Grant Claims
Overview
Introduction

This chapter explains how to find, save, and submit a claim.

Topic

You can also look up your existing claims and invoices, and
adjust a claim if required.
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Introduction to Invoices and Claims
Description

When Legal Aid NSW grants an application for legal aid, the
Grants Online system will generate pro forma invoices that you need
to complete and submit for payment.
Each pro forma invoice contains the items you are eligible for
claim for that particular matter.

Example:
One pro forma invoice may contain an item for
Family Court Interim Hearing expenses, another may
contain an item for Family Law Conferencing
expenses, and yet another may contain an item for
Care and Protection Stage 3(a) expenses.

When you complete and submit a pro forma invoice, this is
referred to as ‘making a claim for payment’ or ‘a claim’.

When to
claim

You need to complete and submit the invoice at the conclusion of
the stage for which aid was granted.

How to
claim

When you are ready to make the claim, you will need to take the
following steps to complete and submit an invoice:
Stage

Use the Submit New Claim function on the tool
bar to submit a claim.

Description

1

Find the pro forma invoice on the Grants Online system.

2

Type in the amounts you are claiming.

3

Enter a few fields, eg. Claim Date and Claim Reference

4

Submit the claim for processing.

5

Payment is usually sent to within a few days.
Continued on next page
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Introduction to Invoices and Claims,

Continued

Life cycle of As the invoice for Legal Aid passes through the different stages of
the Grants Online processing, the status of the invoice will change
an invoice

The table and diagram below show the life cycle
of an invoice as it passes through each stage.

from Active to Finalised.
Status
Active

Stage
Unsaved
(Grant)

Comments
The Grants Online system has generated a
blank pro forma invoice.

Active

Saved

You have saved—but not submitted—the
invoice payment claim.

Active

Submitted

You have submitted the invoice payment
claim.

Finalised

Certified

The claim has been certified.

Finalised

Paid

Legal Aid NSW has paid the invoice.
You can submit an adjustment to the claim, if
required.

Unsaved

Saved

Submitted

Certified

Paid

Invoice
Numbers

As soon as Legal Aid NSW grants the application, the Grants
Online system generates one or more pro forma invoices and
assigns each one a unique number.

3

Legal Aid NSW will quote all relevant invoice
numbers in the letter / email it sends to your firm
when advising the application’s success.

Sections of a Claim
Description

There are several distinct sections of the pro forma invoice. These
are described in more detail in the table below.
Section

Reference

Contains
• The Claim ID number will automatically
display once you have saved or submitted
the claim
• Claim status
• Invoice ID number
• Client and file details
• Assigned Practitioner details

Claim Details

• Date of the claim
• Your firm’s invoice reference
• Indications whether this is the final invoice
for this case or for this invoice
• Name of the Practitioner who completed the
work covered by the invoice

Work Items
(Fees and Disbursements)
Certification

These are the expenses – the fees and
disbursements – you are claiming.
Your certification that the claim is correct and
your acknowledgement that the claim and file
are subject to audit by the Legal Aid NSW.
Continued on next page
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How to Submit a New Claim
Example

An example of an invoice is shown below.

Note: The highlighted areas indicate the areas that
need to be completed when submitting a claim.

Description You will need to complete the following three
areas of the proforma invoice when you want
to submit a claim for payment:
• Claim Details
• Work Items
• Certification.
These are shown highlighted on the proforma
invoice below.
Note:

When you save or submit your claim, a
unique Claim ID number will
automatically generate at the top of the
claim. You can use this number in
subsequent transactions to locate this
claim.
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How to Submit a New Claim, continued
Follow the steps below to create a new claim.
Step

Action

1

Log into Grants Online.
The Grants Online Home Page displays.

2

Select Submit New Claim from the Grant
Claims section on the tool bar.
The Search for a Proforma Invoice page
displays, showing the Criteria and Advanced
Criteria sections.
Type in the search criteria you have on hand, for
example, the Claim ID, or Proforma Invoice ID
or File ID, into the corresponding fields. Or click
on the Client Id Pick List icon to search on the
client’s name and ID number.
Click the Search button in the top window button
bar.
A list of client names matching your search criteria
will display in the Search Results.

3

4

5

This claim can then be submitted or saved, as required.

Click on the Invoice ID number in the Search
Results for the invoice you require. (This will
display as a blue hyperlink in the Invoice
column.)
The claim details display on the Submit
Payment Claim page.
Continued on next page
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How to Submit a New Claim, continued

Step

Action

6

In the Submit Payment Claim page, complete the following
fields in the Claim Details section, as follows. Note; Claim Date
populates to today’s date.
• Enter your firm’s unique invoice reference, up to ten characters
into Your Claim Reference
• Select Yes or No, to Final Claim for this File?
Warning: If you select Yes, the Record File Outcome button appears
which will trigger a file closure process, and you cannot submit an
extension or any other application for this file. There may also be delays
in payment if you submit any further claims for payment.

6

• Select Yes or No, to Final Claim for Proforma Invoice?
Note: Yes must be selected if yes was selected in the previous question.
7

8
9

10

• Enter the Practitioner who performed work
In the Work Items section
• Enter Units to be Claimed - if the field is available
• Enter Exclusive amount to be claimed or Inclusive field
• Enter first court date and last court in both the Service Dates
fields – if the fields are available.
Check the Claims Details section for deductions of contributions
and claim totals.
Click on the Pick List next to the Certification fields to find the
practitioner’s name who certifies the claim. Note: the Pick List
must be selected for the saving or the submission of the claim
otherwise an error will appear.
Click the Submit or Save button
A message will appear “Claim was submitted successfully”
or “Claim was saved successfully”

9

7

7

How to Submit a Saved Claim

Step

Action

1

Log into Grants Online.
The Grants Online Home Page displays.

2

Select Submit Saved Claim from the Grant Claims
section on the tool bar.
The Search for a Claim page displays, showing the
Criteria and Advanced Criteria sections.
Type in the search criteria you have on hand, for
example, the Claim ID, or Proforma Invoice ID or
File ID, into the corresponding field.
Click the Search button in the top window button bar.
A list of Claim ID numbers matching your search
criteria will display in the Search Results.

3

4

5

Locate the claim you require in the Search Results.

6

Click on the Claim ID number in the Search Results
for the invoice you require. (This will display as a blue
hyperlink in the Claim column.)

Continued on next page
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How to Submit a Saved Claim,

Continued

7

The Submit Saved Claim page appears populated
details previously saved.
Complete, amend or update any details (refer to
Submit a New Claim for information)

8

Click the Submit Claim button in the top button bar.
The claim will be submitted to Legal Aid NSW
immediately.
A message will display at the top of the page to let you
know that your claim has been successfully submitted.
Note: If you decide to delete the claim instead, click
the Delete button in the top button bar.

9

If you need to return to the original Search Results
list, click the Back to Search button on the top
button bar.
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To close out of this window, do one of the following:
• Select another function from the tool bar
• Log out of Grants Online.
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How to find a Submitted Claim: Claim Enquiry = Tax invoice
Follow the steps below to find an existing claim.

Step

Action

1

Log into Grants Online.
The Grants Online Home Page displays.

2

Select Claim Enquiry from the Grant Claims
section on the tool bar.
The Claim Tax Invoice Enquiry page displaying
Criteria and Advanced Criteria sections.
Type in the search criteria you have on hand, for
example, the Claim ID, or Proforma Invoice ID or
File ID, into the corresponding field.
(Alternatively, you can use the Pick List function in
the Client ID field to search on the client’s name.)
Click the Search button in the top window button
bar.
A list of claims matching your search criteria will
display in the Search Results.

3

4

You can find both submitted and saved claims using this
procedure.

5

Locate the claim you require in the Search Results.

6

Click on the Claim number in the Search Results
for the invoice you require. (This will display as a
blue hyperlink in the Claim column.)
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How to find a Submitted Claim: Claim Enquiry = Tax invoice,
Finding a
claim,
(continued)

Continue the steps below to find an existing claim.

7

The Tax Invoice page appears with details of
the claim.
If you need to return to the original Search
Results list, click the Back to Search button
on the top button bar.

8

To close out of this window, do one of the
following:
• Select another function from the tool bar
• Log out of Grants Online.
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continued

How to find a Proforma Invoice
Follow the steps below to find a Proforma Invoice
Step

Action

1

Log into Grants Online.
The Grants Online Home Page displays.

2

Select Invoice Enquiry from the Grant
Claims section on the tool bar.
The Search for a Proforma Invoice page
displaying Criteria and Advanced Criteria
sections.
Type in the search criteria you have on hand,
for example, the Claim ID, or Proforma
Invoice ID or File ID, into the corresponding
field.
(Alternatively, you can use the Pick List
function in the Client ID field to search on the
client’s name.)
Click the Search button in the top window
button bar.
A list claims matching your search criteria will
display in the Search Results.

3

4

5

Locate the invoice you require in the Search
Results.

6

Click on the Invoice number in the Search
Results for the invoice you require. (This
will display as a blue hyperlink in the Invoice
column.)
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How to find a Proforma Invoice,
Finding an
invoice,
(continued)

continued

Continue the steps below to find a Proforma Invoice.

7

The Proforma Invoice Enquiry page
appears with details of the invoice.
If you need to return to the original Search
Results list, click the Back to Search button
on the top button bar.

8

To close out of this window, do one of the
following:
• Select another function from the tool bar
• Log out of Grants Online.
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Adjustments to Claims
You can submit an adjustment to a claim when:
When you
can adjust a • The wrong amount has been paid
• You have received a duplicate payment.
claim

Description

Note:
You will need to nominate the reason you are submitting the
adjustment, from the options on the Reason drop-down list.

You can adjust claims using the Adjust Claim function on the
tool bar.
The amount may be adjusted either negatively or positively
depending upon whether or not the claim has been previously
certified by Legal Aid NSW. These rules are outlined in the table
below.

Before Certification by Legal Aid NSW
If your claim has not yet been certified by Legal Aid NSW,
you can adjust the claimed amount either positively or
negatively.
View the status of the claim in Claim Enquiry search.
Multiple positive or negative adjustments to a claim can be
made until the claim is certified
Note:
However, you cannot claim for work items which were not on
the original claim.

You can view the details of your submitted claims and
adjust individual claimed amounts at the work item level.
Adjustments to claims can only be submitted
– they cannot be saved for submission later on.
Therefore, only start an adjustment if you know
you will be able to submit it straight away.

After Certification by Legal Aid NSW
If the claim has been certified by Legal Aid NSW, only negative
adjustments can be made once the claim has been certified.
You can make multiple negative adjustments to a claim until no more
work items can be adjusted.
Note:
You cannot make positive adjustments to claimed amounts. Instead,
you will need to submit a new claim via the Submit New Claim
function, if there are claimable amounts left on the claim.
Credit notes:
Any negative adjustments made to the claimed amount will create a
credit note transaction for a value of the difference between the
certified claimed amount and the adjusted claimed amounts.
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How to Adjust a Claim
How to
Adjust a
claim

Follow the steps below to submit an adjustment to a claim.

1. Log onto Grants Online and click on the
Adjust Claim link under Grant Claims menu.
2. Find the Claim and click on the Claim Id.
Adjust Claim window appears claim details
3. Original Claim details and Adjust Claim
details appear in separate grids.
4. Enter the New Adjustment details:
Exclusive to be Adjusted or Inclusive to
be Adjusted amounts, select a Reason from
the drop down list, and enter a Comment if
required.
5. Click on the Pick List icon at the end of the
Certification fields, and select the name of the
practitioner who will certify this claim.
The practitioner’s First Name and Surname will
display in the Certification fields.
6. Click the Submit button. A message appears
that the adjustment was submitted successfully.
7. A Credit Note is auto created if the original
claim was certified.
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