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Update a Report or Add Additional 
Information  
Use this guide to add extra details or documents after submitting your 5-day report. It shows you 
how to find your submitted report in the portal and send your updates. 

Before you get started 

● Make sure you are logged in to the new NDIS Provider Portal using myID. You will need access 

permissions to submit reports. If you haven’t yet logged in, follow the instructions on 

Registered Providers Portal Login page. 

● Make sure you have your Reportable Incident Number ready before you start. 

● If you’ve received a request for information from the NDIS Commission through the portal, 

follow the instructions in Respond to a Request for Information (Reportable incidents). 

Finding your submitted report 

1. Click the Reportable Incidents tab on the home screen. 

2. In the section Manage reportable incidents make sure the tab Reportable Incidents is 
highlighted. 

 

https://www.ndiscommission.gov.au/registered-providers-portal-login
https://www.ndiscommission.gov.au/portal-quick-reference-guides#paragraph-id-5535078
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3. Select the down arrow next to the All Reportable Incidents list heading to access different views 
for this list or use the Search option. 

 

4. Look at the Submitted Reports within the table and find your report using the Incident Number 
or Incident Date field.  

5. Click the Case Number of the desired incident report to open it. 
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Adding additional information 

1. Click the Add Additional Information button. 

 

2. Add a descriptive title, enter the updates into the free text box or attach documentation to the 
form provided. Check the box if significant new information is being provided. 

 

 

3. Upload any supporting documents if needed. 
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4. Review your information to make sure it’s correct. 

 
5. Click Submit to send the updated information. You can now view this additional information in 

the related report tab. 
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