
1. Sign into the S100 HSD Co-payment Program Portal.
• Go to the My Applications page.
• Click on the application that requires resubmission.

Please note: An application that requires resubmission will be in ‘Draft’ status. 

• an invalid or incorrect patient Medicare number
• a previously claimed item
• a future dispensing date
• an invalid or incorrect patient postcode

User guide: How to re-submit an 
application if returned to ‘Draft’ status 
The purpose of this user guide is to explain the steps to re-submit an application 
after it has been returned to ‘Draft’ status. Sometimes an application will be 
returned to ’Draft’ status due to an error found in the claim items.  

When your application is returned to ‘Draft’ status, you will receive an e-mail outlining the 
errors in the application. It’s then your responsibility to rectify and re-submit the claim. 

The most common errors are caused by: 

Once the errors in the application have been resolved and the application has been re-
submitted to the S100 HSD Co-payment Program Portal (the Portal), the processing of 
payment for all items in the application can occur.  

How to re-submit your application 

https://www.s100.guildsolutions.com.au/


2. Click Edit. This will take you to Page 1 of the current application.

• Click the hyperlinked file name appearing in the green strip under Upload
Attachments. Clicking the hyperlink will start downloading the claim template you
have already submitted.

• Click on the item that needs to be updated
• Rectify the error

• Save the template on your computer.
• Refer to the email outlining the error. Rectify the error/s in the template and save.
• In the Current Application page, delete the existing template by clicking Delete.

• Upload the updated template by clicking +Add file.

3. Continue to click through to the Claim Detail page.

Amend and re-submit a claim template 



To amend the Individual Claim Item 

• Click on the item that needs to be updated

• Refer to the email outlining the error. Rectify the error.

8. Your application has now been re-submitted and will be processed.

5. Once ready to re-submit the application, click Save and Continue.

6. Check Primary application contact details. This contact will receive all emails and 
payment remittance advice. If these details need to be changed, click ‘Change contact 
details for this application only’. Click ‘Save and continue’

7. Read and agree to the relevant Declaration by selecting the checkbox and click Submit.

If you require further assistance, please visit www.s100.guildsolutions.com.au, 
contact the s100 HSD Co-payment Program Support Team on (02) 6270 1614, or 
email guild.solutions@guild.org.au. 
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