this can be found in the Bulk payment request self-help
guide on the NDIS website.

Cancel payment request
If you make a mistake with a payment request, you can cancel the request if it has a status
of Pending payment or Paid. After the request is cancelled, you can enter a correct

payment request if needed.

Note: You must be an account manager or primary contact to cancel payments.

If you cancel a payment request with a status of Pending payment (i.e. we have not yet

paid you that amount) the payment request will not be processed.

If you cancel a payment request with a status of Paid (i.e. we have paid you that amount

and you consider it to have been paid incorrectly), we may:

¢ send you an invoice requesting repayment of the cancelled amount, or
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o offset your future payment requests against the cancelled amount.
e You can cancel any payment request in your payment history with a status of Paid.
o
Note: If we apply an offset, you will not receive any further payments until you have

submitted payment requests which in total, equal the cancelled amount.

Note: If you wish to return a payment that you have received after cancelling the payment
request, please contact us on 1800 800 110.

Find

Search for Payment Requests

Required fields are marked with an asterisk [ * )

View By: * Please select ~

Selected Search Criteria
MDIS Mumber = 430254456
remove this criteria

Status = Paid

remonwe this criteria

Eurs

5 Res und

Payment Request Invoice Participant Name (NDIS Submitted Support Start  Support End

Number Number Number) Support Budget Date Date Date Status

10581434 123456 Henry Donald CE Daily Activity 27/05/2021 21/05/2021 21/05/2021 Paid
(430254456)

10581176 Irvzice 1 Henry Donald Assistive 24/05/2021 2140572021 21/05/2021 Paid
(430254458) technology

10581178 Henry Donald CE Choice and 24/05/2021  20/05/2021 20/05/2021 Paid
(430254456) Control

10581179 Henry Donald Assistive 24/05/2021 20v05/2021 20/05/2021 Paid
(430254456) technology

10581180 Henry Donald Consumables 24/05/2021  20/05/2021 20/05/2021 Paid
(430254456)

10581181 Henry Donald Initial Supports 24/05/2021 2000572021 20/05/2021 Paid
(430254456)

Page 1of 1

1. Select the Payment Request Number link to display the Payment Request Details.
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Note: Only payments that have the status of Paid or Pending Payment can be cancelled.

Payment Request Details

Payment Request Summary

Help on this ‘

Bulk File Reference: -

Participant Name (NDIS Number) Payment Request Number Payment Amount Invoice Mumber Status
Henry Donald (430254456) 10581434 §25.00 123456 Paid
Support Details Other Details
Start Date: 21/05/2021 Flan ID: 1042353
End Date: 21/05/2021 Service Booking 55012892
- ) Number:
Category: CE Daily Actiwity
In-Kind Program:
15045 012813
ftem Number: S Submitted or:  27/05/2021
iption: Co ity Eny L Assistan
Item Description: mmunity Engagemen ance Submitted By: CRAHAN BARRS
I : Direct service
Claim Type: sehsE Reject Reason:
Cancellation Paid on: 2E05/202]
Reason:
Submitted 25.00 ABH ﬂfPSUP_F;Oﬂl
Amount: rovider:
. - ABN Not Available: Yes
Quantity: 1.00
GST: GST Free ABN Exemption ATO Excluded Supply
Reason:

2. Select Cancel Payment.

A message displays asking, ‘Are you sure you would like to cancel the selected payment?’
3. Select Yes.
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Are you sure you would like to cancel the selected payment? If the Payment Request has not yet been paid, select Yes if you would like to stop the payment being made, and submit a replacement payment
request. If the Payment Request was submitted in error, and has been paid, select Yes if you want to reverse the payment (which might result in an invoice from NDIA to recover the funds paid, or these
funds might be offset against future payment requests). Otherwise, select No.

(=} YES

4. The following message displays. If you search again for the payment request you will

see it now has a status of Cancelled.

° The payment request was cancelled successfully.

Recipient Created Tax Invoices (RCTI)

These are generated for each payment request or bulk upload. To make reconciliation
simpler, all invoices for the same day are batched together.

Additionally, there is an ability to download RCTlIs in PDF and Excel format.

Bulk payment request upload

You can upload payment requests in bulk. The payment requests can be uploaded in either
.csv or .xml file formats. Use the current version of the bulk upload template available on the
myplace portal.

Further details on how to do this can be found in the Bulk payment request self-help
guide on the NDIS website.

Payment summary
You can view a summary of the payment requests and advance payments through Payment
Summary. The payment requests summary can be up to a 30-day period and includes
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cleared (received) payments, pending payments, rejected payments and bulk upload file

payments.
1. Select Payment Summary on the Payment Request page.

Home / Payment Request

Payment Request

1) ® ®

Create Payment View Payment Bulk Payment Request Payment Summary
Request Request Upload Payment Summary
Create new payment Search and view all Bulk upload payment
requests for the services payment requests that you request file for all the
you have provided to a have saved and submitted services provided to all
participant participants.

2. Enter the From Date and To Date of the summary (up to a 30-day period).

Note: This is the date that the payment was requested.
Note: You can view you Pending Payment Request, Advance Summary and Advance

Recovery Instalment Plan by selecting Open Section.

3. Select Find Summary.
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Pending Payment Requests
Pending Total: -$3,905.08

Advance Summary

Advance Recovery Instalment Plan

Payment Summary Search

Payment Summary
Below is your account summary

Search for previous payments by entering dates below for up to a 30 day period

Required fields are marked with an asterisk ( *)

~ Open Section

~ Open Section

~ Open Section

From Date: * DD/MMAYYY To Date: DD/MMAYYYY

= Find Summary

4. Select Open Section to view the summary details.

Payment Summary Search

Bl

From Date: * 03/01/2022 To Date: 31/01/2022

Paid Payment Requests
Paid Total: $19,959.85

Rejected Payment Requests
Rejected Count: 43

Incorrect Bulk File Records
Incorrect Count: 123

Search for previous payments by entering dates below for up to a 30 day period

Required fields are marked with an asterisk (*)

E Find Summary

— v Open Section

v Open Section

v Open Section

5. Select Rightwards Arrow to view each Payment Run Date payment summary
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Pending Payment Requests
Pending Total: -$3,905.08

Advance Summary

Advance Recovery Instalment Plan

Paid Payment Requests
Paid Total: $19,.959.85

Payment Run Date

Rejected Payment Requests
Rejected Count:- 43

Incorrect Bulk File Records
Incorrect Count- 123

Back

From Date: * 03/01/2022 =

To Date: 31/01/2022

Bank Payment Reference

Payment Summary
Below is your account summary

~ Open Section

~ Open Section

~ Open Section

Payment Summary Search
Search for previous payments by entering dates below for up to a 30 day period

Required fields are marked with an asterisk (*)

= Find Summary

Total Amount

$19,42395

~ Open Section

~ Open Section

6. Select Download Results
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Payment Summary Search
Search for previous payments by entering dates below for up to a 30 day period

Required fields are marked with ar

From Date: * 03/01/2022 = To Date: 31/01/2022 o Find Summary

Paid Payment Requests » Close Section

Paid Total: $13.953.85

Payment Run Date

- V0172022

Paid On Payment Request Number Participant Name Description Amount
» 21/01/2022 10603384 Cowid 19 Vaccine Daily Activities $1230
Reimbursement
(430256091)

172022 10603383 Cowvid 19 Vacane Daily Activines $1230
Reimbursement

(430256091

» 21/01/2022 10603382 Covid 15 Vaccine Daily Activities $1230
Reimbursement

{430256091)

’ 21/01/2022 10603381 Covid 19 Vaccine Daily Activities $12350
Reimbursement
{430256091)

» 21/01/2022 10603380 Cowvid 19 Vacane Dadly Activites $12.50

Reimbursement
(430256091}

» 21/01/2022 1060

w
W

) Covid 19 Vaccine Daily Activities $1250
Reimbursement
{430256091)

» 21/01/2022 10603376 Cowid 19 Vaccine Daily Activites $1250
Reimbursement
{430256091)

» 21/01/2022 10603377 Cowd 18 Vacane D
Reimbursement

addy Activibes $12.50

» 21/01/2022 10603379 Cowd 19 Vaccine Daily Activives $1250
Reimbursement

{(430256091)

0172022 10603378 Cowvid 19 Vaccine Dally Activives $1250
Reimbursement

025

{430256091)

Page 1 0f 34

Download Results
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Advance summary and recovery instalment plan
If you have received an advance payment and a recovery instalment plan is in place, the
Advance Recovery and Advance Recovery Instalment Plan sections let you view how

much you currently owe and the value of the instalments.

1. Goto Advance Summary and select Open Section.
The section displays a summary of the total amount paid to you, the total amount
recovered and the total amount remaining to be paid by you.

(o)
A Switch to NDIS Commission w  [; 1\ ?
Home / Payment Request / Payment Summary
Payment Summary
Below is your account summary
Pending Payment Requests v Open Section

Pending Total. -$73,000.00

Advance Summary ~ Close Section

Advance Paid:  $73,000.00
Advance Recovered: $0.00
Advance Remaining:  $73,000.00

Advance Recovery Instalment Plan v Open Section

Payment Summary Search
Search for previous payments by entering dates below for up to a 30 day period

Required fields are marked with an asterisk ( *)

From Date: * DD/MM/YYYY &= To Date: DD/MM/YYYY & Find Summary

2. Goto Advance Recovery Instalment Plan and select Open Section.
The section displays a detailed table of each instalment in the recovery plan by recovery

date, recovery instalment amount, recovered amount and remaining amount.
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Home / Payment Reguest / Payment Summary

Payment Summary
Below is your account summary

Pending Payment Requests ~ Open Section

Pending Total: -$73,000.00

Advance Summary ~ Open Section

Advance Recovery Instalment Plan ~ Close Section

Recovery Start Date Recovery Instalment Amount Recovered Amount Remaining Amount
24/08/2020 $12,166.00 $0.00 $12,166.00
31/08/2020 $12,166.00 $0.00 $12,166.00
01/09/2020 $12,166.00 $0.00 $12,166.00
02/09/2020 $12,166.00 $0.00 $12,166.00
03/09/2020 $12,166.00 $0.00 $12,166.00
04/09/2020 $12,170.00 $0.00 $12,170.00

Payment Summary Search
Search for previous payments by entering dates below for up to a 30 day period

If you have any questions or concerns about advance recovery, contact NDIS at

advance.paymentl@ndis.gov.au.
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Quotations

@IMPORTANT NOTE FOR APPROVED QUOTES:

When NDIS approves your quote, you don’t need to create the related service booking, it is
created automatically for you.

You will receive a message in your Inbox informing you that the service booking has been

created.

This section allows you to view and respond to quotation requests sent to your organisation
by the NDIA. Quotations enable you to submit quotes to provide particular supports on a
participant’s plan.

Note: Many quotations are currently being managed outside the portal and entered into the
system by the Agency to manage system limitations.

Note: You can view the Quote ID of an approved quote in the ‘Find’ screen for service

bookings and select the hyperlink to navigate you to Quotation screen.

« Note: From 28" February 2022, Assistive Technology quotes valued under
$15,000.00 no longer require a quote. You can create a service booking against an
accepted line item for the price agreed with the participant (up to the allowable
budget) in cases where a quotable Assistive Technology item has been automatically
accepted but a service booking was not automatically created. These cases are
usually identified by:

a) the funding for the item is now in the ‘Available’ funds, and

b) a comment has been added to the participant’s plan to reflect this change (in some

cases the participant will have an email to indicate this).

View a quote

1. Select the Quotations tile on the myplace home page.

When a Quotation Request is received a banner notification will appear on the tile.
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®

Quaotations
View and respond (o
quotes sent to my provider

arganization from the MDA

The Quotations page opens and your quotes will be displayed. The results will be
organised under the following column headers:
e Find a participant: Enter either the participant name or their NDIS number.
e Sort by: Select an option from the drop-down list to sort the list by the column
headers.
e Quote ID: The list of quotations requested by NDIA.
e Participant name (NDIS number): The name and NDIS number of the participant
that the quotation relates to.
o Date requested: The date the quotation was requested by NDIA.
e Quote type: Shows the type of quotation.
o Description: Describes the item.
e |tem: Shows the item number.
e Status: Shows the status of the quotation as one of the following:
o Awaiting provider response
o NDIA has received response
o Quote has expired
o Archived
o Quote is accepted
o Quote was unsuccessful

o Quotation open

2. Select Sort by to sort the list of quotes by any of these columns. Only one column can
be sorted at a time. Use the previous / next page controls at the bottom of the page to

move through the list. To return to the previous page, select Back.
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Quotations
Below is a listing of quotations requested by the NDIA

Quotations - help @

nd a participant - = ¥ Refine searct .
Find 2 participant Enter participant name or NDIS number Refine search Search

Search results

Showing 1 - 10 of 478 quotations Sort by Quote 1D v

Quote ID Participant name Date Quote type Description Item Status
(NDIS number) requested

5006097 RitaCM1 2/02/2022 ssistive - Wheelchair - Poweres 05_122315 0105_1_2 waiting provider

097 taCM 22/02/20 Assist Nheelchair - P d _122315143 010512 A g provid
TayroCM1 Repair Stair Climbing response
(430258007)

5006096 RitaCM1 22/02/2022  Assistive - Wheelchair - Powered 05_122306138_0105_1_2 Awaiting provider
TayroCM1 Repair With Powered SeatE response

(430258007)

5006095 LikeoCM1 22/02/2022  Assistive - Wheelchair - Powered 05_122315143 010512 Awaiting provider
ByotCM1 Repair Stair Climbing response
(430258006)

5006094 LikeoCM1 22/02/2022  Assistive - Wheelchair - Powered 05_122306138_0105_1_2 Awaiting provider
ByotCM1 Repair With Powered Seat E response
(430258006)

5005981 Jessica Meyer 04/02/2022  Assistive - New  Wheelchair-Manual Tilt  05_122203120.0105.1.2  Awaiting provider
(430257334) In Space - Annu response

5005972 Jessica Meyer 28/01/2022  Assistive - New  Wheelchair - Manual Tilt  05_122203120_0105_1_2 Quote is accepted
(430257334) In Space - Annu

5005970 Gene Harper 28/01/2022  Assistive - New  Scooter - Composite 05_418_0105_1_2 Quote is accepted
(430257332)

3.  Torefine your search, select the Refine Search drop-down to display the filters you
wish to search on — Quote ID, Quote type, Date requested, Status. You can enter

multiple criteria to further refine the list.
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Quotations - help @

Find a participant

Quote ID

Search results

Showing 1 - 10 of 478 quotations

Quote ID Participant name
(NDIS number)

5006097 RitaCM1
TayroCM1
(430258007)

5006036

5006095

5006094

500598 essica Meyer

5005972

Gene Harper

5733

(430257332)

Please sel

Enter participant name or

Please enter 7 digits

Date
requested

22/02/2022

22/02/2022

22/02/2022

22/02/2022

41073 /9073
04/02/2022

28/01/2022

Quote type

NDIS number

Date requested

Status

Description

Wheelchair - Powered

Stair Climbing

Wheeichair -

With Powered Sea

Wheelchair - Powered

Stair Climbing
8

Wheelchair - Pow

With Powered Seat E

Wheelchair - Manual Tilt

n Space - Annu

Wheelchair - Manual Tilt

A Refine search

dd/mm/yyyy

Sortb uote ID
item
05_122315143_0105_1_2
05_122306138_0105_1_2

05_122315143_0105_1_2

5_122306138_0105_1_2

05_122203120_0105_1_

05_122203120_0105_1_2

05.418_0105_1_2

Quotations
Below is a listing of quotations requested by the NDIA

| comm—
v
v

Status

Awaiting provider

response

Awaiting provider

resp

Awaiting provider

response

Awaiting provider

response
Awaiting provider
Awaiting provider
response

.......

Quote is accepted

4.  To view details for a particular quote, select the quote number under the Quote ID

column. The Quotation Details screen displays. It allows you to enter your quotation

response and upload any documents directly to the quote request.

5.  Select the View quotations button to return to the list of quotations.

Note: For plans migrated from the NDIS trial only, there has been a temporary change to

the myplace provider portal to bypass the quotation process. This has been implemented to

allow payment requests to successfully be processed.

Respond to a quote
1. To respond to a quotation request, complete the fields in the Quotation response tab:

Supply details: Enter all relevant information about the supply of the item or service.
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e Specifications: Record the conditions of the quote.

e Inclusions: Enter all items that are included in the quote.

e Specific exclusions: Record any items that are excluded in the quote.

e Price per unit: Enter the total price of the quote per unit (excluding GST).

¢ Quantity: Specifies the item quantity.

e GST per unit: Record the GST amount.

e Terms of quote: Select the number of days that the quote is valid for - either 30

days or 60 days.

Quotation response @

+

Supply details:

Specifications: *

Inclusions: *

Specific exclusions: *

Price per unit: *

$0.00
Quantity: 1.00
GST per unit: * $0.00
Grand total: $0.00
Terms of quote: * 30 Days 60 Days

View quotations Save MNeaxt
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2. Once you have entered all the information in the Quotation response tab, select the

Associated documents tab to upload any documents relevant to your response.

Quotation response Associated documents
To associate a document you must first upload it. Upload your document here. Upload document

Associated documents @

o You do not have any associated documents for this quotation

The Associated documents tab displays. It lists any documents you have previously

associated with your response to this quotation. If you have not previously uploaded any
documents, the message will display ‘You do not have any associated documents for this

quotation’.
If you have previously uploaded a document, you will see it listed.

Quotation response Associated documents
To associate a document you must first upload it. Upload your document here. Upload document

Associated documents @

° You do not have any associated documents for this quotation

Select the Document name if you want to download and view the document. You will be

taken through a set of document download instructions.

Select Remove under Actions if you want to remove the document from your list of
documents. You will be shown a message asking you to confirm your intention to remove

the document from your list — either Yes or No.
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| You are about to remove this document from this quotation. Are you sure?

NO [JEES I

3. To upload a document, select the Upload document button. A Document Upload
window displays.
A list of Available documents is shown at the bottom of the window. These are documents

that have previously been linked to this quote.

Available Documents @
Showing 1-1 of 1 files
Reference

number Document name Description Date uploaded

1031628 Example document Example document 28/02/2022

Note: Uploaded documents are labelled Available documents when you are viewing
the Document upload form. The same documents are labelled Associated
documents when you view them on other Quotations screens.

4. Provide a Document name and Description.

Note: Use a meaningful short title for the document name, and a description that will

help you distinguish this document from other documents in the list.

Document Upload
Upload any supporting documents below

Required fields are marked with an asterisk (* )

Upload Document @

Category: * Quotation artefact
Quotation ID: * 5006094
Document name: * eg. Example Document
Description eg. Example Description
Choose file: * Choose File.(Max size 10ME) Browse

5. Select Browse to locate the file you want to upload. The maximum file size you can

upload is 47MB. Then select the Upload button.
Note: Any documents that you upload will also be visible to NDIA and participants.

A success message displays at the top of the page.
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You have successfully uploaded your document.

Document Upload

Upload any supporting documents below

Required fields are marked with an asterisk (*

Upload Document @

Category: * Quotation artefact
Quotation ID: * 5006094
Document name: * eg. Example Document
Description eg. Example Description
Choose file: * Choose File.(Max size 10ME) . Browse Browse

Available Documents @

Showing 1-1 of 1 files

Reference
number Document name Description Date uploaded
1031628 Example document Example document 28/02/2022

Back to quotation details

You will see that your file has been added to the Available documents list shown below the
message.

6. Select the Back to quotation details button to return to your response window.
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Your quotations details screen displays.

Quotation Details
View and respond to quotation request

Required fields are marked with an asterisk [ * )

Quotation request @

Quote ID: 5006094 Reply by date:  22/03/2022
Status:  Awaiting provider response em: 05 122306138 0105_1_2
Participant NDIS number: 430258006 Itemn description:  Wheelchair - Powered with Powered Seat
Elevation

Participant name:  LikeoCM1 ByotCh1

Quantity:  1.00
Date requested:  22/02/2022
Quote type:  Assistive - Repair

Quotation response Assocdiated documents
To associate a document you must first upload it. Upload your document here. Upload document

Associated documents @

Showing 1 -1 of 1 documents
Reference number Document name Description Date uploaded Action
1031628 Example document Example document 28/02/2022 Remave

7. Select the Review button to review the details of your response before you submit them

to NDIA.
8. Once you are satisfied that you have provided all necessary information and uploaded

and/or removed relevant documents, select the Submit button.

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide 125



Provider portal step-by-step guide

Review quotation details
View and respond to quotation request

Quotation request @

Quote ID: 5006094 Reply by date:  22/03/2022
Status:  Awaiting provider response Item: 05_122306138_0105_1_2
Participant NDIS 430258006 Item description:  Wheelchair - Powered with Powered Seat
number: Elevation
Quantity: 1.00

Participant name:  LikeoCM1 ByotCM1

Date requested:  22/02/2022 Quotetype: | Assistive - Repai

Quotation amount summary @
Priceperunit:  $10.00
Quantity: 1.00
GST perunit: $1.00
Grand total: $11.00

Terms of quote: 30 Days

Quotation response @
Supply details:  Main item
Specifications:  Many details
Inclusions:  Nil

Specific exclusions: Nl

Associated documents @

Showing 1 - 1 of 1 documents

Reference number Document name Description Date uploaded
1031628 Example document Example document 28/02/2022

A message displays asking you to confirm your submission of the quotation - either Yes or
No.

You are about to submit this quotation. Are you sure?

NO [{ES

A success message displays at the top of your quotation details window.
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Successfully submitted your quote

The status of the quote changes for the quotation details to NDIA has received response.
Quotation Details
View and respond to quotation request

Quotation request @

Quote ID: 5006094 Reply by date: ~ 22/03/2022
Status: | MDIA has received response Ikem: 05_122306138_0105_1_2
Participant NDIS number: 430258006 Item description:  Wheelchair - Powered with Powered Seat
Elevation

Participant name:  LikeoChM1 ByotCh1

Quantity:  1.00

Date requested:  28/02/2022 o
Quote type:  Assistive - Repair

If the NDIA approves your quote, the status of the quote changes to Quote is accepted.

You will receive a message in your Inbox if the quote has been rejected by the NDIA.

Note: The system does not enable you to update and resubmit a revised quote. Where

negotiation is required, please contact your local NDIA office prior to submitting your quote.

Referrals

This section allows you to view referrals made to your provider organisation by the Agency.

1. Select the Referrals tile on the myplace home page.

Q.0
Ay
Referrals

View referrals made to my
provider organisation

The list of referrals opens.

2. Select Home to go back to the myplace home page.
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Referrals

Participant Name (NDIS Number) Reason
vikas test74 Plan-Review
(430214379)

VIKAS ADULT 012 UAT ILC Supports

(430194828)

VIKAS ADULT 012 UAT ILC Supports
(430194828)

CountryOf8irth Validation - Sept 01 ILC Supports

(430209270)

JANE DOE 002 Pre-Planning
(430206157}

GRAHAM UAT BARRS Plan-implementation
(430191461)

Jenny Citizen Plan-Review
(430008997)

Scrambled Eggs Test Plan-implementation

(430192999)

GRAHAM SELF MANAGED UAT 001 Plan-Review
(430193687)

Below is a listing of referrals made to my provider organisation

Area of Referral

Regist. Provider for

Regrst. Provider for

Specialist Assessmt

ILC/LAC Service

Specialist Assessmt-

Specialist Assessmt

Employment

Transport Services

Specialist Assessmt

Created at

20/09/2018

21/08/2018

21/08/2018

05/09/2017

24/07/2017

15/06/2017

29/11/2016

20/10/2016

29/08/2016

Requests for Service

This section allows you to:

e view Support Coordination Requests for Service sent to your provider organisation by

the Agency

e access and review Support Coordination Requests for Service sent to your provider

organisation by the Agency

e accept or reject Support Coordination Requests for Service sent to your provider

organisation by the Agency.

e update your notification preferences for emails sent to you for Requests for Service.

View Support Coordination Requests for Service

1. Select the Request for Service Forms tile on the myplace home page.

o
Request for Service

Forms

View and manage your
request for service forms
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2. The full list of Request for Service Forms displays. It shows the complete list of
requests for service issued to your organisation.

3. You can search for specific requests for service by participant name or NDIS number.
Note: Request for Service for approved PACE participant can be viewed in the my
NDIS provider portal.

° Request for Service for approved PACE participant plans can be viewed in the my NDIS provider portal.

Request for Service Forms

Below is a listing of the request for service forms for this organisation

Request for service forms - Help \.7;

RFS email preferences can be updated in the Profile tile Update details

Find a Participant VRefine Search

Enter participant last name or NDIS number

s

Search Results

Showing 1 - 10 of 177 requests Sort by Request ID e
Request ID Participant Name Plan End Date Date Requested Due Date Status
1058216 Ned Accmet68 28/07/2024 10/08/2022 16/08/2022 Plan Expired
1057353 lia Newtest6 19/07/2025 21/07/2022 27/07/2022 Plan Expired

4. Select an option from the Refine Search drop-down to sort the list by the column
headers:
e Request ID: Individual Request ID for each request.
e Participant name: NDIS participant name.

e Plan End Date: Participant Plan End Date.

o Date Requested: The date the request for service was referred to your provider
organisation.
e Due Date: The Due Date by which you need to respond to a Request for Service
referral request.
e Status: Displays the status of the support coordination request for services:
¢ Pending, awaiting your review and response (maximum of 4 days)
e Accepted, provider has accepted the request
e Rejected, provider has rejected the request

e Expired, request has not been action by provider before due date
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e Cancelled, the request has been cancelled

Request for Service Forms

Below is a listing of the request for service forms for this organisation

Request for service forms - Help .

Find a Participant

ARefine Search

Enter participant last name or NDIS number

Request ID Status

Please enter up to 10 digits Include All

Pending
Rejected
Expired

Search Results Cancelled

Showing 1 - 10 of 63 requests SortBy = RequestID v

5. You can also sort the results in the Sort By drop-down by Request ID and Status.

Access and review Support Coordination Requests for
Service

1. To access and review a request for service, click on the specific Request ID. You can

only access a request for service with a status of Pending or Accepted.

2. While the list will display all requests for service submitted to your provider organisation,

you will not be able to access requests with a status of Cancelled, Rejected or Expired.

Select the underlined Request ID.

£43143 Sam Self 26/03/2020 11/07/2019 1700772019 Pending

The Request for Service - Manage New Request for Service screen displays.
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Request for service details - Help

Participant Details

Request Details
Request ID

643143

Referral Decision
Action: *

Request for Service Details

Manage new request for service

Request ID: 643143
Name: Sam Self
Age- 39
Plan end date- 26/03/2020
Preferred contact method: E-Mail
Phone: N/A

Email: shyam.manthena@ndis.gov.au

Address: 114 BENNETTS RD

COFFS HARBOUR NSW 2450

Interpreter required: o
myplace activation code- Mot generated
Due date- 17/07/2019

Purpose of referrak hdfhdf

Document Name

Please select...

Required fields are marked with an asterisk [ *)

Attached On

1140772019

Submit

The screen shows the following information:

 Participants Details: the request ID, participant’'s name, participant’s age, the NDIS

plan end date, preferred contact method, phone number, email, address, if a participant

requires an interpreter, the myplace activation code status, the due date to action the

request, and why the Agency referred the support coordination request to your provider

organisation.

*Request Details: the Request ID, document name, and date of attached. This section

provide access to the individual request for service detalils.

*Referral Decision: This section allows you to respond to the Agency’s request for

support coordination.

To access the detail for an individual Request for Service, select the Request for

Services form link under the Document Name column header.
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Request for Service Form

View a participant's request for service form

Request for service form - Help (@

Request Details

Request number: 671671 Date requested:  15/08/2019
Name: PRETTY GOOD 003 Due date:  21/08/2019
Age: 30 Status:  Pending

Part A: Request for Service

Part3&4 Parts > Part 6 > Part7 > Parts

Participant Details

Request for service number: 671671
Name: PRETTY GOOD 003
Age: 30
Preferred contact method: E-Mail
Phone: N/A
Email: GRAHAM.BARRS@NDIS.GOV.AU

Address: 15 TAY ST
WATSON ACT 2602

Interpreter required: No

myplace activation code: Not generated

Contact Details for Representative is Same as Above

View RFS List Back

The request for service form displays. It comprises eight ‘parts’ — these are described
below. Select the part name you are interested in. You can also select the Next or Back

buttons below the part details to move from one part to another.

Note: Select the View RFS List button to display the full list of support coordination requests

for service issued to your provider organisation.

The eight parts are as follows:
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Part 1&2 displays the participant’'s name, age, contact details and other information.
Part 3&4 displays the details of the request support coordination provider and the nature of

the support coordination request.

Part 5 displays the referrals for assessment that are part of helping the participant to
implement their plin.

Part 6 displays details for the participant such as disability information, living arrangements,
relationships and supports.

Part 7 displays the participant’s goals.

Part 8 displays the participant’s funded supports included in the participant’s plan.

Accept or reject Support Coordination Requests for
Service
The Referral Decision can be either Accept or Reject.

1. To accept or reject a Request for Service Form, select the underlined Request ID.

£43143 Sam Self 26/03/2020 111072019 170072019 Pending

2. To accept the referral request, select Accept from the Action drop-down box and select
the Submit button.
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Request for Service Details

Manage new request for service

Request for service details - Help . Required fields are marked with an asterisk [ * )

Participant Details
Request ID: 543143
Name: S5am Self
Age: 39
Plan end date- 26/03/2020
Freferred contact method: E-Mail
FPhome: /A
Email: shyam.manthena@ndis.gov.au

Address: 114 BENNETTS RD
COFFS HARBOUR NSW 2450

Interpreter required: o
myplace activation code: Mot generated
Due date- 17/07/2019
Purpose of referral: hdfhdf

Request Details
Request ID Document Name Attached On

643143 Bequest for service form 11/07/2019

Referral Decision
Action: *

3. To reject the referral request, select Reject, followed by one of the four Reject Reasons

in the drop-down box, and then select the Submit button.
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Request for Service Details
Manage new request for service

Request for service details - Help . Required fields are marked with an asterisk [ *)

Participant Details
Request ID: 643143
Mame: Sam Self
Age: 39
Plan end date: 26/03/2020
Preferred contact method: E-Mail
Phone: [N/A

Email:

shyam.manthena@ndis.gov.au

Address: 114 BENMETTS RD
COFFS HARBOUR MNSW 2450

Interpreter required: Mo
myplace activation code: Mot generated
Due date: 17/07/2019

Purpose of referral: hdfhdf
Request Details
Request ID Document Name Attached On
643143 Bequest for senvice form 11/07/2019

Referral Decision
Action: *

Reject e
Reject Reason: * Please select...
Mo capacity to accept referral
Mo capability to accept referra
Insufficient participant budget to accept referral
Other
Back Submit

Update Coordination Requests for Service Email
Notification

When your organisation receives a new Request for Service you will be notified by email
immediately. You can decide if your organisation will or will not receive immediate email
notifications.

1. Select the Request for Service Forms tile on the myplace home page.
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e}
Request for Service
Forms

Wiew and manage your
request for service forms

2. The full list of Request for Service Forms displays. It shows the complete list of
requests for service issued to your organisation.
3. Select Update Details.

Home / Request for Service Forms

o

Request for Service Forms

Below is a listing of the request for service forms for this organisation

Request for service forms - Help @

RFS email preferences can be updated in the Profile tile Update details

Find a Participant

- v
Enter participant last name or NDIS number Refine Search

Search Results

Showing 1-10 of 10 requests Sort by RequestID v
Request ID Participant Name Plan End Date Date Requested Due Date Status
705556 RFS03 Language03 16/09/2020 24/09/2019 30/09/2019 Pending
689860 ATHM Childs 11/07/2020 04/09/2019 10/09/2019 Pending
686364 ATHM Child3 11/07/2020 29/08/2019 04/09/2019 Pending
684996 ATHM Childg 11/07/2020 28/08/2019 03/09/2019 Pending
672407 ATHM Childg 11/07/2020 16/08/2019 22/08/2019 Pending
669503 ATHM Childs 11/07/2020 12/08/2019 16/08/2019 Pending
655432 ATHM Child9 11/07/2020 23/07/2019 29/07/2019 Pending
652619 PRETTY GOOD 003 20/10/2019 19/07/2019 25/07/2019 Pending
651062 ATHM Adulta4 21/03/2021 17/07/2019 23/07/2019 Pending
645006 ATHM Childg 11/07/2020 12/07/2019 18/07/2019 Pending

4. The How Frequently Can NDIA Contact Me page
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Home / How Frequently Can NDIA Contact me?

How Frequently Can NDIA Contact Me?
Select how often you would like to receive correspondence from NDIA

How often do you want to be notified about changes to this organisation's:
service bookings: Immediately ¥

v

Quotations: Daily
Do you wish to subscribe to emails about:

Request for Service: ® Yes No

Back to request for service Update

5. Choose from Yes and No under Do you wish to subscribe to emails about Request
for Service to update your Request for Service email preferences.

6. Click Update
The Request for Service Forms displays with a green banner message advising the

contact details have been successfully updated.

Provider Finder

You may need to assist participants to find supports that you can’t provide. You can use the
Provider Finder to search for providers within a specific area. You can also search by a
Service (also known as Professions in Registration Groups).

1.  Select the Provider Finder tile on the myplace home page.

Provider Finder

Find provider
organisations.

The Provider Finder page displays.

Home /

Provider Finder

Use this page to find a service provider by location or service

| want to search by

All Providers Provider Name l Profession/Service Support Category |
within of my organisation address or a different location

2. You can search by different criteria:
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e All Providers — This option will display all providers within the selected distance
of your address.

e Provider Name — This option will allow you to enter the name of the provider you
are looking for within the selected distance of your address.

e Profession/Service — This option will allow you to select the profession/service
you are looking for within the selected distance to your address. The
profession/service is listed in a drop-down menu.

e Support Category — This option will allow you to select the support category you
are looking for within the selected distance to your address. The support

categories are listed in a drop-down menu.

Tip: Start entering the address using street number and name, select from the valid
addresses that are listed. The more detail you enter, the more refined the list.
At Within, select the radius of the search. This radius is based on the address in Near

Location.

3. Select Search. The results of the search display. Use the pagination functions to

move through the results.

Provider Finder
Use this page to find a service provider by location or service

1 want to search by

All Providers Provider Name l Profession/Service l Support Category I
within of my organisation address or a different location
Merint provider information I
Search results | | -
10 out of 44 results for providers matching your search criteria.

Showing results for 15 Tay ST, Watson, ACT, 2602 with Skm radius

First Previous Page 2 |of

o View Details
15 TAY ST, v
Find Directions
hard /Wheelbarrow oo View Details
Accepting Referrals BT ———
) o graham.barrs@ndis.gov.au
Moving Pictures r
hoving *ICtU Visit provider website of View Details
Accepting Referrals
1262454545 graham.b ndis. gov.au

o graham.barrs@actpeace.ngo.cor De

www.ndis.gov.au | May 2024 | NDIS myplace provider portal step-by-step guide 138



Provider portal step-by-step guide

4. Select View Details to see more information about the provider. Details of the provider
display, including contact information, operating hours, services provided and contact

information.

Home / Provider Finder / Provider Detail

Provider Details

View details of the selected provider

< Back to search results I Print provider information I

Big Fun

Organisation Name
Big Fun

Contact Details

0262000000
graham.barrs@actpeace.ngo.com.au
Address

15 Tay Street, Watson, ACT, 2076

Services Provided
Accountant/Bookkeeper
Architect

Art Therapist

Audiologist

Audiometrist

Builder

Bullding Inspector / Works Assessor
Bullding Surveyar

Bullding Wark Project Manager
Bullding Wark Supervisar

View more

< Back to search results

Show Map ‘

5. Select Show Map to view the location of the provider. You can print the search results
by selecting Print provider information. Or select Back to search results to return to

the search results.

Home / Provider Finder / |

Provider Details
View details of the selected provider

< Back to search results E’rm( provider informatior\]

Big Fun s
i ra
Map Satellite Goorooyarroo La
Organisation Name Nature Reserve
Big Fun Franklin
. Ci
Contact Details &5
0262000000 -alang =
ham.barrs@actpeace.ngo.com.au Kgichell
graham.barrs@actpeace.ngo.com.au Kaleen EE3 =
2
Address &t
15 Tay Street, Watson, ACT, 2076 azz]
< 2 e Watson  Mount Majura
Services Provided {3 DowIiET Nature Reserve
Accountant/Bookkeeper , Architect, Art Therapist, Audiologist , = e +
S
Audiometrist, Builder , Building Inspector / Works Assessor , Building G yenam Fizs |
Surveyor , Building Work Project Manager , Building Work Supervisor  A23 ] o
View more Q inslia Vookon:
‘9"0 gle Moun, b dats o205 Google  Tems of Use

< Back to search results

-
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6. You can print the search results by selecting Print provider information or Hide Map to
return to the Provider Details page. Select Back to search results to return to the

search results.

Upload evidence

For some processes (e.g. Quotations,) you need to provide additional information to the
Agency. Upload Evidence provides this capability. This area enables you to upload
documents to the NDIA.

1. Select the Upload Evidence tile on the myplace home page.

[

Upload Evidence

Document Upload

The Document Upload page displays.

2. Type in the Document Name (a meaningful name for you) and Description (what it
contains).

3. Select Browse to locate the document on your computer.

4. Select the Upload button.

Note: Your uploaded documents will display under the Available Documents heading.
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Document Upload

Upload files below to provide evidence

Required fields are marked with an asterisk ( *)

Upload Document @

Y. ments g |
Document name: * eg. Example Document <— Documents relating to NDIS Quality and
Safeguards Commission (NDIS Commission)

such as supporting evidence for registrations

Add description: eg. Example Description in NSW or SA, must be provided to the NDIS
Commission. To do this, please navigate to
Choose file: * [ Uarowse. | ‘— the NDIS Commission portal

Available Documents @

Display rows 10 V|

Reference number Document name Description Added on

499826 MyDocu DOBClient 12/09/2018
498509 evidence required this is evidence 30/08/2018
498236 evidancel12 Beert 29/08/2018
497031 DoBCert Birth Certificate 16/08/2018
496885 testprovider provider test 15/08/2018
496868 testl upload doc 15/08/2018
468019 test size test anothe siz 28/03/2018
467863 vikas test to jodi jodi test 26/03/2018
467729 testemergency test emergency day 23/03/2018
398228 TCO9 09/06/2017

Note: You are not able to associate the document with an individual participant. If the
document needs to be associated with the participant, please contact us on 1800 800 110.
Note: You are not able to open the document from within the portal, or remove it from the
system after it is uploaded. If you uploaded the wrong document, please contact us on 1800
800 110.

Tip: Use meaningful document names and description. For example, put the type of
document (e.g. Home Modification Plan) in the Document Name, and the Participant’s NDIS
number in the Description.

Tip: Ensure you retain a copy of the uploaded file and are able to relate your copy to the

Document Name and Description.
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Downloads

You can download in just one report information about all the service bookings you have
with active participants as well as information about all the participants that you have service
bookings with and who have given the NDIA consent to share their plan with you. You can
also download a list of your quotation requests.

1. Select the Downloads tile on the myplace home page.

Downloads

Request and download lists
of My Participants, Service
Bookings and Quotes

2. After you click the Downloads tile, you will see a new tile screen with these options:
e Download Service Bookings
e Download Quotations
e Download My Participants

e Advance Payment Reconciliation Report.

(89 Eito

Download Service Download Quotations Download My Advance Payment
Bookings ReqUest Rt dowaload iy Participants Reconciliation Report
Request and download my quotation information Request and download my Request and download
Service Bookings information Participants information Advance Payment

Reconciliation Report

Download Service Bookings
This tile allows you to download reports listing all the active service bookings you have with

participants.
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Download Service
Bookings

Request and download my
Service Bookings information

1. Select Download Service Bookings to request and download a report containing your
service bookings information.

The Download Service Bookings screen displays, listing all service bookings that were

active for your organisation in the 90 days to today’s date.

Note: The download report will be available for 90 days. The reports older than 90 days will

be automatically deleted.

Note: If you are downloading reports to identify any service bookings that have expired or

are about to expire, to determine if they have been extended by the 365-day plan auto-

extension feature, you should filter the report by plan end date in Excel.
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Home / Downloads / Download Service Bookings

Download Service Bookings
Request and download my Service Bookings information

Download Service Bookings - Help @

Service bookings can be downloaded for up to 90 days after a booking has been submitted. Downloads expire after 90 days. Service bookings can
be viewed in the ‘View Service Bookings’ area at any time.

Request Download

List of Downloads

Requested At Start Date End Date Generated At Action
14/04/2021 16:39 14/01/2021 14/04/2021 14/04/2021 16:45
08/04/2021 08:56 08/01/2021 08/04/2021 08/04/2021 09:00
16/02/2021 12:35 18/11/2020 16/02/2021 16/02/2021 12:45
05/02/2021 10:23 07/11/2020 05/02/2021 05/02/2021 10:30
17/08/2020 12:23 19/05/2020 17/08/2020 17/08/2020 12:37
31/07/2020 14:43 02/05/2020 31/07/2020 31/07/2020 14:52
06/07/2020 15:11 07/04/2020 06/07/2020 06/07/2020 15:22
06/03/2020 09:21 07/12/2019 06/03/2020 06/03/2020 03:22 ——
04/03/2020 14:26 05/12/2019 04/03/2020 04/03/2020 14:37 ——
21/01/2020 10:54 23/10/2019 21/01/2020 21/01/2020 11:07 ——
25/09/2019 14:35 27/06/2019 25/09/2019 25/09/2019 14:37 ——
Page1of7 et Last

2. Select Request Download. Or select Back to go back to the Downloads page.
Note: You can also download one of the reports already listed.

The Download Service Bookings screen displays with a green tick and system message
saying ‘The request for download has been submitted.” You can select Cancel Request to
cancel a download (pending report) that you have just requested. Or select Back to go back

to the Downloads page.
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Home / Downloads / Download Service Bookings

The request for download has been submitted.

Download Service Bookings
Request and download my Service Booking information

Download Service Bookings - Help @

A request for download was submitted DD/MM/YYYY HH:MM.

Cancel Request

List of Downloads

Request On Start Date End Date Generated On Action

23/04/2018 11:35  23/01/2018 23/04/2018 23/04/2018 14:35
21/04/2018 09:10  21/01/2018 21/04/2018 21/04/2018 10:22
20/04/201809:10  20/01/2018 20/04/2018 20/04/2018 09:55

3. You will need to refresh the list of reports to view and download the report you have just

requested. To do this, select Back to go back to the Downloads page.

The Downloads page displays once more.

(50 it

Download Service Download Quotations Download My Advance Payment
Bookings Reqliest and dowhload iy Participants Reconciliation Report
Request and download my quotation information Request and download my Request and download
Service Bookings information Participants information Advance Payment

Reconciliation Report

4. Select the Download Service Bookings tile to view the list of available reports. Your
report will be listed first.
Note: The system might occasionally experience delays of up to several hours when
generating reports depending on the size of the report and system load at the time of

request. In this case, you might need to repeat Steps 3 and 4 to see your report.
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5. Select Download to download the report you requested.

Home / Down

s / Download Service Bookings

Download Service Bookings
Request and download my Service Bookings information

Download Service Bookings - Help @

Service bookings can be downloaded for up to 90 days after a booking has been submitted. Downloads expire after 90 days. Service bookings can
be viewed in the ‘View Service Bookings' area at any time.

Request Download

List of Downloads

Requested At Start Date End Date

Multiple reports
can be requested
on the same day

Generated At Action

14/04/2021 16:39

14/01/2021

14/04/2021

14/04/2021 16:45

Pagination at 10.
Format selection
¥ $ available on

08/04/2021 08:56 08/01/2021 08/04/2021 08/04/2021 09:00 clicking the
download button

16/02/2021 12:35 18/11/2020 16/02/2021 16/02/2021 12:45

05/02/2021 10:23 07/11/2020 05/02/2021 05/02/2021 10:30

17/08/2020 12:23 19/05/2020 17/08/2020 17/08/2020 12:37 ——

31/07/2020 14:43 02/05/2020 31/07/2020 31/07/2020 14:52 T—

06/07/2020 15:11 07/04/2020 06/07/2020 06/07/2020 15:22 T

06/03/2020 09:21 07/12/2019 06/03/2020 06/03/2020 09:22 EaS—

04/03/2020 14:26 05/12/2019 04/03/2020 04/03/2020 14:37 ——

21/01/2020 10:54 23/10/2019 21/01/2020 21/01/2020 11:07 T—

25/09/2019 14:35 27/06/2019 25/09/2019 25/09/2019 14:37 ——

Page1aof7 Mext Last

6. When you select Download, an Acknowledgement window will pop up. Check the box
to show you agree and will adhere to the acknowledgement regarding use of the

information in the report that you ae about to download.
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Acknowledgement

[1 1acknowledge the report will only be used in accordance with
the NDIS Act 2013 and Privacy Act 1988.

After you check the Acknowledgement box, the popup window will expand to display a

number of file format download options.

Acknowledgement

| acknowledge the report will only be used in accordance with
the NDIS Act 2013 and Privacy Act 1988.

Select File Format

You have a choice of 4 format types depending on your business needs. They are:

¢ Print friendly — a format that allows you to view the data as a printable, readable
report. If you wish to, you can use this format to output a PDF version; you will need
to select to ‘print to PDF’ if this function is supported by your computer

e CSV (Comma Separated Values) — typically used to open as a spreadsheet for
sorting and filtering the data. Note that this download has two heading rows

e XML (eXtensible Mark-up Language) — a format for importing into business systems

e JSON (JavaScript Object Notation) — a simple format for importing into business

applications
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Download Quotations

This tile lets you download a list of all your quote requests.

(o

Download Quotations

Request and download my
quotation information

1. Select Download Quotations to request and download your quote requests.
The Download Quotations screen displays a list of all quotes received by your organisation

in the previous 90 days. If none were requested, no list will be displayed.

Download Quotations

Request and download my Quotations information

Download Quotations - Help @)

Request a download of my Quotations that were active in the last 90 days.

Reguest Download

List of Downloads

Requested At Start Date End Date Generated At Action
16/07/2019 17:48 17/04/2019 16/07/2019 16/07/2019 17:48

160772019 17:48 17/04/201% 16/07/2019 16/07/201917:48

Download

2. Select Request Download. Or select Back to go back to the Downloads page.
Note: You can also download one of the reports already listed.

3. When you select Request Download, an Acknowledgement window will pop up.
Check the box to show you agree and will adhere to the acknowledgement regarding

use of the information in the report that you are about to download.
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Download Data

Acknowledgement

1 acknowledge, in relation to the information contained within this quote requests report:
« that | and my organisation must comply with the National Disability Insurance Scheme Act 2013 and Privacy Act 1988 in relation to this information
« that any use of this information must only be for the purpose for which it is given
« that | and my organisation are not to offer to provide or solicit the provision of the information
« that any authorised disclosure of the report will be done in a secure format (e.g. PDF) and
« that compliance with the Privacy Act 1988 requires that my organisation is to comply with the mandatory notifiable data breach scheme under the Privacy Act 1988

After you check the Acknowledgement box, the popup window will expand to display a
number of file format download options.

Download Data

Acknowledgement

| acknowledge, in relation to the information contained within this quote requests report:
« that | and my organisation must comply with the National Disability Insurance Scheme Act 2013 and Privacy Act 1988 in relation to this information
« that any use of this information must only be for the purpose for which it is given
« that | and my organisation are not to offer to provide or solicit the provision of the information
« that any authorised disclosure of the report will be done in a secure format (e.g. PDF) and
« that compliance with the Privacy Act 1988 requires that my organisation is to comply with the mandatory notifiable data breach scheme under the Privacy Act 1988

Select File Format

Printer Friendly o vt XMLt Jitel e

You have a choice of 4 format types depending on your business needs. They are:

e Printer friendly — a format that allows you to view the data as a printable, readable
report. If you wish to, you can use this format to output a PDF version; you will need
to select to ‘print to PDF’ if this function is supported by your computer

e CSV (Comma Separated Values) — typically used to open as a spreadsheet for
sorting and filtering the data. Note that this download has two heading rows

o XML (eXtensible Mark-up Language) — a format for importing into business systems
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¢ JSON (JavaScript Object Notation) — a simple format for importing into business

applications

Download My Participants
This tile lets you download a list of participants that you have active service bookings with.
The download expires 24 hours after the report is requested to ensure the data is always up
to date.
Important note: You will only be able to access information for participants who have given
your organisation their consent to access their information. The information will in turn be
restricted to:

e Participant name

¢ NDIS number

e Plan number

e Plan start date

¢ Plan end date

e Gender

e Interpreter required.

259
WA
Download My

Participants

Request and download my
Participants information

1. Select Download My Participants to request and download your participant’s
information.
The Download My Participants screen displays listing any reports requested by your

organisation in the previous 24 hours. If none were requested, no list will be displayed.
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ndis

Home / Downloads / Download My Participants

Download My Participants
Request and download my Participants information
Download My Participants - Help @

Request a download of my Participants information. The download will expire in 24 hours.

Request Download

2. Select Request Download. Or select Back to go back to the Downloads page.

Note: You can also download one of the reports already listed.

Home / Downloads / Download My Participants

Download My Participants
Request and download my Participants information
Download My Participants - Help @

Request a download of my Participants information. The download will expire in 24 hours.

Request Download

List of Downloads

Generated On Expires At Action

24/04/2018 1:35 25/04/2018 1:35 + Max 1 row available.

Format selection

available on clicking the

download button.

The Download My Participants screen displays with a green tick and system message
saying ‘The request for download has been submitted.” You can select Cancel Request to
cancel a download (pending report) that you have just requested.

Or select Back to go back to the Downloads page.

Home / Downloads / Download My Participants

The request for download has been submitted.

Download My Participants
Request and download my Participants information

Download My Participants - Help @
A request for download was submitted DD/MM/YYYY HH:MM. The dewnload will expire in 24 hours.
List of Downloads

Generated On Expires At Action

24/04/2018 1:35 25/04/2018 1:35
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3. You will need to refresh the list of reports to view and download the report you have just
requested. To do this, select Back to go back to the Downloads page.

The Downloads page displays once more.

(59 &%

Download Service Download Quotations Download My Advance Payment
Bookings Request and download my Participants Reconciliation Report
Request and download my quotation information Request and download my Request and download
Service Bookings information Participants information Advance Payment

Reconciliation Report

4. Select the Download Service Bookings tile to view the list of available reports. Your
report will be listed first.

Note: The system might occasionally experience delays of up to several hours when
generating reports depending on the size of the report and system load at the time of
request. In this case, you might need to repeat Steps 3 and 4 to see your report.

Select Download to download the report you requested.

Home f Downloads £ Download My Participants

Download My Participants

Request and dowmload my Participants information

Download My Participants - Help @

Request a download of my Participants information. The download will expire in 24 hours,

Request Download

List of Downloads

Generated At Expires At Action

20/09/2018 11:00 21/09/2018 10:47

When you select Download, an Acknowledgement window will pop up. Check the box to
show you agree and will adhere to the acknowledgement regarding use of the information in

the report that you are about to download.
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Acknowledgement

[ 1acknowledge the report will only be used in accordance with
the NDIS Act 2013 and Privacy Act 1988.

After you check the Acknowledgement box, the popup window will expand to display a

number of file format download options.

Acknowledgement

| acknowledge the report will only be used in accordance with
the NDIS Act 2013 and Privacy Act 1988.

Select File Format

You have a choice of 4 format types depending on your business needs. They are:

Print friendly — a format that allows you to view the data as a printable, readable report. If
you wish to, you can use this format to output a PDF version; you will need to select to ‘print
to PDF’ if this function is supported by your computer
e CSV (Comma Separated Values) — typically used to open as a spreadsheet for
sorting and filtering the data. Note that this download has two heading rows
e XML (eXtensible Mark-up Language) — a format for importing into business systems
e JSON (JavaScript Object Notation) — a simple format for importing into business

applications
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Advance payment reconciliation report
The Advance Payment Reconciliation Report tile lets you download the advance payment

reconciliation report in CSV format.

Downloads

(% £i%

Download Service Download Quotations Download My Advance Payment
Bookings Request and download miy Participants Reconciliation Report
Request and download my quotation information Request and download my Request and download
Service Bookings information Participants information Advance Payment

Reconciliation Report

1. Select Advance Payment Reconciliation Report.

2. Onthe Advance Payment Reconciliation Report page, complete the From Date and
To Date fields to set the date range for the report.
Note: The From and To dates must be within a 21-day period.

3. Click Request Download. The system displays the request in the List of Downloads
area.

4. Click Download.
The report may take up to 10 minutes to download.

o ?

Switch to NDIS Commission w 1 1\

Advance Payment Reconciliation Report

Request and download my Advance Payment Reconciliation Report

Advance Payment Reconciliation Report - Help (@

Request a download of my Advance Payment Reconciliation Report for up to a 21 day period.

IFrom Date: * 06/08/2020 B To Date: * 27/08/2020 =] I Request Download

List of Downloads

Requested At Start Date End Date Generated At Status Action
27/08/2020 17:25 06/08/2020 27/08/2020 27/08/2020 17:30 Report Ready for download
Page 1 of 1
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5. Select the Acknowledgement checkbox. After you have acknowledged the message a
link to a CSV file appears.

Download Data

Acknowledgement

| acknowledge the report will only be used in accordance with the NDIS Act 2013 and Privacy Act 1988.

Select File Format

v

6. Click the CSV link to download the report.

Advance Summary

Advance Paid $73,000.00
Advance Remaining $61,577.89
Advance Recovered $11,422.11

Transaction Details

From:06.08.2020  To:27.08.2020

Total Payment Request $11,422.11

Total Cancellation 50.00

[Advance Recovered $11,822.11 | I |

Total Amount Payable 50,00

Transaction Type PayReq Submission Dt Request Number ProvClaimRef ltemiD ItemQty UnitPrice AmountClaimed v p Date Supp BulkClmid Provider State
Payment Request  27.08.2020 10304898 12333 03_091 0121 11 5 $20000  $1,000.00 $563.65 $563.65 430213257 27.082020  27.08.2020 55009440

Payment Request  27.08.2020 10304899 12345603_092403054 0103 19 10 $30000 3300000  $3,000.00 $3,00000 430213257 27.082020  27.08.2020 55009440 A
Payment Request  27.08.2020 10304500 12255 01_011_0107_1 1 35100000 $3000.00 $228.06 $228.06 430213257 27.082020  27.08.2020 55009440 A
Payment Request  27.08.2020 10304901 ewwa 15_056_0128 1 3 0 512500 $250000  $2.500.00 $2,50000 430213257 27.082020  27.08.2020 55009440 sa
Payment Request  27.08.2020 10304902 asfe 01,019 0120 11 0 $7500  $150000  $1380.40 $1,38040 430213257 27.082020  27.08.2020 55009420 A
Payment Request  27.08.2020 10304903 2454 06_183003384 0111 2 2 36125000 $375000  $3,750.00 $3,75000 430213257 27.082020  27.08.2020 55009440 A

The Advance Payment Reconciliation Report summarises the total amount of the advance
payment, the amount still owing, and the amount recovered.

It also displays the payment requests you made over the period of the report, alongside the
amount the Agency deducted as advance payment recovery instalments.

Note: When viewing payment details, payment requests will have “offset” status against
them for reconciliation purposes.
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