How to manage invoices and claim for
Support at Home services

This resource will guide you on how to manage invoices and claims for Support at Home services using the
Aged Care Provider Portal (ACPP). It covers creating, submitting, updating, and claiming invoices, including
bulk comma-separated values (CSV) uploads and evidence requirements.

More references on claiming and mandatory evidence requirements are available in the Transition to Support
at Home ekit.
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Users can create invoices and add invoice items as individual invoices or in addition to imported CSV
invoices in an open status.

1. Navigate to the Create invoice screen
From the Quick links menu, select Create invoice.

2. Additem

Select Add item to create invoice line items for services provided to care recipients in your care.

3. Enter details
Enter the Care recipient ID and
select the auto-populated Care
recipient details. Select Add.

Fill all mandatory fields
marked with an asterisk (*).

4. Invoice created
The invoice line will display as a line item and an Invoice ID will be created from the first invoice item.

You can continue to add invoice items under the same Invoice ID.
|

»
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~3 Users can use the Import CSV option in the ACPP to add multiple
invoice items for one or more care recipients at a time for Support
at Home claiming.

S Cadl { _ 1. | Navigate to the Create invoice screen
' From the Quick links menu, select
Create invoice.

2.) Download and save a CSV file template
Select Download CSV to download and save a new template for adding
invoice items. Keep the file in CSV format (the system can only read CSV files).
Note: if you open a saved file on your device before importing, you may need
to change the delivery date format to YYYY-MM-DD.

Download CSV § Import CSV

3. Complete a CSV file

Enter invoice items for each service

delivered or item purchased for one or
more care recipients, Each row in

the CSV must correspond to a single
invoice item for a care recipient on the

service delivery date.

4.) Import a CSV file
When your CSV file is ready, select Import CSV on the
Create invoice screen. Select the CSV file and select
Open to import it. Review and fix any errors that may
display (refer to the eKit resource for more information).
The system won't accept amounts that are blank, negative,
or non-numerical (for example, values containing commas or dollar signs).

5. Invoice created
An Invoice ID is created and the invoice items
are added to the Invoice items panel.

Action

6. Submit the invoice
Once you've imported the file successfully you can complete any final
actions. This may include updating or removing invoice items before
selecting Submit, and then finally claiming the invoice.

Add item

»
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This section outlines steps for invoice items that require more information, including CSV uploaded
invoice items and amended invoice items.

1. From the Quick links menu, select Claim current invoices.
a )
Select the InVOice ID Claim current invoices
o 0 g g Open and held invoices
hyperllnk for an |nVlO|CelW|th Invoice 1D Created date Created by Status
an Open status. This will take | [ocooooox 01/04/2026 XOOOX OPEN
A A X000 01/04/2026 HXHXXXXX OPEN
you to the Crea,te mymce X000V 30/03/2026 XK OPEN
screen for that invoice. [ [200000000(X 05/03/2026 XXXXXX OPEN )
2. From the Invoice items panel, the Requires information column will show a More information
required hyperlink.
3. Select Update and action any mandatory sections in the Update invoice pop-up screen and select
Submit.
( )
Repeat this step if you have
multiple invoice items with
More information required.
1
|\ J
4 If you've added invoice items with incorrect details that can't be edited, you can select Remove and

add the item again. You can also delete the whole invoice (to create a new invoice or
if the invoice was created in error) by selecting the Delete button.

~

Add item

5. Once the More information required has been
actioned from all items, select Submit if no other
actions are required. The Requires information
column will display No (if there are no further actions)
or Document upload required.
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Service providers must upload mandatory evidence in the ACPP for particular
services delivered. Invoice items that require mandatory evidence can't
be submitted until evidence is uploaded.

For delivered services that don't require mandatory evidence, providers
must still retain evidence for record-keeping purposes.

1. From the Quick links menu, select Claim current invoices.

s

Select the Invoice ID
o . . Claim current invoices
hyperlink for an invoice | cpen and heid invoices
with an Open status. Invoice 1D Created date Created by
. . T KIOOKK 01/04/2026 OGO
This will take you to the | |5cocoocooc: 01/04/2026 XK

Create invoice screen | |Xoocoooxx 30/03/2026 XXXXXK
. . KXK KKK KKKX 05/03/2026 09404
for that invoice.

From the Invoice items panel, select the Document upload required hyperlink in the Requires
information column. This will take you to the Invoice items details screen.

(_

From the Upload documents panel, select the appropriate type of evidence from the Document
type drop-down list and then Select document. Choose the appropriate saved file from your device
to upload.

Repeat this step if you have
multiple files to upload for the
invoice item.

- J

If you have uploaded an incorrect document, you can select Remove to delete it. Once all required
documents have been uploaded, select Attach documents to complete the upload and then close
to return to the Create invoice screen.

Vs

Select document

Attach documents

(. J

Note: repeat this process for all invoice items requiring documents to be uploaded. Once completed, the
invoice will be ready to be submitted.
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Service providers must upload mandatory evidence in the ACPP, where required, for supports and
services delivered. Invoice items that require mandatory evidence can't be submitted until evidence is
uploaded. The Invoice bulk file upload screen can be used for multiple invoice items requiring document
upload.

For delivered services that don't require mandatory evidence, providers must

still retain evidence for record-keeping purposes.

1 Navigate to the Claim current invoices screen by using the hamburger Menu or the Quick find search
" bar

. . (
Select the Invoice ID hyperlink | ciaim currentinvoices
. . . Open and held invoices
for an ln\{OICe_ Wlth an open Invoice ID Created date Created by Status
status.This will take you to the XXOKXAXRAX 01/04/2026 XOOOX OPEN
. - XXXKOKKHX 01/04/2026 XXXKXX OPEN
Create invoice screen for that T e — OPEN
invoice, XXXXXKKKKX 05/03/2026 XUXXXX OPEN
J

2_ From the Invoice items panel, if the Requires information column displays a Document upload
required hyperlink for multiple invoice line items, the invoice bulk file upload option can be used.
Select the Go to invoice bulk file upload button.

Go to invoice bulk file upload )

3, Sawe documents to your device with either of the following filename naming conventions:

<invoice_id><item_number>~<attachment_type>~<description>.<file_extension>

For example, 10001156911~invoice~Laundry_services.pdf
or

<external_item_reference_identifier>~<attachment_type>~<description>.<file_extension>

For example, External123~quote~mobilityproducts.pdf

Note: attachment type can only have the following:
Invoice «  Quote «  Other.

Presc (for prescription) - Receipt

»
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Evidence in

bulk for Support at Home invoice items continued

4. There are 2 options to upload documents:

1. Drag and drop files 2. Select the Choose file(s) button and

select multiple files

Select files saved and drag and drop them into A window will pop-up to select multiple files
the Invoice bulk file uploads window. saved at once.

5. Files that meet the filename template requirement will be auto matched.

If the invoice
number or
external
identifying
number in the
filename
template is

If the filename template requirement is not
met, then the files will appear in the Invalid

7

Unmatched files

The files below were unable to be auto-matched. Please drag and drop files to items manually to link.

Please follow the file naming template <invoice_id><item_number>~<attachment_type>~<description>.<file_extension> or

<external_item_reference_identifier>~<attachment_type>~<description>.<file_extension> to allow auto-matching on import,
ltem6~INVOICE.pdf m i

ltem7~PRESC.png i

ltem8~OTHER.pdf i

..)

incorrect, the file will appear in the Unmatched files table. You can drag and drop these files manually
to the correct invoice items.

Invalid files

The files below are invalid and unable to be linked to an invoice fiem.

files table. You must delete these files and © CR evidence upload.png

rename them correctly before attempting to
re-upload them. Go to invoice details

Please follow the correct file name template provided.




6. Once all files have been matched, select Attach files.

When completed, a validation tick will appear against each filename.

1. Select Go to invoice details.
The Requires information column will now display No against all
items that required a document to be uploaded.

Note: an invoice can be submitted once all
items in the Requires information column
display No.
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Claim submitted invoices

From the Quick links menu, select Claim current invoices.

All invoices under the Submitted invoices section are ready to be claimed.

Select Claim invoices.

Claim invoices




Amend claimed invoices

Claimed invoices can be amended in the ACPP to make updates to claimed invoice items.
Claimed invoices can’t be removed or deleted, but you can reopen and update the invoice to:
= return funds in full by keying $0 in the Service unit price field

= adjust the claimed amount.

Navigate to Claim details or Invoice search from the Quick find search bar to locate invoices to be
amended.

2.

Select the relevant Invoice ID to display the Invoice details screen and select Amend.

Continues next page.. ———Jp»




Amend claimed invoices continued

Select Update to amend the Quantity or Service unit price and Submit. Funding source may be
3. available to amend in some cases where a change in budget is applicable. If any items are subject to late
claiming rules, a late reason will be required.

]

. J/

After completing all updates, select Submit. The invoice will then be ready for claiming.

Note: if the Amend button was selected in error, you can select Submit without updating any
invoice items and the Invoice status will revert to Completed without amendments.




Additional resources

For assistance with claiming, refer to our Support at Home resources.

ve= Support at Home claiming tips v— Submit a Support at Home claim
‘J: infographic :‘,’E infographic

elearning invoice items simulation

@ Submit a Support at Home claim D Support at Home claims: Submit

Support at Home claims: Finalise
D the claim simulation

Transition to Support at
Home eKit
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Feedback

You can provide feedback on this resource
or any others via the Feedback form on
the Health Professional Education
Resources website.

It is helpful to include the specific resource code or title in
your feedback.

For this resource, please use the code ACPPBOOKS6.
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