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PGA Pharmacy Payment Portal 
 

Assistance in one place: signing in and navigating the portal, submitting claims one at a time or in 

bulk, and after a claim is reviewed. 
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1. Signing In & Navigating the Portal 
How to sign in to the Pharmacy Payment Portal and find your way around the Home dashboard, 

Claims, Support, Messages and your account settings. 

 

1.1. Sign-in from the welcome page 

Go to the portal's welcome page and click Sign in / Register under "Access the portal". 

 

 
 

You'll be asked to verify your identity every time you sign in, not only the first time. 

 

1.2. Pick an account 

If you've signed in on this browser before, you'll see your previous account listed here. Select it to 

continue signing in with it or choose Use another account to sign in as someone else. 

If this is your first instance of accessing the portal, select No account? Create one, enter the 

preferred email and proceed.  

 

 
 

1.3. Enter your password 

Type your password and click Sign in. 

Forgot password? A link is available on this screen if you need to reset it. 
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Signing up? Enter your preferred password and Full name then proceed. 

 

1.4. Verify your identity 

Click Email code, then enter the one-time code you receive by email and click Verify. 

 

This verification step runs on every sign-in, even when your browser already remembers your 

account. The code is emailed to your account's own address, so you'll need access to that inbox to 

complete sign-in. 

 

1.5. Home 

After verifying, you will arrive on the dashboard (Home). 

 

 
 

 

The top navigation holds Home, Claims, and Support, plus a message icon and an account/ 

pharmacy switcher in the top right showing your user details and your linked pharmacy currently in 

use. 

Further down the home page, the Claims Overview is six running counters for your pharmacy: Draft, 

Action Required, Pending Approval, Rejected, Approved and Paid.  

Notifications lists your most recent claim activity with a View All link.  

Recent Claim Activity lists your newest claims with a link through to the full Claims list.  

 

1.6. Claims 

Click Claims in the top navigation to open the full claims list. 
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This is a searchable, sortable table of every claim application for your pharmacy, each column header 

sorts the list, and a search box filters by application number or status. The same + New Claim button 

from the dashboard is available here too. 

 

1.7. Support 

Click Support in the top navigation to open the Support & Help Center. 

 

 
 

Alongside an FAQ panel and a Technical Documentation card with a downloadable user guide, this 

page has a Send us a message enquiry form. It's pre-filled with your name, email and program, and 

requires a Topic (Submission error, Payment discrepancy, Account / Portal issues, Pharmacy 

Registration Issues, PBS Item issues, or Other) and a free-text Description before Send Inquiry 

becomes active. Submitting this starts a conversation in Messages. 

 

1.8. Messages 

Click the envelope Messages icon in the top right to open your conversations with the program team. 
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Messages tracks every enquiry you've submitted through Support, and any replies from the program 

team, as a conversation thread split into Open and Closed tabs. It's a two-way channel, unlike the 

dashboard's Notifications panel, which is one-way system activity you can't reply to. 
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1.9. Account menu 

Click your name/pharmacy button in the top right (for example Claude Jones at Sample Test 

Pharmacy) to open the account menu. 

 

 
 

This menu shows your name and role at the pharmacy, a Details link through to your user profile, a 

Linked Pharmacies list of every pharmacy your login is associated with, and Logout.  

 

If your login is linked to more than one pharmacy, this list is how you switch between them. 

 

1.10. User Details 

Click Details in the account menu to open your User Details page. 

 

 
 

This user-level page (as opposed to the pharmacy-level record covered next) has three sections: 

• Contact Details (full name, primary email, phone number) with an Edit Details button 

• Email Notifications, showing how many notification types you currently have switched on 

• Security, where Change Password and Manage Multi-Factor Authentication both hand off to the 

identity provider rather than being handled inside the portal. 
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The Linked Pharmacies panel here is the full list/switcher view that the account menu's list is a 

shortcut into. Each pharmacy card shows its name, location, a "Session Active" status on the one 

you're using now, and a Details link through to that pharmacy's own record. 

 

1.11. Pharmacy Details 

In the Linked Pharmacies panel, click Details on a pharmacy card to open its full record. 

 

 
 

This is the pharmacy-level record, separate from your personal User Details page, it's where the 

pharmacy's own business and banking data live.  

• Pharmacy Information covers Pharmacy Name, Legal Name, ABN, Section 90 Number, Phone, 

Jurisdiction, Primary Contact and Address, all behind a single Edit button. 

• Bank Account Details shows Account Name, BSB, a masked Account Number and an Eftsure 

Status badge. 

o Only Owners of the pharmacy can see bank details. All other roles have banking details 

redacted. 

 

An unverified Eftsure status blocks claim submission for that pharmacy. Pharmacies can change bank 

details at any time, the Team will routinely check for validation of new records. 

 

1.12. Associated Users 

Scroll down the pharmacy record to the Associated Users section. 
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This is the pharmacy's user and permissions area, there's no separate "Team" or "Permissions" page; 

it lives at the bottom of each pharmacy's own Details page.  

 

An Add New User button invites a new user against this pharmacy. A Role filter (Owner / Admin / 

User) and a Sort control (Name A-Z, Name Z-A, Role) govern the list, which shows each user's 

initials, name, role and email address. 
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2. Submitting Claims 
How to submit a single claim, and how to submit many claims at once with Bulk Upload. 

1.1. Start a new claim 

From the dashboard, click + New Claim in the top right, next to the welcome heading. 

 

 

 

1.2. Choose a program 

In the "New Claim" dialog, click the "Select a program..." dropdown. 

 

 
 

The Program dropdown lists only the programs your pharmacy is registered for, not a fixed universal 

list. Begin stays disabled until a program is chosen. 

 

1.3. Begin the claim 

Select your program from the list, then click Begin. 
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Choosing a program enables Begin. Clicking it opens a new claim entry page scoped to that program 

and pharmacy. 

 

1.4. Review the claim entry row 

On the new claim page, review the blank claim row and its columns before entering data. 

 

 
 

Claims are entered as one spreadsheet-style row per patient dispensing. Add New Row adds further 

rows to the same submission, and Bulk Upload in the top right lets you import many rows at once 

instead, covered later in this section. The footer tracks how many rows are ready to submit; both 

Save Draft and Submit Claims stay disabled until every visible validation error is cleared.  

A claim can be saved as a Draft at any point while you're filling it in, not only after it's been submitted 

and returned for changes. 

 

1.5. Enter the patient's Medicare or DVA number 

Enter the patient's Medicare or DVA number, first name, last name and postcode, then choose a Co-

Payment Category. 
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There's one combined field for either a Medicare or a DVA number, with no separate IRN field and no 

placeholder text shown on screen. The field auto-formats digits as you type and validates after. 

A Medicare number needs 11 digits: 8 identifier digits, 1 checksum digit, and a 2-digit reference 

number, which the field displays with a slash between the last two digits (for example 1234 56789 0/1. 

Enter a valid DVA number as presented on DVA Cards, no spaces required. Co-Payment Category 

offers two options: concessional and general. 
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1.6. Complete the remaining fields 

Open the PBS Item dropdown and select a medicine, then fill in Date of Dispensing, Unique 

Dispensing ID, tick Reg 24? if it applies, and set Quantity. 

 

 
 

The PBS Item dropdown's contents are governed by the selected program, not a fixed universal PBS 

list. Selecting an item auto-fills the read-only PBS Item Code field. Date of Dispensing is a plain date 

picker that rejects future dates. 

Once every required field on the row validates, the row counter updates, and both Save Draft and 

Submit Claims become enabled. 
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1.7. Submit the claim 

Click Submit Claims at the bottom of the form. 

 

 
 

This opens a declaration dialog acting as the review-before-submit step. It restates how many claims 

are in the batch and requires an audit/accuracy declaration to be ticked before Submit becomes 

clickable, it doesn't otherwise re-list your entered values for a line-by-line review. 

 

1.8. Confirm the declaration 

Tick the declaration checkbox to enable the Submit button.  

 

 
 

Click Submit to finalise the submission. 

 

1.9. Confirmation 

On success you're taken to the Claims list with the new claim at the top, given a new application 

number and a status of Processing. There's no dedicated confirmation screen, the updated Claims 

list is the confirmation. 
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3. Submit multiple claims via Bulk Upload 
 

2.1. Open Bulk Upload 

From the same claim entry screen described above, click Bulk Upload in the top right instead of filling 

in the form by hand. 

 

 
 

A Download Template link on this screen provides the Excel template with the exact columns the 

upload expects: Medicare/DVA number, patient name, postcode, Co-Payment category, PBS item, 

dispensing date, unique dispensing ID, Reg 24, and quantity. 

 

2.2. Complete the required details and Upload file 

Enter the claim details as required. As mentioned in previous step, Medicare/DVA number, patient 

name, postcode, Co-Payment category, PBS item, dispensing date, unique dispensing ID, Reg 24, 

and quantity is available for completion in the new template. 
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On completion, upload the file to the portal as an attachment.  

 

Note, the previous iterations of the bulk upload template will not be accepted by the system and will 

not validate details. The bulk upload template accepts quantity of Reg24 per patient, duplicate rows 

are not required. 
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2.3. Review the imported rows 

Review the editable preview table that appears, with one row per patient from your spreadsheet, then 

check the ready-to-submit count at the bottom. 

 

 
 

Every field in every row is editable directly in this table before submission, and rows can be added or 

removed without re-uploading the file.  

 

2.4. Submit the batch 

Click Submit Claims, tick the declaration checkbox, then click Submit — the same declaration step 

described above. 

 

 
 

A bulk upload of several patients becomes one application record with one application number 

not a separate claim per row, just as the Primary claim methos is. It shows the same "Processing" 

status a single claim gets immediately after submission. 

 

2.5. Review the batch claim 

To review submitted claims, click View on the application to see every patient row it contains. 
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The claim detail view lists every patient/dispensing row from the original upload as its own line in a 

table, alongside the single application-level status, program and submission metadata. 

 

 

4. Claim Outcomes: Approval, Return & 

Resubmission 
What happens after you submit a claim: how to read an approved claim, respond to one returned for 

changes, and resubmit it. 

 

3.1. Check claim statuses 

Open the Claims list to see the outcome of a submitted claim. 

 

 
 

Status moves from Processing to Pending Approval, Approved, or Action Required as a claim goes 

through review. An Approved row keeps its View button, while an Action Required row's action 

button changes to Edit 
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3.2. View an approved claim 

Click View on an approved claim to see its outcome. 

 

 
 

An approved claim's detail page adds a Payment Amount field that isn't present while a claim is still 

pending, showing what will be paid for that application. 

 

3.3. Open a returned claim 

Click Edit on an Action Required claim to see what a reviewer needs changed. 

 

 
 

An Action Required claim opens directly into the editable claim entry screen, with a message banner 

at the top explaining what needs correcting. The message is free text written by the reviewer, not a 

fixed system reason, so read it carefully before editing. 

 

3.4. Make the correction 

Correct the field the reviewer's message asks for directly in the row, then click Save Draft should you 

wish to return to the claim prior to submitting. 
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Save Draft keeps the claim out of the review queue while you make corrections; it doesn't resubmit it. 

A claim can be saved as a draft at any point while you're filling it in, not only when it's been returned 

for changes. The button greys out once there's nothing new to save, and a "Saved just now" note 

confirms the save. 

 

3.5. Confirm the draft 

Leave the claim without submitting, then check the Claims list. 

 

 
 

Saving without submitting moves the claim's status to Draft, replacing Action Required. A Draft claim's 

row shows an Edit button, not View, since it still needs to be resubmitted. 

 

3.6. Resubmit the claim 

Reopen the draft, confirm your correction is still there, then click Submit Claims, tick the declaration 

checkbox, and click Submit. 
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Reopening a draft shows the same reviewer message and editable table as before, with your 

correction already saved in place. Resubmitting goes through the same declaration step as any other 

claim submission. 

 

3.7. Resubmission confirmed 

Once you've returned to the Claims list, the corrected claim will show status as Processing once 

again. 

 

 
 

A resubmitted claim re-enters the review queue from the start, showing Processing immediately after 

submission, the same as a new claim. 

3.8. Claim processed and paid 

Upon completion of claim processing and payment, users will be notified that their claim has been 

paid.  

 



THE PHARMACY GUILD OF AUSTRALIA 

 
23 

Pharmacy Payment Portal User Guide 

 
 

3.9. Obtaining RCTI Document 

To collect your RCTI at completion of claim, the file can be downloaded directly from the portal by 

locating the application, viewing and downloading the file.  

 

 
 

 

 

 

 

For any further assistance with the Pharmacy Payment Portal, please reach out to the team through 

the available channels mentioned above. 


