
How to make a self-managed payment request. 
 

STEP 1 

Log on to the NDIS Participant Portal. 
 

STEP 2 

Select the tile titled ‘My Payment Request’ in the far-left corner of the screen. 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

STEP 3 
Select the option ‘Add My Payment Request’ 

 
 
 
 
 
 
 
 
 
 
 
 



STEP 4 
Complete the support date and then choose ‘Consumables’ from the drop 
down box titled Support Category 

 
 
 

STEP 5 
Complete the amount of your purchase 
 

 
 
 
 
 
 
 



 

STEP 6 
Tick the box titled ‘Declaration’ and then select the green button ‘Submit’ in 
the bottom right corner.   
 

 
 
 

STEP 7 
Be sure to keep a copy of your invoice to substantiate your payment request 
 
 

STEP 8 
The NDIA will remit funds to your nominated account within 48-72 hours. 
 
 

STEP 9 
When the funds are received, pay your Inekards Invoice and forward 
remittance to admin@inekards.com.au 
 
 

STEP 10 
 Your Inekards will be sent to you via Australia Post and delivered within 14 
days of payment notification  
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