
How to create and submit an invoice
Plan Tracker Portal

Step 1: Click Submit an invoice on your left-hand navigation bar 

Step 2: Click “Create an Invoice”

Step 3: Then add a unique 
invoice number, the date of 
the service, and search to 
add the participant

Tip: to add a new customer 
you need their Surname, 
NDIS number and postcode.
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Step 4: Use the search bar to find the correct Support name or line item. 
Our handy Price Guide Wizard allows you to check the line item numbers 
and price limits and click “Add support item”

Step 5: Add details about the support - dates, total hours and rate. 

Tip: if you have multiple  
line items, enter the line 
item detail, hit the “Save 
Item” Button and the  
“Add another item”
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STEP 6: Once you have saved the line item/s,  tick the acknowledgement 
box, and press the “Submit for payment button”. 

You have successfully submitted your invoice 😊 


