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Setting up a new client file in Brevity 

- Initial call/email or request for service 

- Ask for a copy of the NDIS plan to be emailed to intake@headwaygippsland.org.au  

- Save NDIS plan to following file path 

- V:\Client Services - Headway Documents\DOCS - IN PROGRESS 

- Discuss intake questions – always ask for primary disability – put this into the intake referral 

notebook.  

Open Brevity 

Click Client tab 

Click New 

Fill in details as per below – be sure to include all details during the phone call/email etc  

Start at the top and work your way down the screen, ensuring you fill out all details possible to 

adhere to audit and compliance. Complete all asterisk sections, and any other sections that 

you deem relevant such as preferred name.  

- Title drop down 

- Gender 

- Preferred support worker (if applicable) 

- NDIS Number – ensure this is correct from NDIS plan 

- Statement preference (discussed at intake how would the client like to receive their monthly 

plan management statement – if plan managed) 

- DOB 

- Family Status drop down 

- Living arrangements – relates to specifically if alone (no other dependants) or in a 

Supported independent living (SIL) 

- Citizenships 

- Indigenous 

- Primary Disability drop down (if not listed the add to the condition description box) 

mailto:intake@headwaygippsland.org.au
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- Mobility aid (do they use a wheel chair) 

- Emergency support level (always NONE if plan managed), 1:1 and SC will require a 

support level and can be confirmed by engagement coordinator 

Complete the clients address details in “contact details” 

Always include an email unless they advise they prefer another form of contact  

- Click save now 

- Continue from where you were at the “related contacts” section 

- Click the plus to add emergency contact person if applicable.  

It will open the below screen 
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- Complete asterisk items and always include a phone number and/or email 

- Click Save 

- Click close 

- Complete intake questions – include as much detail as possible, if they are only wanting 

plan management stop at the section as shown below 
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If they are wanting 1:1 supports, Support Coordination, Homecare and or Social Support Groups 

please completed all intake questions past the above section. 

Scroll to the top and complete the ride hand side of the screen as follows 

- Headway Services click the service they are wanting to yes. 

 

- Program relates to the service – if plan managed its PLAN, if they receive SC and PM then 

always use program SC 

 

- Entry date is the date you are entering details.  

- Service location related to direct service always 

 

If they are wanting all support except Plan Management follow the Set-up Client funding 

Procedure 

 

Add client goals to the client goal section on the lower right side of the client screen. 

 

Once all these steps are complete save and close the file. 
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Obtaining consent – adding notes 

- Complete intake over the phone or in person with participant/nominee.  

- Notes to be added to notes tab on main client screen in Brevity., and to the checklist section under Headway 

Services Consent – add plan end date and mark as complete. 

 

Template to be used as below. 

  

Preparation of Intake Documents 

 

Intake documents including Service Agreement outlining Schedule of Supports prepared for plan dated (Start 

Date) to (End Date)   

Verbal consent given by (name & relationship to participant) to provide/continue Headway Gippsland services for 

Plan Management/Support Coordination/1:1 Supports and for Headway Gippsland to liaise with other 

people/organisations as per listing contained in Service Agreement.   

Welcome Pack including Participant Handbook, About us, Compliments/Complaints, Plan Management Local 

Service Providers and Plan Management Consumer Information sent by email/mail. 

Documents emailed/posted to (name & relationship to participant) to be reviewed and signed, writer to follow 

up if documents are not returned within 2 weeks.  

 

Request for Service 

A request for service is often submitted through PRODA by NDIA for headway to become the 

Support Coordinator or renew support coordination of a current client.  

- Open PRODA 

- Log in with credentials follow the 2-step verification 

- Click on my Ndis provider portal 

- Click on the box Request for Service 

 
- If there is anything requiring attention, it will look like the below picture 
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- We should also receive an email from Finance advising there is a new Request for Service 

sitting there. 

You then will click on the highlighted numbers under request ID, and it will give you some 

information that you send onto the Support Coordination Manager and the Support Coordination 

Assistant to find out if they wish to accept or reject the RFS 

Please refer to the intake and Support Coordination process for more details. 

Adding Client Funding 

This is for support coordination, 1:1 support work, Home Care and SSG social support groups.  

- Open Brevity 

- Open Client Tab 

- Select Client  

- Search for the client with either first or surname.  

- Double click on client name 

File needs to be double checked for compliance.  

- “Support Workers” need to be linked and updated with current employees only.  

Please use this for support coordinators. Engagement Coordinator will update the 

link for their own LSO staff 

- Find client funding on right hand side of the main client screen 

 

- If you are updating the file with a new plan then double click the funding record to open it.  

- If you are entering a new funding record follow the steps to add the funding in the next 

section.  
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Funding needs to be unpublished and deactivated.  

- Click unpublish 

- Click ok 

- Click deactivate 
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- Click Save 

- Click close (this will finalise the deactivation.  

- Click save on main client file.  

- Scroll back down to the client funding record section 

- Click the plus sign 
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- Complete the required fields based on the NDIS plan  

- If the funding line item you are loading is for social community access then the funding 

source will relate to how the funding is managed i.e. plan managed or NDIA managed  

 

OR 

If you are loading support coordination funds check how this funding is managed to ensure you 

are selecting the correct funding source.  

 

- Click funding source 

- Options will show as a list. Select appropriate based on service as mentioned above.  

Plan managed funding is PLAN, NDIA managed funding is NDIS, Support Coord funding 

that is plan managed will also be PLAN and have an “invoice to” section to be included. i.e. 

headway Gippsland.  

- Click which source you require 
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- Click price list 

- Select most recent 

 

- Enter start date as the NDIS plan start date  

- Enter end date as the NDIS plan end date  

- Budget is what is shown on NDIS plan 

 

- Click save 

Now you will need to enter the service 

- Click on the plus in the services section 

 

- Click service type (this relates to the service being provided. i.e. coordination of supports) 
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- Enter budget as per NDIS plan 

- Click the yes buttons on the right-hand side for billing purposes. (for 1:1 Supports 

applicable) 

- Click save 

- Click close 

- Click save on main funding 

- Now publish the funding 

- Click publish 
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- And click OK 

- Click close 

Adding Plan management funding  

Open Client file – enter client first name or last name 

Double click on client name 

Find Plan Management Funding – right side of the screen half way down 

Click on the plus in the right corner (shown below) 
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1. Click new 

 

 

 

 

 

 

 

 

 

 

 

 

2. Enter client name (as above) 
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3. Funding source – relates to what services your loading for the client. At the moment we 

only use this section for plan management so the funding source will always be PLAN 

4. Pricelist – refers to current list. i.e. Jul 22 

5. Price guide – state your located i.e. VIC (NSW, VIC, QLD, ACT) 

6. Service Agreement start date – Brevity automatically picks up the dates from PACE. 

7. Completed below –  

 

 

 

 

 

8. Click Next 
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This section pre-populates.  

Check that charge set up fee line is marked as “YES” 

Check that Charge Service Fee line is marked as “YES” 

Click Next  

 

This screen is advising of the charges for both service and set up 

Click Finish 
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Select Leave 

You will now see the funding screen for the clients NDIS plan.  

 

Click the pen on the budget to alter the line items to match the NDIS plan and ensure funding is 

split across the consumables, daily activities, and social comm access line items to meet the client 

plan needs. ( unless the client has a PACE plan, then this is automatically aligned) 

See below 
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You can add a line item if it hasn’t appeared by clicking the green +Add Budget button on the top 

right corner of the screen (see above) 

When finished, click Save 

Then, close 

Check that the clients funding has synced to PRODA by managing service booking on the plan 

management funding screen 

 

 

Click Resync Brevity Budgets 
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Green success box will appear in top right corner.  

Click close 

Click save on top left of the screen 

Click Close 

Now email allplanmanagement@headwaygippsland.org.au 

Subject of email line should be 

e.g. Logan Simpson – funding loaded 17/10/20 

This is to advise the plan management team that a new plan had arrived and the date of the 

commencement.  

Client Checklist 

The checklist must be updated in accordance with compliance and audit requirements. Monitored from the 

main client screen in Brevity, documents and dates must be relevant to the NDIS plan.  

The checklist must be updated if there are any changes to the NDIS plan dates – this includes the plan 

being extended and the plan ending.  

Documents are to be uploaded against each checklist item.  

Client Checklist is the only area of Brevity where you can DELETE the old document and replace it with the 

new one.  

mailto:allplanmanagement@headwaygippsland.org.au
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- Red cross indicates the checklist item is expired 

- Green tick indicates the checklist is completed and current 

- The pending circle indicates we do not have the signed document; make sure you add the plan end 

date. 

- When an item is completed, and you have the document 

- Click on the relevant line 

- The below will open 

 

To upload the document  

- Click document 

- Click Upload files 
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- Find the document in DOCS – IN PROGRESS (this is where you will always save your documents) 

V:\Client Services - Headway Documents\DOCS - IN PROGRESS 

- Find the document and click open 

- Enter Expiry Date – this is the plan end date 

- Change status to completed (only change the status of the Service agreement to completed when 

the signed document is uploaded 

- No description is needed unless the document is not required. Then the note says NA 

- Click Save 

 

 

“Headway Services Consent” – the below template is used in the notes section and the date listed is the 

end date of the current NDIS plan. No document is required for this section.  

Preparation of Intake Documents 

 

Intake documents including Service Agreement outlining Schedule of Supports prepared for plan dated (Start 

Date) to (End Date)   

Verbal consent given by (name & relationship to participant) to provide/continue Headway Gippsland services for 

Plan Management/Support Coordination/1:1 Supports and for Headway Gippsland to liaise with other 

people/organisations as per listing contained in Service Agreement.   

Welcome Pack including Participant Handbook, About us, Compliments/Complaints, Plan Management Local 

Service Providers and Plan Management Consumer Information sent by email/mail. 

Documents emailed/posted to (name & relationship to participant) to be reviewed and signed, writer to follow 

up if documents are not returned within 2 weeks.  
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- Enter the details in the blank spaces from the template above.  

- Click save 

- Click close 

 

Don’t add a date to the checklist item that is not required (e.g., if a new service agreement is required, the 

Schedule of support is not needed, so it will be marked complete NA). Just mark it as complete and write 

NA. 

All documents are to be added to the document section and the checklist. 
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Prepare Documents 

Follow the link below to locate the appropriate documents to what service is being provided (see Intake and 

referral procedure flow chart) 

Support Coordination Assistant to complete the Conflict of interest, Support Coordination Agreement, and 

OHS checklist 

Client Service Engagement Coordinator to complete Support Plan and get Life Skills Officer to complete the 

OHS checklist upon arrival at first shift 

 

Q:\1-Forms 
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- Open Service agreement 

- Complete all sections accordingly.  

- Schedule of Supports on page 10 must include cost per line item and reflect the service being 

provided – See example below for all services, support coordination, plan management, 1:1 and 

social support groups.  

 

 
When you have completed the agreement, you need to follow the instructions below for posting.  

 

- Print 2 x copies (1 is client copy, 1 is to have sign here sticker and will be headway copy) 

- Prepare welcome Kit as above – this can be emailed or posted. 

- Include stamped return envelope with documents and welcome kit.  

If participant is a child, please address envelope to parent/nominee 
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If participant has a nominee, please address envelope to nominee and post to nominee address 

If participant lives alone, please address to them.  

If participant requested documents be emailed to support coordinator, then please use the below template 

and ensure all documents from welcome kit are attached.  

 

- Wording for template (please copy and paste) 

Good morning addressee/nominees/support coord 

Thank you for choosing/continuing services with Headway for participant name 

I have attached a documents including a welcome kit that explains some key policies with Headway. 

The extra document for signing is a Service Agreement, we require this to be returned when 

possible.   

If you have any troubles with the attached information please let me know and I can arrange to have 

them posted out for you.  

- Open client tab 

- Click Client 

- Enter client name 

- Double click on client to open file 

- Click notes tab 

- Include note stating below 
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- Note for Support Coordination documents as below 

 
 

- Unsigned document to be saved as UNSIGNED in the heading in the below link 

 

V:\Client Services - Headway Documents\DOCS - IN PROGRESS 

 

- Upload the unsigned copy to the Client Checklist under the appropriate document list  

- Upload the unsigned copy to Document TAB in the Service Agreement – Headway folder.  

The Support Coordinator assistant will develop and email documents to the Support coordinators and 

upload them as the procedure states above. 

Use the template below as your email,  
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When the signed copies are returned, they can then be deleted. (in the checklist only, the document section 

the unsigned copies can be archived)  

Checking Extended plans 

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/PACE open to check if the plan has been extended or not.  
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- Open Care Management 

- Plan management 

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

 

 

 

 

 

 

 

 

 Open PRODA/PACE  

- Select Service booking 

For the PACE relationship – please see page 8. 

 

-  Open “view service bookings” tab 
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- 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 

- In another tab, open the plan to see budgets and ensure these align with what I update 
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- Select “update Allocation” 

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

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

again. Increasing the funded booking.  

 

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

Go back to view service bookings 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 claim 1 set-

up fee) and plan management funding items for core and CB budgets.  
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PACE SYNC APPLIED HERE - The client screen in Brevity now needs to be “synced” to pull the 

records from PRODA/ PACE.  

- Open client tab 

- Select client 

- Enter client name – first OR surname 

- Double-click to open the 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 

 

- Click “resync Brevity Budgets” 

- Close 

- Save and close 

- Update the client checklist with new end dates 

- Add client note in notes TAB 
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- Open emails 

- Create new email 

- Send email to Invoice enquires and finance 

- See template below 

 

 

  

Checking Ended plans 

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: 

From: Brevity Care Software <alert@brevitycaresoftware.com>  

Sent: Wednesday, 5 April 2023 9:45 AM 

To: Finance <finance@headwaygippsland.org.au> 

Subject: Participant Plan Dates Changed 

 

If applicable 

mailto:alert@brevitycaresoftware.com
mailto:finance@headwaygippsland.org.au
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Hi, 

Just notifying you that The End Date for plan 'Hough, Lucinda - 9223 - Pending - 04/22 to 03/23' has been 
changed from '07-Feb-2023' to '07-Feb-2023' 

- Brevity  

- Open PRODA 

- Click Client Tab 

Select Client 

Enter the client name from the email. 

Click on plan management funding, which is found on the right side of the main client screen.  

If the service booking date has passed, funding needs to be amended to “pending” 

 

- Email or phone call is then made to the participant/nominee or Support coordinator (if one is listed) 

chasing a copy of the new plan.  

Note to be added to notes tab top of client screen.  

- Template to be used – “Email chasing a copy of the new plan.” 
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Follow up 2 weeks later – you need to pull the report in the plan management area by searching pending 

plans with an old end date. See steps below 

- Client Care Management 

- Click plan management 

- Click on the wording “plan end date” to filter by the end dates 

 

- Funding source should show pending, this will give you the list of clients you need to follow up.  

No response after 2 weeks – please make client inactive and add to Excel spreadsheet – See Monthly 

reporting procedure 

Deactivate client file – see procedure deactivate client.  

If the client's plan is a PACE plan, the client will drop off PACE; we will receive the below email. 
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You will then get another email as follows 

 

Please then follow the gain consent and load Plan Management funding procedures. 
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Monthly Intake Report – Excel Spreadsheet 

This report is to remain open on your desktop daily, it is a live document that is to be updated each time you 
receive 

- New client 
- Pending referral for a service at Headway 
- Renewing NDIS plan  
- Extension of a current plan 
- Exits  

Link for file 

V:\Intake 

This spreadsheet is pretty straightforward; just add the date, clients name, depending If they are PM, SC, 
1:1, HC or SSG, click on the one most relevant to this client and type Extended, renewed, or new 

Extended – If their plan was extended for a further year 

Renewed – is a returning client with a new plan 

New – new client 

Then for the hours for SC, 1:1 and HC place them in the relevant boxes, as what the hours are for the 
month. 

This spreadsheet is to be emailed on the 1st day of each month; it is to be emailed to the following 
departments, as seen below. 

HR/Operations manager  

General Manager  

CEO 

Support Coordination Manager 

Plan Management/CRM Technical Administrator 
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Marketing 

 

Deactivating a client file 

Files can be deactivated for a number of reasons 

- Failure to make contact after a plan has ended 

- Request to cease services 

- No longer receiving NDIA funding.  

Open Brevity 

- Click the clients tab 

- Click Client 

- Type in client first OR surname and double click the name to open file.  

- Enter Note – Select the notes tab (this will be the email outlining the decision to cease services or a 

note to state failure to contact after the plan ended letter has been sent.  

- E.g.  
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Funding records also need to be deactivated.  

- Open plan management funding on main brevity client screen 

- Select deactivate 

- Select save 

- Close 

Client Checklist items are to now be deactivated 
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Click on each item separately and select deactivate.  

- Click save 

- Close 

- Complete with each line 

- Close checklist 

- Select save – top left corner of main client brevity screen 

There should now be no dates or ticks listed on the client checklist as pictured above.  

Click deactivate  

- Select the reason from the drop-down box relating to the reason why the participant is leaving 

Headway.  

- Enter comments. i.e. no contact. OR ceased services, moving to another provider.  

- Click deactivate  
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Send a bulk email to all staff listed below to advise of the reason why the client is being deactivated and the 

date service booking will be closed.  

Example.  
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(If applicable) 

(If applicable) 
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