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[bookmark: _Toc43891004][bookmark: _Toc127186628][bookmark: _Toc34385033]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 March 2024:
Text has been updated for Assistive Technology and Home Modification providers (page 53)





[bookmark: _Complaints][bookmark: _Feedback_and_Compliments][bookmark: _Feedback_and_Compliments_1][bookmark: _Enquiries][bookmark: _Enquiries_1][bookmark: _How_Can_NDIA][bookmark: _Toc127186629][bookmark: _Toc20482939][bookmark: _Toc43891044]How to contact NDIS
	Contact the NDIS by 
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NDIS Webchat
You can live chat with us about:
· myplace provider portal
· Service bookings
· Payment requests
· Quotes
· Referrals
· Request for service
· Searching for a register provider
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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, feedback, compliment or a complaint
	[image: ] 



provider portal
You can use the provider portal to:
· Submit a payment enquiry
· Submit a general enquiry, feedback, compliment or a complaint 
· Search for a provider
· Upload documents
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 Email us
enquiries@ndis.gov.au
You can email us about:
· Submitting a general enquiry, feedback, compliment or a complaint 
· Emailing a document, form report or letter
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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

	[image: ] 
 

Mailing address
National Disability 
Insurance Agency
GPO Box 700
Canberra  ACT  2601
You can mail us:
· Compliment, complaint or provide feedback, 
· Document, form, report or letter




[bookmark: _Toc127186630]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.
[bookmark: _Toc20482940][bookmark: _Toc43891045][bookmark: _Toc127186631]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.
[image: Note iconNote icon] 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.
[image: Screenshot of My Participants tileScreenshot of My Participants tile]
2. A list 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.
[image: Graphical user interface, application

Description automatically generated]
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.
[image: Screenshot of My particpants listScreenshot of My particpants list]
4. To view the plan, select the View link and following instructions from Step 8 in the View Plan section below.

[bookmark: _Toc20482941][bookmark: _Toc43891046][bookmark: _Toc127186632]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. 
[image: Screenshot of View Plan tileScreenshot of View Plan tile]
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. 
3. Enter the participants first and last name in the search criteria field.
4. Select Search.
[image: Screenshot of My participants searchScreenshot of My participants 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.
[image: Screenshot of My participant searchScreenshot of My participant search]
6. [bookmark: _Hlk519857077]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.
[image: Graphical user interface, application, Teams

Description automatically generated]
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.
[image: Screenshot of My participant searchScreenshot of My participant search]
After searching for a participant, you will see the View Participant Plan page. Select the 
required participant to open their plan details. 
[image: Screenshot of My participant plan searchScreenshot of My participant plan search]
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:
Current Plan – displays the days remaining in the plan. Select the View Previous Plans button to view the details of past plans.
Goals – listing the participant’s current plan and their medium to long term life goals
Participant’s Nominee Details – showing the nominee’s name and relationship details, where a nominee exists.[image: View participants plan View participants plan screenshot]

The View Participant’s Historical Plan page opens.
[image: Screenshot of View participant's planScreenshot of View participant's plan]
9. Select Open Section to view details of past plans.
 Note: This will only be available if the participant has previous plans.
[image: Screenshot of View participant's historical planScreenshot of View participant's historical plan]
Important Note: Help text is available throughout the screens. Simply hover your cursor over the field you need more information about.
[image: Screenshot of contextual helpScreenshot of contextual help]
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.
[image: Screenshot of plan budgetScreenshot of plan budget]
12. In the Capital section, amounts will only be shown where a quote has been accepted. The amount will be shown as Approved Funds.
[image: Screenshot of plan budgetScreenshot of plan budget]
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.

[image: Screenshot of plan budgetScreenshot of plan budget]
[bookmark: _Toc20482942]
[bookmark: _Toc43891047][bookmark: _Toc127186633]Consent to view plan notification
5. 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’.
6. See Inbox Step 4 for details of how to filter messages by type. 



[bookmark: _Service__Bookings][bookmark: _Service_bookings][bookmark: _Toc20482943][bookmark: _Toc43891048][bookmark: _Toc127186634][bookmark: Service]Service bookings

[image: ] Prior to providing services to a participant, you need to ensure there is a service agreement (not held in the NDIS system) between you and the participant.
[image: ]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:
· 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 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 
· View Quote ID and select hyperlink to navigate to Quotation screen 

Important points to note:
The dates of the service booking must be within the participant’s current plan. 
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 service bookings (with the same support category) cannot overlap. Plan Managers should create their service bookings for the duration of the plan.
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.
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.
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. 
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. 
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.
The Item 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. 
You can view and search the quote ID attached to all historic service bookings on the ‘Find’ page, under Service bookings and Quotation page. 
For service booking without a quote, the quote ID column will show as ‘Not available


[bookmark: _Create_service_bookings][bookmark: _Toc20482944][bookmark: _Toc43891049][bookmark: _Toc127186635]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.
   [image: ]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.
[bookmark: _Service_booking_at][bookmark: _Toc35587409][bookmark: _Toc43891050]Service booking at the category level funding 
7. Select the Service Booking tile on the myplace home page.
[image: Screenshot of Service Booking tileScreenshot of Service Booking tile]
The Service Booking page displays.
[image: Screenshot of Service booking tileScreenshot of Service booking tile]
8. Select the New Service Bookings tile.
The Add service booking page opens.
[image: Screenshot of New service booking detailsScreenshot of New service booking details]
9. Enter the participant’s Last Name, NDIS Number, Date of Birth and select Search.
      The Service Booking Details section (Step 1) opens.
[image: Screenshot of Add service booking detailsScreenshot of Add service booking details]
10. Select the Service Booking Type. The types available are:
· Standard booking is available when funds are Agency managed. In most instances the only option will be standard booking.
· 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.
Note: Plan managed Service Booking Process 
· 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.
· 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-Item level.
· 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.

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 queries please contact INKIND@ndis.gov.au

1. Enter the start and end dates of the service booking. These dates cannot sit outside the date range of the plan.
12. Select Find Plan.
The Select Plan section (Step 2) opens. 
[image: Screenshot of Service booking screenScreenshot of Service booking screen]
13. Select the button of the plan you want to work with.
The Support Details section (Step 3) opens. 
[image: Screenshot of Service booking screenScreenshot of Service booking screen]
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-Item Level funding.
14. 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.
Select Reset to clear all your entries and selections.
If you need to add another support item, select Add.
[image: ]
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.

[image: ]
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.
[bookmark: _Toc35587410]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 Item Number using the drop-down button.
      Note: Only items which you are registered to provide will be displayed.
[image: C:\Users\PNM346\Desktop\pictures\SB1.png]
4.   Enter the Allocated Amount and the Quantity as agreed with the participant then select Add.
· Select Reset to clear all your entries and selections.
· If you need to add another support item, select Add.
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.
[image: C:\Users\PNM346\Desktop\pictures\SB3.png]

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. 
8.  Ensure the service booking is as agreed with the participant, then tick the mandatory declaration and select Submit.
[image: Screenshot of Add a service bookingScreenshot of Add a service booking]
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.
[bookmark: _View_Service_Bookings][image: Screenshot of Add a service bookingScreenshot of Add a service booking]

[bookmark: _View_service_bookings_1][bookmark: _Toc20482945][bookmark: _Toc27751749]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.
NOTE: From 28th 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:
1. the funding for the item is now in the ‘Available’ funds, and 
1. 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).

[bookmark: _View_service_bookings_2][bookmark: _Toc43891051][bookmark: _Toc127186636]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.
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. 
[image: Screenshot of Service booking tileScreenshot of Service booking tile]
Select a Service Booking Number to view details of that booking.

[image: ]
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 details 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.
You can search the list of service bookings two ways:
By entering a participant’s name or NDIS number, or service booking number; then click the Search button. 
By selecting from the Initiated By or Status dropdowns; then click the Search button.
Initiated By allows you to view and sort the service bookings by the party that initiated the booking — by All, Participant, Provider or Staff.
Status allows you to view and sort the service bookings by:
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).

	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 participant review
	The participant needs to review the updated service booking. 
Please note: if the participant does not have access to their myplace portal to review the service booking, please contact the Agency.



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:
· Service Booking Number
· Service Booking Start Date
· Service Booking End Date
· Submitted Date
· Service Booking Status
· Initiated By.
[image: ]

Select a Service Booking Number to view details of that booking.
[image: ]
[bookmark: _Accept_or_reject]The details of the service booking display. 
[image: ]
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 
	Action

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

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



[bookmark: _Ref519004046]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. 
[image: ]
2. Click on the Status drop-down and select Awaiting Review; then click the Search button to display new service bookings awaiting review.
[image: ]
3. Select a Service Booking Number to view details of that booking.[image: ]
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.
[image: ]


5. If you decide to reject the service booking, select a Reason for Rejection and select Submit.
[image: ]
[bookmark: _Ref519004681]

[bookmark: _Accept_or_reject_1][bookmark: _Toc20482946][bookmark: _Toc27751750][bookmark: _Toc43891052][bookmark: _Toc127186637]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. 
[image: ]
2. Click on the Status drop-down and select Review Change; then click the Search button to display new service bookings requiring review. 
[image: ]
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.
[image: ]


If you decide to accept the changes to the service booking, select Accept and select Submit.
[image: ]

If you decide to reject the changes to service booking, select a Reason for Rejection and select Submit.
[image: ]



If you select Other as the reason, you will need to provide a Rejection Explanation and select Submit.
[image: ]


[bookmark: _Toc20482947][bookmark: _Toc27751751][bookmark: _Toc43891053]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.

[image: Screenshot of Inbox Screenshot of Inbox]

The notification summary of all service booking changes for all participants will be displayed:
[image: Screenshot of Notification summaryScreenshot of Notification summary]

[bookmark: _Edit_support_details][bookmark: _Toc20482948][bookmark: _Toc27751752][bookmark: _Toc43891054][bookmark: _Toc127186638]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.
16. In the View Support Booking Details, select Update Allocation.
[image: ]
17. 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.
[image: ]
18. Select Submit.

[bookmark: _End_a_service][bookmark: _Toc20482949][bookmark: _Toc27751753][bookmark: _Toc43891055][bookmark: _Toc127186639]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.
	[image: ] 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.
[bookmark: _Toc36132856][bookmark: _Toc43891056][bookmark: _Toc43980585][image: ]

20. Select Update End Date
The Update End date screen displays
21. Complete the following fields:
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 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.
22. Select Submit.
[image: ]
A warning will be displayed that following the update, Quantity, Allocated Amount (Unit Price) and End Date cannot be changed. 
[image: Screenshot of Update service booking end dateScreenshot of Update service booking end date]
23. Select Yes.
[bookmark: _Delete_a_service][bookmark: _Toc20482950][bookmark: _Toc27751754][bookmark: _Toc43891057][bookmark: _Toc127186640]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:
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
1. Find the service booking to delete 
1. In the View Service Booking Details, select the Delete button.
[image: ]
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.
27. Select Yes.
[image: Screenshot for Deleted service booking Screenshot for Deleted service booking ]
An information message confirms that the service booking has been deleted.
[image: Screenshot confirming deletion of service booking Screenshot confirming deletion of service booking ]
[bookmark: _Toc20482951][bookmark: _Toc27751755]
[bookmark: _Toc43891058][bookmark: _Toc127186641]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.
	[image: ] IMPORTANT NOTES ABOUT PAYMENT REQUEST
·  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). 
·  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.
· Service bookings are created to hold/quarantine the funds for which providers can claim through payment requests.
· 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.
· Once checked, payment requests can be created and must align with that service booking.
· 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).



[bookmark: _Create_a_payment][bookmark: _Toc20482952][bookmark: _Toc27751756][bookmark: _Toc43891059][bookmark: _Toc127186642]Create a payment request
28. Select the Payment Request tile on the myplace home page.
[image: Screenshot of Payment Request tileScreenshot of Payment Request tile]



29. Select Create Payment Request.
[image: Graphical user interface

Description automatically generated]

30. 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.
[image: Screenshot for Create Payment RequestScreenshot for Create Payment Request]
31. 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. 
[image: Screenshot for Search participantScreenshot for Search participant]
32. From the search results, select the relevant participant’s name.


[image: ]
33. The New Payment Request window appears. Required fields are marked with a red asterisk (*).
Note: Single payment request in no longer available for PACE Participants. You will need to use the Bulk Upload functionality to make a payment request.
[image: Graphical user interface, application, Teams

Description automatically generated]
34. Complete the Support Start Date and Support End Date fields. 
35. 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.
36. Select a support category from the Support Category drop-down.
Note SIL providers: If claiming weekly, select the support category ‘Core Daily Activity’.

37. Select the Item 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 Arrangements and Price Limits.

[image: ]
38. Select the Claim Type. Refer to the NDIS Pricing Arrangements and Price Limits for further information on each claim type. 
· 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
· The ‘Irregular SIL Supports' claim type should be used when a SIL support is provided in unexpected or unplanned circumstances. 
· The ‘Telehealth’ claim field should be used when a support is provided as needed and with agreement from the participant.
· The ‘Assistance in Supported Independent Living –Unplanned Exits’ claim type should be used when there is an irretrievable breakdown of supports/relationship which requires immediate exit. Refer to SIL Provider Guidance for further details around when this claim type can be used
Note: Assistive Technology and Home Modification providers should refer to the Assistive Technology, Home Modifications 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.

39. If the Claim Type is cancellation, select a cancellation reason.
[image: Screenshot of Cancellation Changes dropdown menuScreenshot of Cancellation Changes dropdown menu]
40. 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.

41. 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.

42. In the ABN of Support Provider field, enter the Australian Business Number (ABN) of the provider of the support or service.
[image: ]
· To be valid, an ABN must have 11 digits. ABN’s 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.
· 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:
· the supplier provides a completed ATO Statement by a supplier form stating why they are exempt from providing an ABN
· a valid tax invoice is included with all relevant information about the goods or services provided.
[image: ]
· 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.
43. 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.

[image: ]17. Select Next to continue to the next step.
18. On the Review Payment Request page, check the details of the payment request, including the support dates, claim type and ABN number.
If the payment request details are correct, select the mandatory NDIS Pricing Arrangements and Price Limits acknowledgements checkbox at the bottom of the screen. 

[image: Graphical user interface, application

Description automatically generated]

19. Select Submit.
If you need to change any of the payment request details, select Back.
If you do not wish to continue with this payment request, select Cancel.
You will receive a confirmation once your payment request has been submitted.
[image: Graphical user interface, application

Description automatically generated]
Note: You can view the Payment Request by selecting the hyperlink to navigate to the View Payment Request screen.

[bookmark: _Toc81226096][bookmark: _Toc127186643]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 25 to 31.
2. Select your Irregular SIL support service booking.
[image: Graphical user interface, text, application, email

Description automatically generated]Regular service booking
Irregular service booking

The details of the service booking will display.
3. In the View Support Booking Details, select Update Allocation.
[image: Graphical user interface, text, application, email

Description automatically generated]

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.
[image: Graphical user interface, text, application, email

Description automatically generated]

5. Select Submit.
[image: Graphical user interface, text, application

Description automatically generated]
Note: You will notice that Remaining Amount has been reduced.

6. Return to the View Service Bookings, pages 25 to 31
7. Select your Regular SIL support service booking 
[image: Graphical user interface, text, application, email

Description automatically generated]Regular service booking
Irregular service booking

The details of the service booking will display.
8. In the View Support Booking Details, select Update Allocation.
[image: ]
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
[image: Graphical user interface, text, application, email

Description automatically generated]
10. Select Submit
[image: Graphical user interface, text, application, email

Description automatically generated]
Note: You will notice that Remaining Amount has been increased.

11. Create a new payment request following the steps in Create a payment request, pages 48 to 56.
Note: The claim type should be ‘Irregular SIL Supports’. 
[image: Graphical user interface, application, website
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[bookmark: _Toc20482953][bookmark: _Toc27751757][bookmark: _Toc43891060][bookmark: _Toc127186644]View payment request
[bookmark: _Toc20482954][bookmark: _Toc27751758][bookmark: _Toc43891061]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.
[image: Screenshot of View payment request tileScreenshot of View payment request tile]
45. At View By, select Submitted Payments Request from the drop-down list.
[image: Screenshot of View payment requestsScreenshot of View payment requests]
46. Select the Search by drop-down and select the desired search criterion.
[image: Screenshot of View payment requestsScreenshot of View payment requests]
47. Enter your search criterion and select Add to Criteria. You can add multiple search criteria.
[image: Screenshot of Search for payment requestsScreenshot of Search for payment requests]
48. 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.
49. Once you have entered all your criteria, select Search. Your search results display. 
50. Select the Payment Request Number to open details of that payment request.
[image: ]
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 Rejected or Open status.

1. When the details of the payment request display, select Back to return to the previous page.
[image: ]
[bookmark: _Toc20482955][bookmark: _Toc27751759][bookmark: _Toc43891062]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.
[bookmark: _Toc20482956][bookmark: _Toc27751760][bookmark: _Toc43891063]
[bookmark: _Toc127186645]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
offset your future payment requests against the cancelled amount. 
You can cancel any payment request in your payment history with a status of Paid.

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.
[image: ]

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

53. Select Cancel Payment.
A message displays asking ‘Are you sure you would like to cancel the selected payment?’ 
54. Select Yes.

[image: ]
55. The following message displays. If you search again for the payment request you will see it now has a status of Cancelled.
[image: Confirmation that the payment request was cancelled successfully.]
[bookmark: _Toc20482957][bookmark: _Toc27751761][bookmark: _Toc43891064]
[bookmark: _Toc127186646]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 RCTIs in PDF and Excel format.
[bookmark: _Toc20482958][bookmark: _Toc27751762][bookmark: _Toc43891065]
[bookmark: _Toc127186647]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.


[bookmark: _Toc20482959][bookmark: _Toc27751763][bookmark: _Toc43891066][bookmark: _Toc127186648]Payment summary
You can view a summary of the payment requests and advance requests through Payment Summary. The payment requests summary can be up to a 30-day period and includes cleared (received) payments, pending payments, rejected payments and bulk upload file payments.
1. Select Payment Summary on the Payment Request page.
[image: Screenshot for Payment Summary tileScreenshot for Payment Summary tile]
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.

2. Select Find Summary.
[image: Graphical user interface, application, Teams
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3. Select Open Section to view the summary details.
[image: Graphical user interface, application, Teams
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Select Rightwards Arrow to view each Payment Run Date payment summary

[image: Graphical user interface, application
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Select Download Results
[image: Graphical user interface, application, email
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[bookmark: _Toc50979954]
[bookmark: _Toc127186649]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. Go to 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.

[image: ]
2. Go to 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. 
[image: ]
If you have any questions or concerns about advance recovery, contact NDIS at advance.payment1@ndis.gov.au.
[bookmark: _Toc20482960][bookmark: _Toc27751764][bookmark: _Toc43891067][bookmark: _Toc127186650]  Quotations 

[image: ] IMPORTANT NOTE FOR APPROVED QUOTES: 
When NDIS approves your quote, you do not 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. 
This section allows you to view, respond to and manage quotes.
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.
This section allows you to view, respond to and manage quotes.
Note: From 28th 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).

[bookmark: _Toc20482961][bookmark: _Toc27751765][bookmark: _Toc43891068][bookmark: _Toc127186651]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.
[image: Screenshot of Quotation tileScreenshot of Quotation tile] 
The Quotations page opens and your quotes will be displayed. The results will be organised under the following column headers: 

· Find a participant: Enter either the participant name or their NDIS number.
· Sort by: Select an option from the drop-down list to sort the list by the column headers. 
· Quote ID: The list of quotations requested by NDIA.
· Participant name (NDIS number): The name and NDIS number of the participant that the quotation relates to. 
· Date requested: The date the quotation was requested by NDIA. 
· Quote type: Shows the type of quotation.
· Description: Describes the item.
· Item: Shows the item number.
· Status: Shows the status of the quotation as one of the following: 
· Awaiting provider response
· NDIA has received response
· Quote has expired
· Archived
· Quote is accepted
· Quote was unsuccessful
· Quotation open

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. 

[image: Graphical user interface, application
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3. To refine 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.
[image: Graphical user interface, application, email
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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.
1.   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. 

[bookmark: _Toc20482962][bookmark: _Toc27751766][bookmark: _Toc43891069][bookmark: _Toc127186652]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. 
· Specifications: Record the conditions of the quote. 
· Inclusions: Enter all items that are included in the quote. 
· Specific exclusions: Record any items that are excluded in the quote. 
· Price per unit: Enter the total price of the quote per unit (excluding GST). 
· Quantity: Specifies the item quantity.
· GST per unit: Record the GST amount. 
Terms of quote: Select the number of days that the quote is valid for - either 30 days or 60 days.

[image: Graphical user interface, text, application, email
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1. 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.
[image: Graphical user interface, application

Description automatically generated with medium confidence]
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.
[image: Graphical user interface, application

Description automatically generated with medium confidence]
 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.
[image: Screenshot of message asking you to confirm your intention to remove the document from your list]
1. 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. 
[image: Graphical user interface, text, application
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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.
2. 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. 
[image: Graphical user interface, application
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3. 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. 



[image: Graphical user interface, application

Description automatically generated]You will see that your file has been added to the Available documents list shown below the message. 
4. Select the Back to quotation details button to return to your response window. 


Your quotations details screen displays.
[image: Graphical user interface, website
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5. Select the Review button to review the details of your response before you submit them to NDIA.
6. Once you are satisfied that you have provided all necessary information and uploaded and/or removed relevant documents, select the Submit button.
[image: Graphical user interface, application
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A message displays asking you to confirm your submission of the quotation - either Yes or No.
[image: Screenshot of message requesting confirmation of the quotation submission]
A success message displays at the top of your quotation details window.
[image: Screenshot of successful submission message]
The status of the quote changes for the quotation details to NDIA has received response. 
[image: Graphical user interface, application
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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.
[bookmark: _Toc20482963][bookmark: _Toc27751767]
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.
[bookmark: _Toc43891070][bookmark: _Toc127186653]Referrals
This section allows you to view referrals made to your provider organisation by the Agency.
57. Select the Referrals tile on the myplace home page.
[image: Screenshot of Referrals  tileScreenshot of Referrals  tile]
The list of referrals opens. 
58. Select Home to go back to the myplace home page.
[image: Screenshot of ReferralsScreenshot of Referrals]
[bookmark: _Toc20482964][bookmark: _Toc27751768][bookmark: _Toc43891071][bookmark: _Toc127186654]Requests for Service
This section allows you to:
view Support Coordination Requests for Service sent to your provider organisation by the Agency
access and review Support Coordination Requests for Service sent to your provider organisation by the Agency
accept or reject Support Coordination Requests for Service sent to your provider organisation by the Agency.
update your notification preferences for emails sent to you for Requests for Service.
[bookmark: _Toc20482965][bookmark: _Toc27751769][bookmark: _Toc43891072][bookmark: _Toc127186655]View Support Coordination Requests for Service
Select the Request for Service Forms tile on the myplace home page.
[image: Request for Services tileScreenshot of Request for Services tile]
The full list of Request for Service Forms displays. It shows the complete list of requests for service issued to your organisation. 
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.
[image: ]
1. Select an option from the Refine Search drop-down to sort the list by the column headers:
Request ID: Individual Request ID for each request.
Participant name: NDIS participant name. 
Plan End Date: Participant Plan End Date. 
Date Requested: The date the request for service was referred to your provider organisation. 
Due Date: The Due Date by which you need to respond to a Request for Service referral request. 
Status: Displays the status of the support coordination request for services:
Pending, awaiting your review and response (maximum of 4 days)
Accepted, provider has accepted the request
Rejected, provider has rejected the request
Expired, request has not been action by provider before due date
Cancelled, the request has been cancelled
[image: Request for Service Forms search screenScreenshot searching on the Request for Service Forms]
1. You can also sort the results in the Sort By drop-down by Request ID and Status.
[bookmark: _Toc20482966][bookmark: _Toc27751770][bookmark: _Toc43891073]
[bookmark: _Toc127186656]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.
[image: Request for Service request ID lineScreenshot Request for Service]
The Request for Service - Manage New Request for Service screen displays.
[image: Request for Service DetailsScreenshot of individual request for service]

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 details.
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.

[image: Request for Service FormScreenshot of individual Request for Service ]

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:

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 pln.
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. 

[bookmark: _Toc20482967][bookmark: _Toc27751771][bookmark: _Toc43891074][bookmark: _Toc127186657]Accept or reject Support Coordination Requests for Service
The Referral Decision can be either Accept or Reject. 
To accept or reject a Request for Service Form, select the underlined Request ID.
[image:  Request for Service Request ID lineScreenshot Request for Service]
To accept the referral request, select Accept from the Action drop-down box and select the Submit button. 
[image: Request for Service Participant DetailsScreenshot Individual Request for Service]
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.

[image: Request for Service Referral Decision Screenshot Request for Service]

[bookmark: _Toc43891075][bookmark: _Toc127186658]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. 

Select the Request for Service Forms tile on the myplace home page.
[image: Request for Services tileScreenshot of Request for Services tile]
The full list of Request for Service Forms displays. It shows the complete list of requests for service issued to your organisation. 
Select Update Details. 
[image: ]
The How Frequently Can NDIA Contact Me page
[image: ]
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.
Click Update
The Request for Service Forms displays with a green banner message advising the contact details have been successfully updated.
[bookmark: _Toc20482968][bookmark: _Toc27751772][bookmark: _Toc43891076][bookmark: _Toc127186659]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).
61. Select the Provider Finder tile on the myplace home page.
[image: Screenshot of Provider Finder tileScreenshot of Provider Finder tile]
The Provider Finder page displays.
[image: ]
62. You can search by different criteria:
· All Providers – This option will display all providers within the selected distance of your address.
· 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.
· 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.
· 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.

63. Select Search. The results of the search display. Use the pagination functions to move through the results.
[image: ]

64. 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. 
[image: ] 
65. 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.
 [image: ]
66. 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. 
[bookmark: _Toc20482969][bookmark: _Toc27751773][bookmark: _Toc43891077][bookmark: _Toc127186660]Upload evidence
For some processes (e.g. Quotations, NDIA Registrations) 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.
[image: Screenshot of Upload Evidence  tileScreenshot of Upload Evidence  tile]
The Document Upload page displays.
68. Type in the Document Name (a meaningful name for you) and Description (what it contains).
69. Select Browse to locate the document on your computer.
70. Select the Upload button.
Note: Your uploaded documents will display under the Available Documents heading.
[image: Screenshot of Document upload detailsScreenshot of Document upload details]
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. 
[bookmark: _Toc20482970][bookmark: _Toc27751774]
[bookmark: _Toc43891078][bookmark: _Toc127186661]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.
71. Select the Downloads tile on the myplace home page.
[image: Screenshot of Downloads tileScreenshot of Downloads tile]
72. After you click the Downloads tile, you will see a new tile screen with these options:
Download Service Bookings
Download Quotations
Download My Participants
Advance Payment Reconciliation Report.
[image: ]
[bookmark: _Download_Service_Bookings][bookmark: _Toc20482971][bookmark: _Toc27751775][bookmark: _Toc43891079][bookmark: _Toc127186662][bookmark: downloadsb]Download Service Bookings
This tile allows you download reports listing all the active service bookings you have with participants. 
[image: Screenshot of Download Service Bookings tileScreenshot of Download Service Bookings tile]
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.



74.   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.
[image: Screenshot of Download service bookings pageScreenshot of Download service bookings page]
75. 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. 
[image: ]

76. 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.
77. Select Download to download the report you requested. 

78. 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.

[image: Screenshot of Download service bookings acknowledgementScreenshot of Download service bookings acknowledgement]
After you check the Acknowledgement box, the popup window will expand to display a number of file format download options. 
[image: Screenshot of Download my participantsPicture 73]
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
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
XML (eXtensible Mark-up Language) — a format for importing into business systems
JSON (JavaScript Object Notation) — a simple format for importing into business applications
[bookmark: _Toc20482972][bookmark: _Toc27751776][bookmark: _Toc43891080][bookmark: _Toc127186663]Download Quotations
This tile lets you download a list of all your quote requests. 
[image: Screenshot of Download quotations tileScreenshot of Download quotations tile]
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. 
[image: ]
Select Request Download. Or select Back to go back to the Downloads page.
       Note: You can also download one of the reports already listed.
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.
[image: Screenshot of acknowledgments tickboxScreenshot of acknowledgments tickbox]
After you check the Acknowledgement box, the popup window will expand to display a number of file format download options. 
[image: Screenshot of acknowledgments tickbox with four formats for downloadScreenshot of acknowledgments tickbox with four formats for download]
You have a choice of 4 format types depending on your business needs. They are:

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
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
XML (eXtensible Mark-up Language) — a format for importing into business systems
JSON (JavaScript Object Notation) — a simple format for importing into business applications
[bookmark: _Toc20482973][bookmark: _Toc27751777][bookmark: _Toc43891081][bookmark: _Toc127186664]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:
Participant name
NDIS number
Plan number
Plan start date
Plan end date
Gender
Interpreter required.
[image: Screenshot of Download my participants tileScreenshot of Download my participants tile]
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.
[image: Screenshot of Download my participantsScreenshot of Download my participants]
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.
[image: Screenshot of Download my participantsScreenshot of Download my participants]
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.
[image: Screenshot of Download my participantsScreenshot of Download my participants]
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. 
[image: ]
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.
[image: Screenshot of Download my participantsScreenshot of Download my participants]
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.

[image: Screenshot of Download my participantsScreenshot of Download my participants]
After you check the Acknowledgement box, the popup window will expand to display a number of file format download options. 
[image: Screenshot of Download my participantsScreenshot of Download my participants]
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
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
XML (eXtensible Mark-up Language) — a format for importing into business systems
JSON (JavaScript Object Notation) — a simple format for importing into business applications
[bookmark: _Toc50979970][bookmark: _Toc127186665]Advance payment reconciliation report 
The Advance Payment Reconciliation Report tile lets you download the advance payment reconciliation report in CSV format.
[image: ]
1. Select Advance Payment Reconciliation Report.
2. On the 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.
[image: ]
5. Select the Acknowledgement checkbox. After you have acknowledged the message a link to a CSV file appears.
[image: ]
6. Click the CSV link to download the report.
[image: ]
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.
www.ndis.gov.au | March 2024 | NDIS myplace provider portal step-by-step guide 	1
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Category: *  Quotation arefact
QuotationID: * 5006094

Document name: * eg. Example Document

Description: eg. Example Description

e TG =

Available Documents @
Showing 1-1 of 1 fles

Reference
number Document name Description Date uploaded

1031628 Example document Example document 28/02/2022
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Quotation Details

View and respond to quotation request

Required fields are marked with an astersk ()

Quotation request @

QuotelD: 5006034 Reply by date:  22/03/2022
Status:  Aviaiting provider response. Mem: 05122306138 010512
Participant NDIS number: 430258006 tem description:  Wheelchair - Powered with Powered Seat

Elevation

Particpant name:  LikeoCM1 ByotC1
= Quantity: 1.0
Daterequested:  22/02/2022

Quotetype:  Assistive - Repair

Quotation response.

o associate a document you must firs upload . Upload your document here.

Associated documents @

Showing 11 of 1 documents

Reference number  Document name. Description Dateuploaded  Action
1031628 Exemple document Example document 280272022 Remove
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Review quotation details

and respond to quotation request

Quotation request @

Quote ID: 5006094

430258006

LikeoCM1 ByotCM1
2200212022

Quotation amount summary @

Price per unit:  $10.00
Quantity: 1.0
GSTperunit:  $1.00
Grandtotal:  $11.00

Terms of quote: 30 Days

Quotation response @

Supply details:  Main item
Specifications:  Many details
Indlusions:  Nil

Specific exclusions: Nl

Associated documents @

Showing 1 - 1 of 1 documents

Reference number Document name
1031628 Exemple document

Awaiting provider response

Description

Example document

2210312022
05_122306138_0105_1.2

Wheelchair - Powered with Powered Seat.
Elevation

100
Assistive - Repair

Date uploaded

280212022
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You are about to submit this quotation. Are you sure?

o [





image109.jpeg
a Successfully submitted your quote
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Quotation Details

View and respond to quott

Quotation request @

QuotelD: 5006034 Reply by date:  22/03/2022
Status:  NDIA has received response Mem: 05122306138 010512
Participant NDIS number: 430258006 tem description:  Wheelchair - Powered with Powered Seat
Elevation
Particpant name:  LikeoCM1 ByotC1
Quantity: 100

Daterequested:  28/02/2022
Quotetype:  Assistive - Repair
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Referrals

View referrals made to my
provider organisation
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Referrals

Participant Name (NDIS Number)

—
@30214379)

VIKAS ADULT 012 UAT
@0194628)

VIKAS ADULT 012 UAT
(s20194628)

Countryofainn Vlidation -Septof
(30209270)

JanEDoE 002
20206157)

@0191301)

Jenny Czen
(#30008957)

Scrambled Eggs Test
#30192999)

(GRAHAM SELF MANAGED UAT 001
@30193687)

Referrals

wis a sting of referrals made to my proi

Reason

1LC supports

1LC Supports

1LC supports

preptanning

Plan implementation

Plan implementation

r—

Area of Referral

Regrt. provider for

Regst rovider for

SpectastAssessmt.

speciast Assessmi.

Specias Assessmt

Employment

Transport services

Specias Assessmt

Created at

2uoarz0te
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A
Request for Service
Forms

View and manage your
request for service forms.
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Home / Request for Service Forms

’ 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 @)

RFS email preferences can be updated in the Profile tile Update details

Find a Participant VRefine Search

Enter participant last name or NDIS number

Search Results

Showing 1 - 10 of 177 requests Sort by Request ID b4
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 llia Newtest6 19/07/2025 21/07/2022 27/07/2022 Plan Expired




image115.png
Request for Service Forms

Below is a listing of the request for service forms for this organisation

Request for service forms - Help .

A Refine Search

Find a Participant Enter participant last name or NDIS number

Request ID Status

Include All
Pending
Accepted
Rejected
Expired

Please enter up to 10 digits
Search

Search Results

Cancelled

Showing 1- 10 of 63 requests Sort By Request ID v
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Sam seft 2610312020 1110712019 1710712019 Pending
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Request for Service Details

Request for service detals - Help @) ~Required felds are marked with an asterisk (*)

Participant Details
RequestID: 643143
Name: Som Seff
nge 30
Plan end date: 26/03/2020
Preferred contact method: E-\iil
Phone: 1A
Emait shym mantnena@ndis govau

Address: 114 BENNETTS RD.
‘COFFS HARBOUR NSW 2450

Interpreter requiredt: No
myplace activation code: 1ot gencrated
Due date: 17/0712019
Purpose of referra: hafhat

Request Details
RequestiD. Document Name Attached On

3143 ‘Bequest for servce form 111072019

Referral Decision

Action: * | please select.. M
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Request for Service Form

a particip

Request for service form - Help @)

Request Details
Request number: 671671

Name: PRETTY GOOD 003
Age: 30

Part A: Request for Service

Date requested: 15/08/2019
Duedate:  21/08/2019

Status:  Pending

Part3&4 Parts Part6 Part7 Parts
Participant Details
Request for service number: 671671
Name: PRETTY GOOD 003
Age: 30
Preferred contact method: ~E-Mail
Phone: N/A

Address:

Interpreter required:
myplace activation code:

Contact Details for Representative is Same as Above

GRAHAM.BARRS@NDIS.GOV.AU

15TAY ST
WATSON ACT 2602

No

Not generated





image119.png
Request for Service Details

Manage newr

Request for service detals - Help @) ~Required felds are marked with an asterisk (*)

Participant Details
RequestID: 643143
Name: Som seff
nge 30
Plan end date: 26/03/2020
Preferred contact method: E-\iil
Phone: 1A
Emait: shyem menthena@ndis gov.au

Address: 114 BENNETTS RD.
‘COFFS HARBOUR NSW 2450

Interpreter requiredt: No
myplace activation code: 1ot gencrated
Due date: 17/0712019
Purpose of referra: hafht

Request Details
RequestiD. Document Name Attached On

63143 ~Bequest for service form 111072019

Referral Decision
Action: *

Please select...

Reject
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Request for Service Details

Mana

Request for service detais - Help @) Required fields are marked with an asterisk ()

Participant Details
RequestID: 643143
Name: Som Seif
g 30
Plan end dates 26/03/2020
Preferred contact method: E-Vail
Phone: 1A
Emait: shyam manthena@ndis govau

Address: 114 BENNETTS RD
‘COFFS HARBOUR NSW 2450

Interpreter requirec: 1o
myplace actiation code: Not generated
Due date: 17/0772019
Purpose of referra: hafd

Request Details
RequestiD Document Name Attached On
3143 ~equestfor senvce form 72019

Referral Decision

No capacity to accept rferral
No capabilfy to accept referral
Insuffcient participant budget to accept referral

oner =
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Home / Request for Service Forms

Request for Service Forms

is alisting of the request for servi

Request for service forms - Help @)

RFS email preferences can be updated in the Profile tile

Find a Participant Enter participant last name or NDIS number VRefine Search
[==]

Search Results

Showing 1 - 10 of 10 requests Sortby | RequestiD .
Request ID Participant Name Plan End Date DateRequested  Due Date Status
705556 RFS03 Language03 16/09/2020 24/09/2019 30/09/2019 Pending
689860 ATHM Childs 1110712020 04/09/2019 10/09/2019 Pending
686364 ATHM Childs 1110712020 29/08/2019 04/09/2019 Pending
684996 ATHM Childs 1110712020 28/08/2019 03/09/2019 Pending
672407 ATHM Childs 1110712020 16/08/2019 22/08/2019 Pending
669503 ATHM Childs 1110712020 1210812019 16/08/2019 Pending
655432 ATHM Childs 1110712020 23/07/2019 29/07/2019 Pending
652619 PRETTY GOOD 003 201072019 19/07/2019 25/07/2019 Pending
651062 ATHM Adultas 21/03/2021 1710712019 23/07/2019 Pending

645006 ATHM Childg 11/07/2020 12/07/2019 18/07/2019 Pending,
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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 ¥
Quotations:

Do you wish to subscribe to emails about:

Request for Service: Yes O No

Back to requ
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©

Provider Finder

Find provider
organisations.
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Home / Provider Finder

Provider Finder

Use this page to find a service provider by location or service

| want to search by

All Providers Provider Name Profession/Service Support Category

within of my organisation address or a different location

5km v ®
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Provider Finder

Use this page to find a sen rovi Y 1 OF Servi

| want to search by

All Providers Provider Mame Profession/Service

Support Category

within of my organisation address or a different location

5 km v 15 Tay 5T, Watson, ACT, 2602

Search results

10 out of 44 results for providers matching your search criteria.
Showing results for 15 Tay ST, Watson, ACT, 2602 with 5km radius.

First Previous Page 2 of]

provider information

Show Map

Water Tank

Accepting Referra Visit provider website o

W

0292509999 watertank@watertank.com.au

15 TAY 5T, WATSON, ACT, 2602
Find Directions

15 TAY 5T, WATSON, ACT, 2602
Find Directions

Moving Pictures
Accepting Referra

Visit provider website &

W

0762454545 graham.barrs@ndis.gov.au

15 Tay street, Watson, ACT, 2602
Find Directions

Big Fun

15 Tay Street, Watson, ACT, 2076
Find Directions

hard /Wheelbarrow -
Accepting Referrals Visit provider website o
0400000000 graham.barrs@ndis.gov.au

. I . View Details
0565000000 graham.barrs@actpeace.ngo.com.au | I
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Home / Provider Finder / Provider Detalls

Provider Details

View details of the selected pr

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

Bullder

Bullding Inspector / Works Assessor
Bullding Surveyor

Bullding Work Project Manager
Bullding Work Supervisor

View more.

< Back to search results

e
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Home / Provider Finder / Provider Details

Provider Details

View details of the selected provider

Big Fun - -
Map Satellite Goor00)
yaroo
~ Nature Reserve

Organisation Name —

Big Fun Franklin

o
Contact Details <
0262000000

Mitchell

graham.barrs@actpeace.ngo.com.au

Address
15 Tay Street, Watson, ACT, 2076

. . Watson  Mount Majura
Services Provided £ powner  Nature Reserve
Accountant/Bookkeeper , Architect, Art Therapist , Audiologist , hims +
Audiometrist, Builder , Building Inspector / Works Assessor , Building c”/ Lyneham

Surveyor , Building Work Project Manager, Building Work Supervisor

Viewmore ' ogle

Wainslie ) aokout
(e Map data ©2020 Google  Terms of Use

< Back to search results

[V DO
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Upload Evidence

Document Upload
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Document Upload

Upload fies below to pro

vidence

Upload Document @

Document name: *
dd description:

Choose fle: +

Available Documents @

Reference number
asonzs
asas09
asaz36
ag7031
aseses
aeses
468019
467863
67729

308228

eg. Example Document

eg. Example Description

=

Required felds are marked with an asterisk (*)

Documents relating to NDIS Qualty and
Sofeguards Commission (NDIS Commission)
such as supporting evidence for registrations
1n NSW or SA, must be provided to the NOIS
Commission. To do this, please navigate o

[E—RR IR A

N <

Document name
MyDocu

evidence required
evidancetiz
Doacen
testprovider

sl

testsize

Vikas est o jodi
testemergency

Tco

Description
ooBCient

this s evidence
Bent

Binth Certicate
providertest
upload doc

test anathe siz
joditest
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Oisply rows[137]
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Downloads

Request and download lists
of My Participants, Service
Bookings and Quotes
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Download Service
Bookings

Request and download my
Service Bookings information

(50

Download Quotations

Request and download my
quotation information

o=1e]
e
Download My

Participants

Request and download my
Participants information

Advance Payment
Reconciliation Report
Request and download

Advance Payment
Reconciliation Report
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Download Service
Bookings

Request and download my

Service Bookings information

(59

Download Quotations

Request and download my
quotation information

Download My
Participants

Request and download my
Participants information
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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

23/04/2018 1 23/01/2018 23/04/2018 23/04/2018 1435
21/04/20180910  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
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Download Service
Bookings

Request and download my
Service Bookings information

G

Download Quotations

Request and download my
quotation information

&
SO
Download My
Participants

Request and download my
Participants information

Advance Payment
Reconciliation Report
Request and download

Advance Payment
Reconciliation Report
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 

Multiple reports 

can be requested 

on the same day

 

Pagination at 10.
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Format selection 

available on 

clicking the 

download button
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Acknowledgement

[ 1 acknowledge the report will only be used in accordance with
the NDIS Act 2013 and Privacy Act 1988.
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Acknowledgement

acknowledge the report will only be used in accordance with
the NDIS Act 2013 and Privacy Act 1988.

Select File Format
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Home / Dourloads / Download Quotatons

Download Quotations

Request and downioad my Quotations information

Dowriaad Quotatons - Help @

Request a downioad of my Quotations that were active n th st 90 days.

List of Downloads
Requested At Start Date End Date. Generated At Action

1600772019 17:48 17042019 16072019 1607720191748

160772019 17:48 171042019 160772019 1600772019 17:48 =
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Download Data

Acknowledgement

11 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
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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

nter Friendly !
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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
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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.

Req wnload
List of Downloads

Generated On Expires At

24/04/2018 1:35 25/04/2018 1:35 Max 1 row available.

Format selection
available on clicking the

download button.
Back
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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 download will expire in 24 hours.

Cancel Request

List of Downloads

Generated On Expires At

24/04/2018 1:35 25/04/2018 1:35
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Acknowledgement

[ 1 acknowledge the report will only be used in accordance with
the NDIS Act 2013 and Privacy Act 1988.
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Acknowledgement

| acknowledge the report will only be used in accordance with
the NDIS Act 2013 and Privacy Act 1988.

Select File Format
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Home / Downloads

Downloads

B

Download Service
Bookings

Request and download my
Service Bookings information

(&

Download Quotations

Request and download my
quotation information

Q
L)
Download My

Participants

Request and download my
Participants information

Advance Payment
Reconciliation Report
Request and download

Advance Payment
Reconciliation Report
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<y myplace S

Switch to NDIS Commission w  [1 1)

-~

Home / Downloads / Advance Payment Reconciliation Report

Advance Payment Reconciliation Report

Request and download my Advance Payment Reconciliation Report

Advance Payment Recondiliation Report - Help @)

Request a download of my Advance Payment Reconciliation Report for up to a 21 day period.

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 0of 1
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Download Data

Acknowledgement

1 acknowledge the report will only be used in accordance with the NDIS Act 2013 and Privacy Act 1988.

Select File Format

o
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Advance summary
Advance Paid

Advance Remaining
Advance Recovered

‘Transaction Details

From : 06.08.2020

Total Payment Request

Total Cancellation
| Advance Recovered

‘Total Amount Payable

‘Transaction Type
Payment Request
Payment Request
Payment Request
Payment Request
Payment Request
Payment Request

$73,000.00
$61,577.89
s11,422.11

To:27.08.2020
$11,422.11

5000

$11,422.11

50.00

PayReq Submission Dt Request Number ProvClaimRef ItemiD

27.082020 10304898 12333 03_091 0121 11
27.082020 10304899 123456 03_092403054 0103 1.9
27.082020 10304900 12255 01_011_0107
27.082020 10304901 ewwa 15_056_0128
27.082020 10304902 asfg 01,019 01201 1
27.082020 10304903 2454 06_183003384_0111 2 2

— 1

ItemQty UnitPrice AmountClaimed AmountPayable AmountRecovered ParticipantBP SupportStartDate SupportEndDate ServiceBookingNumber BulkClmld Provider State

5 $200.00 $1,000.00
10 $300.00 $3,000.00
3 $1,000.00 $3,000.00
20 $125.00 $2,500.00
20 $75.00 $1,500.00
3 $1,250.00 $3,750.00

$563.65
$3,000.00
$228.06
$2,500.00
$1380.40
$3,750.00

$563.65
$3,000.00
$228.06
$2,500.00
$1380.40
$3,750.00

430213257 27.08.2020
430213257 27.08.2020
430213257 27.08.2020
430213257 27.08.2020
430213257 27.08.2020
430213257 27.08.2020

27.08.2020
27.082020
27.082020
27.082020
27.082020
27.082020

55009440
55009440
55009440
55009440
55009440
55009440

sA
sA
sA
sA
sA
sA
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Vewsnd manage your
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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
N ok kil i

Access Armadillo - 430258378

View o View o Create o
Plan ends 15/09/2024
Create o
Adult ForATHM2 - 430253555
View o Create (@
Plan ends 11/09/2024
Create
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Home / My Participants

My Participants

View and manage your participants

Help on this @

Find a Participant | Enter participant name or NDIS number
Shoving 1001100 partcpants “ Payment Reques

AnyCust LostCust - 430214131

View & View & Create &f
Plan ends 23/08/2019
Create &f
AnyCustomr LastCustomr - 430214325
View f View f Create &8
Plan ends 13/09/2019
Create &8
CustA Auglasts - 430214203
— i View & View & Create &f
Plan ends 27/08/2019
Create &f
Barnsey Tim - 430194473
View f View f Create &8
Plan ends 14/11/2018
Create &8
Bratt Mann - 430214312
View & View & Create &f
Plan ends 05/09/2020
Create &f
BRICK HAMMER - 430209864
View f Create &8
Plan ends 10/10/2018
Create &8
budget test - 430209791
View f View f Create &f
Plan ends 03/10/2018
Create &f
Childfirst Childlast - 430214305
View f View f Create &8
Plan ends 06/09/2019
Create &f
COLIN COYOTE 005 - 430213809
View & View & Create &f
Plan ends 27/07/2019
Create &f
COLIN COYOTE 003 - 430213807
View f View f Create &8
Plan ends 27/07/2019
Create &f
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Q
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View Participant's plan and
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Home / Participant Search

Participant Search

NDIS Number or First Name and Last Name.

searchby: * Required fleds are marked with an asterisk ()

Name

NDIS Number
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Home / Participant Search

Participant Search

Searchby: * Required fieds are marked with an asterlsk (*)

First Name: eg.John

Last Name:+

t

eg.Smith
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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.

Home / Participant Search

Participant Search

Please search by NDIS Number or First Name and Last Name

Search by: * NDIS Number y Required fields are marked with an asterisk (*)

NDIS Number: * 440257741 ® .

earch
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Home / Participant Search

Participant Search

Please search by NDIS Number or First Name and L

Searchby: * | NDIS Number v

NDIS Number:+ | 430214131 o @

Search Results

Participant Name NDIS Number

Required filds are marked with an asterisk (*)

AnyCust LostCust 43021131
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Home /  Participant Search / View Participant's Plan

ipant's Plan

Ipants plar

~ Openallsections  ~ Close allsections

Name:  UATTester00s NDIS Number: 430195413
Preferred Name: Date of Birth:  10/10/2010
Gender:  F Interpreter Required:  No

Current Plan; 1017571

344 days remaining
I ———

StatDate End Dore
0510972017 0510972019

Goals ~ Opensection
Plan Goals
GoalType Description
Health and welbeing SIMPLE

How ! willachieve this goal
Be able to understand if | am getting the right change when | go shopping Anne testing - Testing provider

Testing testing fo provider

How! will be supported

My LAC will support me to conect to providers wha can help me to develop my maney handiing skils in the communty. Anne
testing - testing provider

Testing testing - provider

Medium to long term ife goals

Goal Type Description

Learning COMPLEX

How ! willachieve this goal
Determine my job capacty and mainstream eligiilty to disabilty employment supports.

How ! willbe supported
1 can access Centrelink support to determine my job capacity and mainstream eliibilty to DES My LAC wil support me to connect to
services for employment supports.

Participant's Nominee Details. ~ Opensection

~ Openallsections  ~ Close allsections
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Home / Participant Search / View Participant's Plan / Previous Plans

View Participant's Historical Plan
View detasof a pa

Name:  UAT Tester00s NDIS Number: 430195413
Preferred Name: Date of Birth: ~ 10/10/2010
Gender:  F Interpreter Required:  No
Previous Plans
Plan: 1012200 17/0112017 - 0410972017 ~ Open Section
Plan: 1012198 13/01/2017 - 16/01/2017 ~ Open Section
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Home / Participant

ch / View Participan

Plan / PrevioL

Plans

View Participant’s Historical Plan

rticpant’s previous plans.

Previous Plans

Plan: 1012200

Plan: 1012198

Name:
Preferred Name:
Gender:

UAT Tester00s

NDIS Numbe

Date of Birth:
Interpreter Required:

17/0172017 - 04/09/2017

13/0172017 -16/01/2017

430195413
101012010
No

* ~ Open Section

~ Open Section
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Participant's Nominee Details

This section gives you information about particpant’s nominee detai
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Goals

Plan Budgat.
Corrent o T 5ep 27 2018

Funds Sper- 14100

Capacity Buiding.

Funds Spere #4130
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Plan Budget

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

Funds Spent: $141.00 Funds Remaining: $44,644.67
Capacity Building  Open section
~ Close Section

Capital

Approved Funds: $0.00
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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
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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)

Justin Testcase1 Standard Booking 01/10/2019 17/12/2019 $2,000.00 - Edit

(430220107)

Support Details
No. Support Budget Support Item Number Support Item Name Quantity Allocated Amount

(Unit price)

1 Consumables B - - $2,000.00

Comments:

* L1 declare that this Service Booking has been discussed with and agreed by the participant.
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Support Booking Details
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(NDIS Number)

ashwin first SandardBooking  27/09/2018  27/09/2018  $400.00

(430214424)

Support Details
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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 ‘

Enter participant name or NDIS number Refine Search

Find a Participant

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)
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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 ‘

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

Search Results

600 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
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 (430237016)
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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Home / Service Bookings / Find / View

View Service Booking Details

Detailed view of the selected service booking

Service Booking Details

Participant Name  Type Number QuotelD StartDate EndDate  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. SupportBudget  Supportitem Number  Support item Name Quantity  Allocated Amount  Remaining Amount
(Unit Price)

1 Consumables 03.090_0121_1_1 Interpreting And Translating 1 $129.00 $129.00
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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 @)

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

Search Results

599 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
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)
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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 @)

Find a Participant Enter participant name or NDIS number A Refine Search
Booking Number Please enter 8 digits Status Awaiting Rev

Initiated By Include All v| QuotelD Include Al

Active/Inactive
Search Results Awaiting Review

Awaiting Participant Review | N
6 Results found e Booking Number v

Change Awaiting Participant.

Service Booking  Quote ID  Service Participant Name (NDIS Start Dat  Review Change Service Initiated
Number Booking Type ~ Number) Booking By
Rejected Status
55005913 Not Standard GRAEME DAILY ACTIVITY1 24/04/2020 24/04/2021 24/04/2020 Awaiting Staff
available  Booking (430241149) Review
50023883 Not Standard Adult Planman3 14/05/2019 01/05/2020 03/06/2019 Awaiting Participant

available  Booking (430219634) Review
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Home / Service Bookings / Find / View

View Service Booking Details

Detailed view of the selected ooking

Service Booking Details

Participant Name Type Number ~QuotelD  StartDate EndDate  Revised Total  In-Kind Status
(NDIS Number) End Program

Date
GRAEME DAILY standard 55005913 Not 24/04/2020 24/04/2021 - $511.40 - Awaiting
ACTVITY1 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 - $10228 - - $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 M
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Home / Service Bookings / Find / View

View Service Booking Details

Detailed view of the selected st

Service Booking Details

Participant Name Type Number ~QuotelD  StartDate EndDate  Revised Total  In-Kind Status
(NDIS Number) End Program

Date
GRAEME DAILY standard 55005913 Not 24/04/2020 24/04/2021 - $511.40 - Awaiting
ACTVITY1 Booking available Review
(430241149)

Support Details

No. Support Support item Support Item Name Quantity  Revi Allocated i i ining
Budget Number Quantity Amount  Allocated Amount  Amount
(Unit Amount
Price) (Unit Price)
1 CBChoice& 14.034.0127.8.3 Plan Management- 5 - $10228 - - $511.40
Control Financial Administration

Record Review De n

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

Decision * :

Please select

e

Reject
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Home / Senice Bookings / Find / View

View Service Booking Details

Service Booking Det

Participant Name Type Number QuotelD  StartDate EndDate  Revised Total  InKind Status
(NDIS Number) End Program

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

Supportitem  Support Item Name Quantity Revised  Allocated
Number Quantity  Amount

(Unit

Price)
1 (BChoice& 14.034.0127.83 PlanManagement- B - $102.28

Control Financial Administration

Record Review Det

it will come into effect from the Start date.

Revised Revised  Remaining
Allocated Amount  Amount
Amount
(Unit Price)
- - $511.40

. Please review the newly created service booking details as displayed above. If you choose to Approve, this service booking,

Decision*:

Reason for Rejection *:

Reject M

Change is not acceptable per agreement
No capacity to fulfil

Not enough funding committed

Other

Service not available
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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 @)

Find a Participant A Refine Search

Enter participant name or NDIS number

Booking Number Please enter 8 digits status Include All

" Include All
Initiated By Include All o Quote ID
Active/Inactive
Search Results Awaiting Review
599 Results found Awaiting Participant Review ce Booking Number e
Change Awaiting Participant
Service Booking  Quote ID  Service Participant Name (NDIS Start D 1 Service Initiated
Number Booking Type ~ Number) Review Change Booking By
Status
Rejected
55011915 Not Standard Agency Que Quotation 17/03/2027 1710872027 1710372021 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)
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Home / Service Bookings / Find / View

View Service Booking Details

Detailed vi d 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 - $11273 - Review
ParticipantNew Managed available Change
(430253030)

Support Details

No. Support Supportitem  SupportitemName Quantity Revised  Allocated  Revised Revised ~ Remaining
Budget Number Quantity Amount  Allocated Amount  Amount
(Unit ‘Amount
Price) (Unit Price)
1 Consumables 03091012111 Telephone OrVideo 1 1 $11273  $100.00 $10000  $11273
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

Please select

Reject
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Home / Service Bookings / Find / View

Service Booking Details

Participant Name  Type Number QuotelD  StartDate EndDate  Revised Total In-Kind Status
(NDIS Number) End Program

Date
Test Plan 55010785 Not 231172020 231172021 $1273 - Review
ParticipantNew  Managed available Change
(430253030)

Support Details

No. Support Supportitem  SupportitemName Quantity Revised  Allocated  Revised Revised  Remaining
Budget Number Quantity Amount  Allocated Amount  Amount
(Unit Amount
Price) (Unit Price)
1 Consumables 03091012111 Telephone OrVideo 1 1 $11273 $10000 $10000  $11273
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*: | Accept v
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Service Booking Details

partipant Name  Type Number Quotel  SwrtDate EndDate  Revied Toml  InKind Status
(NDIS Number) End program
oate
Test Plan 5010786 Not 21200 231172020 sm273 - Review
PartipantNew  Managed avaiable Change
430253030
Support Details
No. Support  Supporthem  SupporthemName Quanthy Revised  Alocated Revsed Revsed  Remaining.
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Pre)  (UntPrice)
1 Consumables 03.091.0121.11 Telephone Orvideo 1 ' sm27m $10000 $10000  s11273
Interpreting

Before proceeding with providing  decision lease review the Revised Amount, Revised Quantity or the Revised End date

columns a5 displyed above.
Decsion*: | Reet v
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Change i not acceptable per agreement

ot enough funding committed
other





image50.png
Home / Service Bookings /

View

View Service Booking Details

Detailed view of the selected s

Service Booking Details

Participant Name  Type Number QuotelD  StartDate EndDate  Revised Total  InKind Status
(NDIS Number) End Program

Date
Test Plan 55010786 Not 232020 2311201 - s11273 - Review
PartidpantNew  Managed available Change
(430253030

Support Details

No. Support Supportitem  SupportitemName Quantiy Revised  Allocated  Revised Revised  Remaining.
Budget Number Quantity Amount  Allocated Amount  Amount
(unit Amount
Price)  (Unit Price)

1 Consumables 03.091.0121.11 Telephone Or Vidk
Interpreting

1 1 $11273 510000 $10000 511273

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 v
Reason for Rejection * Other M

Rejection Explanation *

4
255 characters remaining.

Note that explanations will be sent to the participant and may be manitored
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If not delivered: GPO Box 700 Canberra ACT 2601

NDS2LETTERZQ00029138
GPOBOX 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
Intemet 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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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

Update Allocation Update End date
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Home / Service Bookings / Find / View / Request Update Allocation

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

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

Support Details

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

1 CBDaily s - 1 | [s50.00 $50.00
Activity

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

Create Payment
Request

Create new payment
requests for the services
you have provided to a
participant

View Payment
Request
Search and view all

payment requests that you
have saved and submitted

®

Bulk Payment Request
Upload

Bulk upload payment
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services provided to all
participants.

®

Payment Summary

Payment Summary
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Home /. Payment Request / Search

Search Participant

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

Required fields are marked with an asterisk (*)

searcnby: « R
Name

NDIS Number
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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 v

NDIS Number: * eg. 43XXXXXXX .
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Home / Payment Recuest / Search

Search Participant

Please search by Frst Name and Last Name or NDIS Numt

Required fields are marked with an astersk ()
Searcnby * | NDIs Number v

NDISNumber:+ | 430254456 o ®

Search Results

Particpant Name. NDIS Number
. Henry Donald 430254455
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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 * (& 07/09/2022  SupportEnd Date: *  [JfEMll DO/MM/vYYy linvoice Number: *

eg. Upto 50
Date: i
Support Category: * v Item Number: * Q
Claim Type: v Cancellation v

Reason:

Item Quantity: * eg.0 Unit of Measure:

Payment Amt ($): * eg. 0.00 ® GST: GST Free v
ABN of Support* ABN Not Available:
Provider:
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Search Results

1" search resus found.

Support Budget Support tem Number Support tem Name
CB Daily Activity 15 0

mmunity Engagement Assistanc
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Cancellation Charges

No show due to family issues
No show due to health reason
Other

No show due to unavailability of transport
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£ National Disabilty Insurance Sc- X | +

C @ A Notsecure | hitps;//dcvsms411-ap2.csda.gov.au/supplier/paymentrequest/createPaymentRequest

ﬁ myplace

Home / Payment Request / Search / New Payment Request

New Payment Request

Switch to NDIS Commission w [\

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

Participant Det:

Participant Nam:
NDIS Number:

Payment Request Details
New Payment Request - Help @

Supportstart* | 20/05/2021
Date:

Support Category: * | Daily Actiities
ClaimType: | Direct service
Item Quantity: * | eg.0
Payment Amt ($) * | eg. 0.00

ABN of Support*
Provider:

Mr. Henry Donald
430250456

ABN Exemption*

Required fields are marked with an asterisk (*)

Support End Date: £ 2osp0n | nvoiceNumber* [
v Item Number: * | 01.049.0104_1_1 Q
M Cancellation ~
Reason:
Unit of Measure: | each
® GST | GsTFree ~
ABN Not Available:

Reason:

ATO Excluded Supply

Participant Reimbursement
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Home / Payment Re

7 NewPayment Request

New Payment Request

Subimita new payment request or a support you have recently provided.

Participant Details

Participant Name: M. Henry Donald
NDIS Number: 430254455

Payment Request Details
New Peymen Request - Help @ Required fields are marked with an astersk (*)

SwpporcSarts (£ | 31052021 | SupporcEndDatert (| 3052001 | Invoice Numoer:* [ Upcosc

Date:
Support Category: * M Item Number: * Q
CaimType: v Cancellation v
Reason:
ltem Quantty:* | eg 0 Unitof Measure:
Payment Amt(s) + | g 0.00 ® = S M
ABN of Support ABN Not Available:
Provider:
Support Start + SupportEndDate * & | © voice Number:* [ o2 o to50c
Date:
Support Category: * M Item Number: * Q
CaimType: v Cancellation v
Reason:
ltem Quantty:* | eg 0 Unitof Measure:
Payment Amt(s) + | g 0.00 ® == S M
ABN of Support ABN Not Available:
Provider:
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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 Unitof  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

| acknowledge this payment request is consistent with the requirements stated within the NDIS Pricing Arrangements and Price Limits.
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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
# Number Category Item Number Type Reason
1 10597422 # CB Daily 15_045_0128_1_3 Direct
Activity service

Payment
Amount

$1.00

GST

GST
Free

Reject
Status Reason
Pending
Payment

View Payment Requests
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Find

or a specific booking by participant's name NDIS number, status, booking number or quote ID

View Service Booking-Help @)

v
Find a Participant Enter participant name or NDIS number Refine search -

Search Results

2,814 Results found SortBy | Service Booking Number v
Service Booking  QuotelD  Service Participant Name StartDate EndDate  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 Testcase6 02/11/2021 02/11/2023 25/11/2021  Active Provider

available  Booking (430195570)
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Detailed view

View Service Booking Details

the selected service booking

Service Booking Details

Participant Name  Type Number

(NDIS Number)
Ignatio Testcase6  Standard Booking 55017870

(430195570)

Support Details

No. SupportBudget  Support item Number

1 Dally Activities

01.819.0115_1_1

EndDate  Revised Total Status

End Date

Quote ID Start Date In-Kind Program

Notavailable 02/11/2021 02/11/2023 - $4,000.00 - Active

Support Item Name Quantity  Allocated Amount  Remaining Amount
(Unit Price)
Funding for Irregular SIL supports 4,000 $1.00 $4,000.00
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Update Allocation

Edit the current quantity and allocated amount

Service Booking Details

Participant Name ~ Type
(NDIS Number)

Ignatio Testcase6  Standard Booking
(430195570)

Support Details

No. Support Support Item
Budget Number

1 Daily Activities 01_819_0115_1_1

Number Start Date End Date Revised Total In-Kind Program Status
End Date
55017870  02/11/2021 02/11/2023 - $4,000.00 - Active
Support tem Name Quantity Allocated Amount Remaining
(Unit Price) Amount
Funding for Irregular SIL [3500 | [s1.00 $4,000.00
supports

* M| declare that this Service Booking has been discussed with and agreed by the participant.
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‘ ° Your details have been updated successfully.

Home / Service Bookings / Find / View

View Service Booking Details

Detailed view of the selected service booking

Service Booking Details

Participant Name  Type Number  Quote D StartDate EndDate  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

No. SupportBudget  Support item Number  Support tem Name Quantity  Allocated Amount  Remaining Amount
(Unit Price)

1 DailyActivities 01819011511 Funding for Irregular SILsupports 3500 $1.00 $3,500.00
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View Service Booking Details

Detailed view of the selected service booking

Service Booking Details

Participant Type Number QuotelD  StartDate EndDate  Revised Total InKind Status
Name End Program

(NDIS Number) Date

Ignatio Testcase6  Standard 55017869 Not 02/1172021 02/11/2023 - $40,000.00 - Active
(430195570) Booking available

Support Details

No. SupportBudget  Support item Number Support Item Name Quantity  Allocated Amount  Remaining Amount
(Unit Price)
1 Dally Activities - - 1 $40,000.00 $40,000.00
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Update Allocation

Edit the current quantity and allocated amount

Service Booking Details

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

Ignatio Testcase6  Standard Booking 55017869  02/11/2021  02/11/2023 - $40,00000 - Active
(430195570)

Support Details

No. Support Support tem Support Item Quantity Allocated Amount Remaining
Budget Number Name (Unit Price) Amount
1 Daily Activities - - [ | [s40,500.00 $40,000.00

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

[emme ]
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‘ ° Your details have been updated successfully.

Home / Service Bookings / Find / View

View Service Booking Details

Detailed view of the selected ser oking

Service Booking Details

Participant Type Number QuotelD  StartDate EndDate  Revised Total In-Kind Status
Name End Program

(NDIS Number) Date

Ignatio Testcase6  Standard 55017869 Not 02/1172021 02/11/2023 - $40,500.00 - Active
(430195570) Booking available
Support Details

No. SupportBudget  Support item Number Support tem Name Quantity  Allocated Amount  Remaining Amount

(Unit Price)
1 Dally Activities - - 1 $40,500.00 $40,500.00

Update End





image79.png
New Payment Request

Submit a new payment request for a support you have rec
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: * £ o2112021 Invoice Number: * |\ L0 g ®
Date:
Support Category: * | Daily Activities v Item Number: * | 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:
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