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How to complete your 

incapacity annual review  

 

You can complete your incapacity annual review in MyService. This means your details are 

kept up to date so we can keep paying you correctly.  

Your incapacity annual review task in MyService is the same as the ‘Annual review of 

circumstances’ form. If you do this task in MyService, you don’t have to complete the form. 

Note: This guide is only relevant if you are receiving incapacity payments. 

For support on how to apply for incapacity payments, see our ‘Apply for incapacity 

payments’ guide at Help using MyService | DVA (dva.gov.au). 

Getting started 

Before you get started, you will need: 

 the names and contact details of your medical practitioners 

 details of your recent work, domicile, superannuation and other benefits. 

You may also be required to provide supporting documents. This could include pension or 

lump sum payment documents, payslips or work contracts. 
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Note: This guide shows images of sample screens. The screens do not contain information 

about any real DVA clients.  

https://www.dva.gov.au/about-us/online-services/myservice/help-using-myservice
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Step 1 – Access your incapacity annual review task 

When it is time to complete your incapacity annual review, we will send an email to your 

myGov inbox. 

From the day you receive this email, you will have 28 days to complete your review. This 

includes uploading documents. 

You can access the annual review task from either:  

 your myGov inbox 

 your MyService home screen. 

From your myGov inbox 

Sign in to your myGov account and select the ‘Inbox’ on your myGov home screen. 

 

 

You will have an email from us titled ‘Annual review of your incapacity payments’.  

Open this email and select the ‘View Tasks Details’ link. To continue, go to ‘Step 2: Prepare 

for this task’ in this guide. 
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From your MyService home screen 

Sign in to MyService and you will see a ‘Tasks’ tile on your home screen. This shows the 

tasks that you have to complete. Select this tile.  

 

 

 

 

  

On your ‘Tasks’ screen, you will see ‘Annual review’ listed under ‘Outstanding tasks’. 

Select ‘Annual review’.  
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Step 2 – Prepare for this task  

You are now on the first screen of the ‘Annual review – Incapacity payments’ task. Here you 

will find an outline of this task, as well as details of our Privacy notice and Declaration.  

Have the following ready: 

 the names and contact details of your medical practitioners 

 details of your recent work, domicile (where you live), superannuation and other 

benefits 

 any documents that you can upload to support these details. 

Select ‘Next’ to proceed. 
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Step 3 – Provide your details 

You will now be directed through a series of screens where you can provide updates for: 

 previous medical practitioners 

 treating medical practitioners 

 changes to your circumstances 

 your superannuation and other benefits.  

Each screen will provide instructions specific to you. Depending on your answers, you may 

need to upload supporting documents. 
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Note: You can submit your review without uploading all the documents now, but you will 

need to provide them later to finalise your review. Step 5 shows you how to upload 

documents after you’ve submitted your review. 

You must upload all documents within the 28-day timeframe.  

Select ‘Save and next’ when you are ready to move to the next screen. 

 

 

 

 

 

  



How to complete your incapacity annual review 
 

7 
Last updated 05 December 2022 

Step 4 – Review and submit 

Once you have provided all your details, you will reach the ‘Review and submit’ screen. 

Here you can review the information you have provided.  

Select ‘Edit’ to return to a previous screen if you need to make any changes. 

  

 

 

  

Then select ‘Submit’ when you have completed your updates.  
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You will now see a screen confirming that your review has been submitted. 

 

You can select ‘Update my details’ to check your contact details are up to date so we can 

contact you if we need to.  

If you need to upload documents later, you will need to go to Step 5. Otherwise, you’re 

done! 
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Step 5 – Upload documents after you’ve submitted your 

review (if needed) 

On your MyService home screen, select the ‘Tasks’ tile. Here you will see that you have a 

task to complete.  

 

 

  

You will see ‘Annual review’ listed under ‘Submitted tasks’. 

Your incapacity annual review will remain as a ‘Submitted task’ until you’ve uploaded all 

the necessary documents or until one month after the due date. 

Select ‘Add documents’. 
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You are now on the ‘Add documents’ screen. This screen explains that you have submitted 

your task but not completed it. It lists all the documents you need to upload to complete 

the task. 

Select ‘Upload’ and attach your relevant files.  

  

 

If you have more than one document, select ‘Add another’ to upload it.  

You can also select ‘Remove’ to delete a document if you need to. 

Select ‘Submit’ to complete your annual review.  
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You will now see ‘Annual review’ listed under ‘Completed tasks’ on the ‘Tasks’ screen.  

 

 

 

 

 

 

 

 

You’re done!  

 

See our website for more MyService how-to guides. 

Contact us on 1800 VETERAN (1800 838 372) for support and advice. 

We welcome your feedback on this guide and our other services. 

https://www.dva.gov.au/about-us/online-services/myservice/help-using-myservice
tel:1800838372
https://www.dva.gov.au/about-dva/contact-us/feedback



