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NDIS Portal Instructions for Invoice updates

When a Placement Opportunity is converted into a successful partnership between a Provider and a
referred Participant, several steps are required to finalise the case. Completing these steps ensures
that Care Decisions records an accurate total value and issues the correct invoice amount.

As per our Terms & Conditions, the Service Agreement or Schedule of Support must be uploaded in
the Aged Care Decisions Provider Portal within 72 hours of an agreement being signed by a
participant referred by Care Decisions. T&Cs can be found at NDIS Participant Introductions — Terms
& Conditions | Care Decisions

To assist you in this process please see the pictorial step by step instructions below.

NDIS Portal — log in or dashboard page

1. Click on the Invoice Updates Tab to view the list of invoices (as indicated by red arrow).
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2. Click the three dots beside the participant and choose view invoice from menu options.
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https://caredecisions.com.au/ndis-participant-introductions-terms-conditions/
https://caredecisions.com.au/ndis-participant-introductions-terms-conditions/

3. Add the total invoice value (10% of the total agreed value with the participant excl. GST) under
‘Invoice value’'.

* Please note the minimum fee $1000 and maximum is $4500. If the 10% of the agreed
value of the agreement with the participant is less than $1000, please use set minimum of
$1000 or $4500 if it exceeds the maximum.

4. Upload or drag and drop Service agreement, quote, or schedule of supports, then click UPDATE,
and OK.
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Please Note: Documents can be added, removed, or changed within the 72-hour window before an
invoice is raised. Once an invoice has been raised, NO CHANGES CAN BE MADE in the portal. To make
any changes after 72 hours please contact Care Decisions.

The Provider Portal allows only one document to be uploaded. Please upload a document that
details costs for the duration of the service or first NDIS plan. This is required so our Accounts
department can confirm and issue the correct invoice amount. If you do not upload this document
within the 72-hour time frame, you may be invoiced for the default maximum: $4,950. You will
receive an email notification when the 72-time frame commences.

If you have any questions about invoicing or would like to organise a demonstration, please contact
Care Decisions Provider Success team on 1300 150 724.
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