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Checking EXTENDED NDIS plan 

Finance will send an email to Intake with any date changes for bookings in Brevity.  

Always call to gain consent and check that any details need adding, also complete intake if 

this has not been done previously. 

Example of email: 

  

You can also pull a report from plan management funding to check old plan dates – you will need 

to have PRODA open to check if the plan has extended or not.  

- Open Care Management 

- Plan management 

- Click “plan end date” to filer old dates to the top of the page 

 

 

 

 

 

 

 

 

 Open PRODA 

- Select Service booking 
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-  Open “view service bookings” tab 

 

- Enter client’s name, either first or surname NOT BOTH 

- Find the record relating to the client 

 

- Both records will need to be updated. 

- Open the first record  

- This will show the extended plan dates 
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- Select “update Allocation” 

- Funding should be able to be duplicated – this means the NDIA have allowed the plan to 

extended for a further 12 months and will effectively give the same amount of funding 

again. Increasing the funded booking.  

 

Tick box and select submit once you have updated the funding.  

- If the screen shows a red error across the top of the screen, copy and paste the amount 

given and paste into the appropriate line item.  
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- Tick the box and submit again.  

Go back to view service booking and follow the above steps to update any active bookings for the 

client.  

There should be plan management funding for monthly fees (not set up, you can only calim 1 set 

up fee) and plan management funding items for core and CB budgets.  

Client screen in Brevity now needs to be “synced” to pull the records from PRODA.  

- Open client tab 

- Select client 

- Enter client name – first OR surname 

- Double click to open file 

- Scroll down to “plan management funding” on the right hand side of the screen  

- Double click on the funding line item to open it 

- Click service bookings 
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- Click “resync Brevity Budgets” 

- Close 

- Save and close 

- Update the client checklist with new end dates 

- Add client note in notes TAB 

 

- Open emails 

- Create new email 

- Send email to ALL PLAN MANAGEMENT 

- See template below 
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