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Changes from the last version

The following updates have been made to the last published version of the Integrity

portal step by step guide.
As of August 2026:
e Update to the “Accessing the integrity portal” section (Page 5)
e Additional section added, guide to “Provide Additional Evidence” (Page 21)

e Moved “Set up your Digital ID and link to your business in RAM” (Page 8)

Introduction

The integrity portal is a secure path for providers to attach evidence to a claim
submission. This assists with claim reviews, creates a consistent experience, and

improves processing times for claims under review.

This step-by-step guide describes how the integrity portal works and provides the

general layouts of the menus and screens in the integrity portal.

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

What can you do in the integrity
portal?

You can use the integrity portal to:
e Submit a claim with accompanying evidence

e Submit and link evidence to an existing claim
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Minimum internet browser
requirements

To access the integrity portal on a personal computer, there are minimum browser

requirements. These are:
e Google Chrome
e Microsoft Edge

e Safarion Mac OS X
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How to contact NDIS

Contact the NDIS by

@)

NDIS Webchat

You can live chat with us

about:

e my NDIS provider
portal

e Service bookings

e Payment requests
¢ Quotes

e Referrals

e Request for service

e Searching for a
registered provider

s
o

Phone

1300 311 675

You can call us about:

my NDIS provider portal
Service bookings
Payment requests
Quotes

Referrals

Request for service

Searching for a

registered provider

Submitting a general
enquiry, feedback,
compliment, or a

complaint

(=)

myplace provider portal

You can use the provider

portal to:

e Submit a payment
enquiry

e Submit a general
enquiry, feedback,

compliment, or a

complaint

e Search for a
provider

¢ Upload documents
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Contact the NDIS by
Emadl® “‘%
o) e

Email us Contact and Feedback form
enquiries@ndis.gov.au NDIS Online Form Mailing address
You can email us about: You can use the Online form National Disability
to: Insurance Agency
e Submit a general GPO Box 700

e Submitting a general
enquiry, feedback, Canberra ACT 2601

compliment or a

enquiry, feedback,

compliment or a
complaint

complaint You can mail us to:
- e Request a call back
e Emailing a document, e Sendusa
form report or letter compliment,

complaint or provide
feedback,

e Send a document,
form, report or letter
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Accessing the integrity portal

1.

Access the integrity portal using the “Portal sign in” button on the NDIS

website and selecting "Provider portals” from the drop-down menu.

Sitesearch  Q Portal sign in ~

m { 1800800110

(=} Understanding the NDIS ~ Applying ~ For participants ~  Community

Webchat 0 Languages & a +A

For providers ¥~ News and events v

NDIS support lists available

Find out more

Print this page & Save page as PDF[

Getting started

QN

How the NDIS works

Planning process

E

Creating your plan

T1=1)

How do | apply?

Am | eligible?

Using your plan Changing your plan

2. Select the option "Continue with Digital ID" to log in with your myID.

Sign in with Digital ID

i Continue with Digital ID

New users need to register with Digital ID and RAM. Learn How [4.
Digital ID [ is a secure and convenient way to verify and reuse your ldentity

online.

Don't have a Digital ID? You can access our services via webchat [ or call us on
1300 311 675 or email us.

Return to NDIS.gov.au 5

ndis.gov.au
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3. Sign in with Digital ID

Australia's

Digital ID

System

Select your identity provider

o You may need to increase the strength of your digital ID for NDIS - Provider Portal.

NDIS - Provider Portal needs you to prove who you are using a Digital ID.

Read about what is an identity provider and your privacy and security.

77 mylD

@ Managed by Australian Government

You'll need these to get started

O i0S or Android device

Remember my choice
(Not recommended for shared devices)

Select mylD >

Cancel

4. Select your identity provider to login using your myID.

5. When you have selected mylD, please log in using your personal myID login

details.
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6. Once you have successfully logged in to mylD, if you hold the authority for

more than one provider organisation, you will be directed to the RAM
Australian Business Number (ABN) selection page where you will need to
select which organisation you wish to act on behalf of in the integrity portal.
The organisation you select must have been registered at the time the service

was provided.

Help 7 JUFVA HUNTER

Relationship Authorisation Manager

Businesses | can act for

Entity name = ABN =

If you only hold authority to one provider organisation, this page will not appear.

If you are authorised to access the NDIS provider portals for one provider
organisation only, or once you have chosen an organisation from the RAM ABN
selection page, the NDIS provider portals landing page will load where you will see

the integrity portal tile.
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Set up your Digital ID and link to
your business in RAM

If you do not have your myID set up, or you are not linked to a provider organisation
in RAM, please refer to the myID and RAM step-by-step guide found on the NDIS

website.

7. Choose the Integrity portal tile on the landing page.

ndis)

Choose a portal
Please choose from the portals below

my NDIS provider portal

myplace provider portal

| Integrity portal |

If you have any issues signing in, please contact us & or call 1300 311 675
and quote “Portal Selector 1" for further assistance,
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Integrity portal home page

You can use the integrity portal to make a new claim or submit evidence for an

existing claim.

ndis | Integrity Portal

Acting as: ACER ACE PTY. LT

Welcome Eva

Make a claim

Use this form to submit a new claim. You must provide evidence to
support each claim. Your claim will be reviewed and you'll be notified
of the outcome in the myplace provider portal via remittance advice.

£\ This portal is being rolled out across registered providers. Please do not submit claims via this portal uniess you have been advised 1o do 50 by the NDIA.

a Provide additional evidence

Use this form to provide requested evidence for a submitted claim

Provide evidence
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Submit claims

To submit a claim you will need:

¢ Evidence to attach to the claim
The participant’s NDIS Number

e Service details, such as start and end dates

e The support item and financial details such as unit price, quantity, GST code.
e Travel details, if applicable

o Reference details, eg invoice number, document reference number.

e The provider's ABN, or an ABN exemption reason

e Service booking number, if applicable.
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To access this function:

8. Go to the integrity portal home page and select the Make a claim tile

Make a claim

Use this form to submit a new claim, You must provide evidence o support
each claim. Your claim will be reviewed and you'll be notified of the
outcome in the Provider Portal via remittance advice.

Make a claim

9. Enter details into the Participant NDIS Number field

Participant information

Participant NDIS Number

10.Add the service date. If the service spanned multiple dates, click the toggle

button to change to “Yes”.

Service dates

Does the claim cover multiple days?

(1D

Support date or date of purchase
ddmmyyyy
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Support item

Search by suppert item number

O\ search

Select claim type

Please select e

11.Select the support item and claim type. Note, support items can be searched

by item number, or by name.

Select claim type

Standard

Cancellation

MDA Required Repart
Provider Travel
Non-Face-to-Face Services
Telehealth Suppons

irregular SIL Supporns

12.Add details into the Unit Price and Quantity fields. Include decimal places if
necessary. Select Unit of measure and GST code values from the dropdown

boxes.

Financials

Unit price

E |

Quantity

| l

Unit of measure

‘ Please select v ]

GST code

[ Please select b
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13.Click Continue to progress to the next screen

14.If travel was not conducted as part of this claim, click save and continue. If

travel was conducted, select the toggle button and click add travel log.

ndis | integrity Portal

< Back o support details

Make a claim
Step 2 of &: Travel details

[M Discard claim

Travel details

Was travel conducted as part of this claim?

Continue

¢ Back to suppodt details

Make a claim
Step 2 of & Travel detadls

[l Ciscard claim

Travel details

‘Was travel conducted as part of this claim?

- @

=+ Add travel 1og |

Cortinwe
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15.Add travel details, then click save.

Add travel log

Vehicle year, make, and model & Vehicle registration

Friar vehcle getnds

Driver name

Start address

End address

Travel start date

ddrmmyyyy

Travel end date

darmmyyy

Odometer start reading

Driver licence number

Travel start time

hhomimiss aa

Travel end time

hhmm;es &3

Odometer end reading

Reason for travel

=

Multiple travel logs can be attached by repeating the process of clicking add travel

log, filling in details, and clicking Save.

16.When all travel has been recorded, click Continue.
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17.You will be brought to a new screen.

¢  Back o irvsel getails

Make a claim
Step 3 of & Provider detaits

[l Discard claim

Reference details

Invoioe number or reference document number

Provider ABN

o
Can you provide the ABN? ()

(1D

Reason for nol providing ABN I:'-‘-J

| Flaase splect i

Service booking number

Do you have a service booking number?

@ -

Comtinues

18.Add your reference details for this claim

Reference details

Invoice number or document reference number
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19.Add your ABN. For plan managers, add the ABN of the provider the claim

relates to. If you cannot add an ABN, select the toggle and choose an ABN

exemption.

Provider ABN
Can you provide the ABN? ()
@

Provider ABN

Provider ABN
Can you provide the ABN? (1)

Reason for not providing the ABN (3

20.1f you have a service booking number, select the toggle to add it in. Service
booking numbers are a requirement for participant plans in the old NDIS

computer system.

Service booking number

Do you have a service booking number?

B

21.Click Continue, you will come to an evidence upload screen.
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22.To upload evidence, click attach a file, then select the appropriate file to

upload. Only one file can be uploaded at a time, however multiple files can be
attached to a single claim with a maximum upload limit of 5 items per session.
Accepted file extensions are pdf, doc, jpg, jpeg, png, xls, xlIsx. Files should not

be password or PIN protected.

Upload evidence

Attach and upload file(s) to suppaort the claim. All evidence for claims must be kept for 5 years. You
may be asked to provide evidence of a payment that matches a payment request you have made.

Uploaded evidence

File name Evidence type Action

No files uploaded

[ -+ Attach a file A‘\”
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23.Label the type of evidence

Evidence type

Payslip

Provider Report

| Bank Statement

Invoice

Roster

Travel Log
Timesheel
Regisiration Details

Senvice Agreement

24 .Select Upload File
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25.When all evidence is uploaded, select Continue.

Provide additional evidence

Step 1 of 3 Upload evidence

[ Dicaa

Claim details

Claim ID 1193117365

Upload evidence

Anach fle{s) 1o support the claim. All evidence for claims must be kept for S years. You may be
asked 1o provide evidence of a payment that matches a payment request you have made

File name Evidence type Action

No files uploaded

= Atach & file
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26.You will be brought to a review screen, you can edit the claim by clicking the

Edit support details

Support details
Participant NDIS number <MDIS number>
Support date or date of purchase <DD Mmm ¥YYY>
Support item number <Support name> — <Support item number=>
Claim type =Claim type>
Reason for cancellation <Claim type=
Unit price <Unit price=
Quantity <Quantity=>
Unit of measure <Unit of measure>
GST code <GST code>

/# Edit support details

27.Select Declare and submit when you have reviewed the claim details and

are happy to submit

Ready to declare and submit?

Please check all details are comect before submitting the clalm

Declore and submit
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28.Complete the declaration, including your full name, email address and phone

number. Tick the declaration and acknowledgement, then click Submit claim.

Declaration

| understand:

« that the support category listed on each claim will be recorded on the participant's NDIS plan

+ that | may be audited by the NDIA to verify the amounts submitted in each claim

= the NDIA will collect claim information to process my claim and to identify and respond to any
fraudulent activities or misuse of NDIS funds

+ if a claim does not comply with the NDIS Act, it will not be processed for payment.

Full name

Email address

Phone number

D | declare the information | have provided in each claim to be true and correct and evidence
meets the requirements of Appendix A 2.

D | acknowledge that under Section 137.1 of the Criminal Code Act 1955, itis an offence to
knowingly provide false or misleading information to the Commonwealth, This offence carries a
maximum penalty of 12 months imprisonment.

Submit claim
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29.You will now come to a summary screen.

Click print receipt, or make another claim

ndis | integrity Portal

Acting as: Dor

Claim submitted

Print a receipt of your claim details. If you navigate away from this page, these details will not be saved.

il

(&) Claim submitted successfully

Your claim will be reviewed and you can track the
progress of the claim in the myPlace portal.

Submission details

Organisation <Provider Name>
Submitted by <Name>

Subnmitted date and <DD Mon YYYY>
time

Support details

Participant NDIS number

Support date or date of purchase

Support item number

Claim type

Reason for cancellation

Unit price

Quantity

Unit of measure

GST code

<NDIS number>

<DD Mmm YYYY>

<Support name> — <Support item number>

<Claim type>

<Claim type=

<Unit price>

<Quantity>

<Unit of measure>

<GST code>
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Provide Additional Evidence

You can also use the integrity portal to submit evidence for an existing claim where it
was requested by the NDIA, or where it was not attached to a claim that has been
submitted. This function should be used where the NDIA has requested that you
provide additional information to assist with a claim review. Unless otherwise

directed, evidence should only be uploaded for claims that are under review or

pending payment.

To access this function:

30.Go to the integrity portal home page and select the Provide additional

evidence tile.

ndis Integrity Portal

Acting as: ACER ACE

Welcome Eva

Make a claim

Use this horm 1o submit a new clalm. You must provide evidence 1o
Suppon each claim. Your claim will be reviewed and youll be noufied
of the outcome in The myplace prowvider podial via remiftance advice

{_5 This POl & Dedg Mled sl SI0EE MEBMBed DFoWEn Pledss 00 NoY Wb T Via TS PVLEl UREBES voal Nave DEEn advined 10 20 50 Iy 1 NDILA

Provide additional evidence

Use this form to provide requedied evidence 1or a submitted claim.

31.Select between the Select between the Payment request number and the

Claim ID drop down.

a. Payment Request Number (PRN) is the claim identifier associated to

claims that are part of SAP plans

b. Claim ID is the claim identifier associated to claims that are part of

PACE plans
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32.Enter details into the Payment Request Number or Claim ID field.

a. Please note that if an incorrect number has been input you will receive

an error message and you will not be able to continue.

Provide additional evidence

Before you start

All fields are required unless marked optional. To provide additional evidence to support a claim,
you'll need a claim reference number to link to an existing claim. A claim reference number can be
a payment request number or a claim 1D.

The National Disability Insurance Agency (NDIA) will collect any personal information you provide
wvia this portal for the purpose of assessing the validity of, and otherwise processing, your claim

More information about how the NDIA collects, uses, stores and shares persgnal information, and
infermation about how you can make a privacy complaint, is avaitable in the
NDIS Privacy Policy, 5

Claim details

Select claim reference number type (i)

Payment Request Number - ‘

Payment Request Number

| Continue

13.Select Continue
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33.To upload evidence, click attach a file, then select the appropriate file to

upload. Only one file can be uploaded at a time, however up to 5 files can be

attached to a single session.

Accepted file extensions are pdf, doc, jpg, jpeg, png, xls, xlIsx. Files should not be
password or PIN protected.

Upload evidence

Attach and upload file(s) to support the claim. All evidence for claims must be kept for 5 years. You
may be asked to provide evidence of a payment that matches a payment request you have macle.

Uploaded evidence

File name Evidence type Action

No files uploaded

[ + Attach a file
"

34.Label the type of evidence.

Evidence type

Payslip
Provider Report

Bank Statement

Invoice

Rostar

Travel Log
Timeshaet
Registration Datails

Senice Agreement

35.Select Upload File

36.When all evidence is uploaded, select Continue
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37.Select Declare and submit when you have reviewed the claim details and

are happy to submit

Ready to declare and submit?

Please check all details are correct before submitting the claim.

Dectare snd submit

38.Complete the declaration, including your full name, email address and phone
number. Tick the declaration and acknowledgement, then click Submit Claim.

Please note, claims or submitted evidence cannot be amended or deleted

after this step.

Declaration
| understand:

« that the support category listed on each claim will be recorded on the participant's NDIS plan

* that | may be audited by the NDIA te verify the amounts submitted in each claim

+ the NDIA will collect claim information to process my claim and to identify and respond to any
fraudulent activities or misuse of NDIS funds

« if a claim does not comply with the NDIS Act, it will not be processed for payment.

Full name

Email address

Phone number

D | declare the information | have provided in each claim to be true and correct and evidence
meets the requirements of Appendix A 2.

[:] | acknowledge that under Section 137.1 of the Criminal Code Act 1955, itis an offence to
knowingly provide false or misleading information to the Commonwealth. This offence carries a
maximum penalty of 12 months imprisonment.
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39.You will now come to a summary screen. If you scroll down, this screen will

show you your claim details, any travel details if applicable, and a summary of

the documents you have uploaded.

40.Click print receipt, or make another claim

ndis | Integrity Portal

Acting as

Claim submitted

Print a receipt of your claim details. If you navigate away from this page, these details will not be saved.

Print receipt Make another claim

(%) Claim submitted successfully Support details

Participant NDIS number <MDIS number=
our claim will be reviewed and you can track the
progress of the claim in the myplace provider

Support date or date of purchase =DD Mmm YYY¥'Y>
partal.

Support item number <Support item number> — <Support name:=

Claim type =Claim type>
Submission details

Reason for cancellation =Claim type=>
Organisation <Provider Name>

Unit price <Unit price=
Submitted by =Name=

Quantity =Quantity=
Submitted date and <D0 Mmm ¥y
time Unit of measure <Unit of measure>

GST code =G5T codes
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Evidence requirements

Claims submitted via the integrity portal are subject to review under section 45 of the
NDIS Act. The Agency will need to be satisfied that the claim can be substantiated
and is therefore payable. The Agency takes into account (but is not limited to) the
following information in substantiating your claims. To assist in reviewing your
claims, the Agency requests that you provide documents containing the following
information:

Information requested for all claims:

¢ Name and NDIS number of the participant who received the support
e Date/s and time/s the support was provided

e Description of how the support was provided

e Price charged for the support

e Name and contact details of the support worker

e Support worker/participant ratio, or number of participants in the group (where

applicable)

Additional information requested if the claimed
support was provided by an allied health
professional:

Full name, contact details (including email address and phone number) and the
professional certification of Services Australia Provider Number of the professional
who delivered the support.
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Additional information requested for claims for

Provider Travel and Participant Transport:

Registration plate number

Driver details

Travel start and end times
Odometer start and end readings
Start and end addresses

Reason/s for travel

Additional information requested if the claim is
for a Short Notice Cancellation

Date and time the cancelled support was booked for
Date and time of the cancellation
Reason for the cancellation

Efforts by the provider to find alternative billable work for the relevant support

worker.
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Types of evidence

The documents most likely to show the requested information include, but are not

limited to:

Invoices

Receipts

Case notes
Support notes
Handover notes
Clinical notes
Rosters
Timesheets

Pay slips

Service agreements

Travel logs.
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Help and feedback

This document will be updated periodically to reflect future developments and
enhancements to the portal.

Getting help

Call NDIA on 1300 311 675 if you are unable to resolve a problem or need help to
use the integrity portal.
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