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Cancelling a payment request in the NDIS 
portal

• You have submitted a payment request.  But realise you have made a mistake. 

• Maybe you made a mistake by claiming twice, claimed from the wrong 

category or got the amount wrong

Don’t worry. It is easy to fix

• You can cancel the payment in the NDIS portal, even after you have been paid.

• When you cancel the payment  the NDIA can “offset” the payment , against 

future payments.  So it will all end up even.

• Here’s how to do it…



In the NDIS 
portal home 
page click 
‘payment 
request’



Click 
‘View my 
payment 
requests’



In the drop down menu click ‘view 
submitted payment requests’



You can select the date you submitted 
payment, support dates, OR simply click 
search.



Here is the list of 
payment requests in 
order starting with 
most recent. 
Find the payment 
you wish to cancel. 
Click the payment 
request number 



Click cancel payment 



If you are  sure you want to cancel, click 
‘yes’ 



On the top of the page it will say “you have successfully 
cancelled you payment request …” 
You will see in your list of payment request that it now says 
cancelled beside it.



And now you can 
get on with the 
rest of your day
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