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Submitting a Claim to DSS
for Payment

Disability Case Portal (DCP)
Autism Advisor or Better Start Information and
Registration Service

This task card will take you through the process of submitting a Claim to DSS for
payment. The claim must already be created in FOFMS and have a status of
Ready for Submission.

Portal Access:

Access the internet and log in to DCP at https://portal.dss.gov.au/fofmsportal

Steps | Actions

1

Navigate to the Case Claims tab and click on the @ (Query) icon.

Home  Accreditations Actions  Activiies Cases [EGESGGINESE Clients Literature  Milestones  Payment Requests

Case Claims  Payment R

Case Claims List

Claim Id Activity |d Location Eligibility Stream Case ld Service Type Funding Madel Name
1-552005 1-FRTDTO AEI 1-4%77J0 Panel Services  AEI Panel Services
1-8520R2 1-FPTOTD AEI 1-55160F Fanel Services  AEI Panel Services
1-5688P.J 1-FPTOTD AEl 1-56880.J Panel Services  AEl Panel Services
1-5AJDTS 41MGCLI3 AEI 1-5AJDTT Panel Services  AEI Panel Services
1-5AJ0TW 4-1MGC1I3 AEI 1-54J0TT Panel Services  AEIl Panel Services
1-5AJ0UY 4-1MGCILI3 AEl 1-5AJDU1 Panel Services  AEl Panel Services
1-5PP4AS 1FPTDTD AEI 1-SARJAX Panel Services  AEI Panel Services

1-FPTOTO AEI Panel Services  AEl Panel Services

4-1 MGCLI3 AEN 1-5AJDTT Panel Services  AFl Panel Services
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https://portal.dss.gov.au/fofmsportal

Steps

Actions

Click the Claim Status drop-down and select Ready for Submission.Click on the [2/] (Go)
icon.

Home  Accreditations  Actions  Activities: Cases [CHIMENnIAN Clients  Literature  Milestones  Payment Reg

Caze Claims  Payment Reguests
Case Claims List

Claim Details Case & Claim Details

Claim Status b Rejected REASON |<Caze Sensitives o Eligibility Stream |<Case Sensitives| ¥

Claim Id | <Case Sensitives

Service Date Start

Service Date End GST Code |<Case Sensilives | ™ Caze ld ;-:L'.“FISE" Sengitivex| &

) 1 Claimed |
Service Cateqol L Case T |=Case Sensitives
oy (GST Excl) e |
Family — 7
Service Provided .ly L=l Client ld |<Case Sensilives
hved Claim L
; HL Payabl 7 |
Additional Description d‘?.CI ® & Client Last Mame |<Case Sensitives
aim |
Unit of Measure horised By |<Case Sensitives Client First Name ;:Ca‘ae Sensitives
Total Hours L t brised Date & CRN. |<Case Sensitive>

ary Date of Birth |

All claims with a status of Ready for Submission will then appear in the list view. Highlight
over the claim that requires submission.

Home  Accreditations Actions  Activities Cases Clients Literature  Milestones PaymentRequests Program Schedules  Reviews

Case Claims  Payment Requests

Case Claims List + 2 Qa @

Claim Id Activity Id Location Eligibility Stream  Case id Service Type  Funding Model Name Funding Model V Claim Status  Service Date Star Service Date End Service Category
I.»:.J,-p 90 43PVETIK Dobell Speech Patho.. AE1 43PVBJ36 Panel Services  AEI Panel Services 1 Ready for Subm_28/01/2017  28/01/2017  Serviee I
< T [ >
W Previous Page # Previous Record Newt Record . Next Page 1

Check all fields are correct and then to submit the claim, click the Claim Status drop-down

and select Submitted.
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Steps | Actions

- -
Case Claims Details
Claim Details Case & Claim Details
Claim Status + Aejected Reason 2 (B} Eligibility Stream  AE| | e
= Total Amount Ch d
Service Date Star i o $6,000.00 Claim id+ 43PVBJSD
4 (GST Excly#
Submitted | o
Service Date End « GST Codes OutOf Scope  |v Case id# 4-3PVBJ36 | L
I | |
| Amount Claimed
o w E
Service Category = Service I (65T Excl) + 56,000.00 Case Type AEl
| Family
P T | fient I 3P
Sarvice Provided s Therapy Based | Approved Claim o Client 1d  4-3PVEBINYT
s s P
Additional Description Extended Fund = ayble o Client Last Name FORDE335
[E] Claim
|
Unit of Measure « Session | b Authorised By Client First Name ADAM7TSS
Tetal Hours | 000000700 Authorised Date | & CRMN 8413289828
ay 1 Dave of Binh  27/01/2010 | @
Activity Details Payment Details Cancellation Details
|
Activity Id« 4-3PVETIK | = Claim Payment Status Mot Applicable | Claim Cancellation Status Mot Applicable | e
Title AELS Payment PR Id Cancellation PR I1d
1 |

S Click on the @ (Menu) icon and select Save Record.

Case Claims List + <+ a @ -~ o
[
Claim id Actiity 18 Location Eligibility Stream  Caseld ServicaTyps  Funding Model Name Funding Model V Claim Status  Servica Date Star ceCategory  Sarvice Provided u s
43PVBJSD  43PVE7IK  Dobell Speech Patho. AEI 43PVBI36  PanelServices  AEI Panel Services ' Swmined  2801/2NT  280W201T  Serviee TherapyBased ExtendedFund St piy

— ! \ I i

W Previous Page  Brevious Record Next Record . Next Page #
Case Claims Details +
- . - cord [Ctri+U]
Claim Details Case & Claim Details N
Claim Starws « I Aejected Reason ca ligioiity Sueam AE! |~ ST
Service Date Starts 28012017 | @ T°'°‘”‘°\"”C";”E“‘" £6000.00 Claim id s 43FVBIOD R Sl
xel) & ‘ Copy Record [Ctri+
Service Date End s 2B/01/2017 | @) G5TCodes OuiOfScope | Caselds 43PVRI36 |= e
Service Calegory + Service ~ ""‘““";‘f:‘:i“’b $6000.00 CaseType AEI New Query [Alt+Q)
Service Frovided » Therapy Based | v App'm;’fa‘i‘:‘ Clientid. 43PVBIVT Aun Query o
st bescrpion. EMenOes o 3 Fare Clene Last ame: FORDE395 Refine
Unit of Measure »  Session v Authorised By F1COXCE Client Fust Name  ADAM759
Total Hours |0000001:00 Authorised Date 10/052017 | CAN B413280328
ay 1 Date of Bith 27/01/2010 i
Activity Details Payment Details Cancellation Details
activity ld+ 43PVETIK | claim Payment Status Pending ™ Claim Cancellation Status. ot Applicale |~
Title AELS Payment PR Id Cancellation PR Id ST

Need Help?

For further assistance please contact the GPS Helpdesk on 1800 020 283 or email
GPS.Helpdesk@communitygrants.gov.au
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