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You can manage your Acute Support Package in MyService by reviewing your package and
support plan details. You can also upload service receipts if you need to as part of your
support package.

If you don't have a MyService account, see our ‘Set up a MyService account’ guide at Help
using MyService | DVA (dva.gov.au).

If you have trouble following this guide, speak to your case manager on 1800 VETERAN
(1800 838 372).
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How to manage your Acute Support Package

7 MyService

Step 1 - Select ‘Acute Support Package’

Sign in to MyService and select ‘Acute Support Package’ on the home screen.

Note: Your home screen might look a little different to the one shown here. Look for

'Acute Support Package’ under ‘Services and benefits'.

# MyService

24hr counselling and support services Return to r.!lg'

Good afternoon

(&3
Help

Tasks

No new tasks

Services and benefits

Apply now

What can | apply for?

B Request review of decision
[E Claim travel expenses

& Book transport

228 Acute Support Package

Claims

No claims

Your information
& My details

= Service history

& Payment destination
- Representation

=) Accepted conditions
@ Correspondence

= View all

Your card

Veteran

Specic Conditions

File No,

e

Card expires

. or on recall

S | Fov what they have done, this we-willdo

View card details >
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Step 2 - Access your support package information

On the Acute Support Package screen, you will find a series of tiles. By selecting these, you
will see information about your package.

Note: These options may look different for you depending on your package.

24hr counselling and support services

#~ MyService
& Back to home (&
Help
Acute Support Package
| If your circumstances change in a way that may impact your Acute Support Package,
please call us on 1800 VETERAN (1800 838 372)
To manage your Acute Support Package, you can:
SN Selecting each of
+ teview your historical support transactions. these tiles will show
See Acute Support Package FAQs 2 for more information, yOU different
information about
o 0 your package.
D |~
Current support Package details Transaction
history
Current support
Select the 'Current support’ tile to see:
e your support period timeframe and funding allocation
e upcoming review dates
e your transactions for this period and track their status.
‘D
Current support Package details Transaction
history <
Help

See Current support
m porta nt \ Yeur current support is available from 27 June 2022 - 26 June 2023.
DVA has provided $3,130.00 in support services for your current plan/s.
dates here. The next review with your case manager is 26 June 2023.
Date on receipt Service Payment to Status Amount Trac k
6 September 2022 Capacity building <kills ~ vou In progress $20.00 K transactions in
. '

the ‘Status

5 September 2022 Childcare Provider Paid $200.00

column.
5 September 2022 Respite care You Accepted $450.00
Show more
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Package details

Select the 'Package details’ tile to see details of your package and each of your support

plans.

Within your support plan overview you can:

expand the ‘Services’ heading to see the services you are eligible for, as well as the
timeframe and funding allocated to them

expand the ‘Wellbeing goals' heading to see the wellbeing goals set for your plan.

[ D
Current support Package details Transaction
history
Package details
-
Package created 21June 2022
Last updated 5 September 2022
Case manager
Support plan 1
Support plan ID ASP2759892-001
Start date 27 June 2022 Expand to
End date 26 June 2023 view details.
Services v /
Wellbeing goals v
b
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Transaction history

Select the ‘Transaction history’ tile to see your past support transactions. Transactions are
grouped into 3-month periods.

Select the funding period heading. For example, select July — September 2022’ to expand
the table and see the details.

Your past plan
Transaction history activity will

October - December 2022 -~ / appear here.

Date on receipt Service Paymentto  Status Amount

You currently have na transactions for this period

Note: You don't need to continue to read this guide if your support plan doesn't require
you to submit service expense receipts.
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Step 3 - Upload service receipts (if needed)

If your plan requires you to upload service receipts, you will also see an ‘Upload service
receipts’ tile. To upload service receipts, select this tile.

Acute Support Package Lo

If your circumstances change in & way that may impact your Acute Support Package,
please call us on 1800 VETERAN (1800 838 372).

To manage your Acute Support Package, you can

= upload receipts from your service provider to meet the requirements of your package
« track your current support transactions
« view the details of your package and support

« review your historical support transactions

See Acute Support Package FAQs ¥ for more information

E D

Upload service Current support Package details Transaction

receipts history

After selecting the ‘Upload service receipts’ tile, you will now be on the ‘Upload service
receipts’ start screen. This is where you can upload receipts in line with the requirements of
your support plan.

You can add a number of service receipts, which will appear as a list in this table. You can
submit them together. We recommend adding no more than 10 at a time.

Select ‘Add service receipt’ to add your first receipt.

24hr counselling and support services Returnto Gowy

4~ MyService

: a Q
Upload service receipts Help

Service Receipt date Amount Actions
No service receipts added
Select ‘Add
: service
Add your first receipt > Add service receipt .
receipt’ to
add your
first receipt.
By clicking Submit service receipts you confirm this information is truthful and accurate.

Previous Submit service receipts
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Add a service receipt
Provide the details of your service receipt.

Start by expanding the ‘Select service’ drop-down and choosing which allocated service
the receipt you are uploading relates to.

Then enter the date and total service amount shown on the receipt.

24hr counselling and support services Retum 10 Gy
# MyService
Upload service receipt Hao

@ What you can upload

Upload a receipt that shows your spending on support plan services

Make sure the receipt you upload includes the:
* type of service
* name of the service provider
* date of the service
« total amount billed

-- Select service --

Capacity building skills kcessed against your support plan by DVA.
Childcare

Respite care

Academic support for children

Wellbeing support

Transport

Counselling

Meal delivery/preparation

Home help /

-- Select service -- v

Date on receipt (dd/mm/yyyy)

dd/mm/yyyy (=]

Total service amount

$ 000

Select document to upload
Accepted file types include pdf, jpeg and png. Maximun file size is SOMB.

Service receipt
Provide copies of documents that show your spending on support plan services.

Select 'Upload’ and attach a pdf, jpeg or png file of your service receipt.
Ensure the file you're uploading clearly displays the:

e type of service

e name of the service provider
e date of the service

e total amount billed.
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Note: For each service receipt you add, you can only attach one file. If you upload the
wrong file by mistake, select ‘Remove’ and then ‘Add another’ to upload the right one.

You can also include additional information about your receipt in the space provided, but

this is optional.

Select 'Add service receipt’ when you're done.

16/06/2022 &}

Total service amount

$ | 200

Select document to upload
Accepted file types include pdf, jpeg and png. Maximum file size is SOMB.

() service receipt
Pro s of documents that show your spending on support plan services.

ser LPNG

Add another

Is there anything else about this receipt you would like us to know? (optional)

(1800 838 372)

<+

Remove

If you experience issues with uploading, you can contact your case manager on 1800 VETERAN

g—
Cancel ‘ Add service receipt ’

N

Help

Department of Veterans’ Affairs

Al Governaten Disclaimer 2 Privacy and security @ Copyright @ Terms of use Feedback

Department of Veterans' Affairs 2

After you've added a receipt, the receipt details will appear in the list and you will see a

green tick at the top right of your screen.

You can ‘Edit’ and ‘Delete’ receipts from the list before you submit them. You will find

these options in the ‘Actions’ column.

#~ MyService

Your service recaipt has been added. @

Upload service receipts

Service Receipt date Amount

Capacity building skills 1Sep 2022 $12000

Actions

Edit Delete

Add your next receipt > ‘ Add service receipt

You can Edit or

Delete service

receipts before
you submit them.

=
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Add another receipt
Select ‘Add service receipt’ to add more receipts.

When you're ready, select ‘Submit service receipts'.

Note: Your receipts won't be processed until you select ‘Submit service receipts’. From

here, they will be submitted to us for review.

24hr counselling and support services v/

Z#~ MyService

- Your service receipt has been added. €

Upload service receipts

By clicking Submit service receipts you confirm this information is truthful and accurate.

‘ Previous

Service Receipt date Amount Actions

Capacity building skills 1 Sep 2022 $120.00 Edit Delete

Add your next receipt > Add service receipt
—

Submit service receipts /

Q

Help

“Sigisf™ Department of Veterans’ Affairs

& Australian Government Disclaimer & Privacy and security @ Copyright @ Terms of use Feedback
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Save a draft of your receipts

If you move away from the screen before you select ‘Submit service receipts’, your list of
receipts will be saved for you as a draft.

When you return to the Acute Support Package screen, you will see an orange notification
box with a link to ‘Return to upload service receipt’. Select this link to complete the
uploading process.

24hr counselling and support services v Return to ey

# MyService

& Back to home (&
Help

Acute Support Package

/ A Return to upload service receipt - You have existing service receipt items that have not
been submitted.

If your circumstances change in a way that may impact your Acute Support Package,
please call us on 1800 VETERAN (1800 838 372).

To manage your Acute Support Package, you can:

* upload receipts from your service provider to meet the requirements of your package
« track your current support transactions
* view the details of your package and support

 review your historical support transactions.

See Acute Support Package FAQs @ for more information

El D

Upload service Current support Package details Transaction
receipts history

Important things to note about saved drafts:

e You need to either update or submit your draft within 90 days of saving it.
Otherwise, the uploaded receipts will be removed from the system.

e Each time you update a draft, the system timer is reset to 90 days. This means you
have 90 days to either update the draft again or submit it.

e When you have a draft saved, you can't upload other service receipts. You need to
either resume or delete that draft first.

e You can only have one draft saved at a time.

10
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Track status of uploaded receipts

Once you have submitted your service receipts, you will be directed back to the Acute
Support Package screen. Here you will see a green tick at the top right of your screen
telling you your service receipts have been submitted for review.

Your new service receipts will show up in the ‘Current support’ summary list with the status
of 'In progress’. This status will update once we have reviewed your receipts.

You can view the status of a receipt any time you visit MyService.

2ahr counselling and syt

MvServi @) Your service raceipts have been submitted far review. €3
4~ MyService

< Back to home r
Q
Acute Support Pack =
@ If your circumstances change in a way that may impact your Acute Suppert Package,
please call us on 1800 VETERAN (1800 838 372).
To manage your Acute Support Package, you can:
+ upload receipts from your service provider to meet the requirements of your package
 track your current support transactions
+ view the details of your package and support
= review your historical support transactions,
See Acute Support Package FAQs i for more information.
Upload service Current support Package details Transaction
receipts history
The status will
.
appear as ‘In
Current support progress’ until
Your current support is available from 11 July 2022 - 1 September 2022 reviewed by us
DVA has provided $0.00 in support services for your current plan/s.
If you have any support needs, contact your case manager on 1800 VETERAN (1800 838 372).
Date on receipt Service Payment to Status Amount
1 September 2022 Academic support for You In progress $50.00
children
1 September 2022 Academic support for You Accepted $2.00
children

If you need further help or support managing your Acute Support Package, you can
contact your case manager on 1800 VETERAN (1800 838 372).

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.



tel:1800838372
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