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This process guide has been prepared by our team of Practitioner Support Officers.  If you have any access issues, or for any reason wish to contact Victoria Legal Aid about content on this page, please contact grantstraining@vla.vic.gov.au.
Submitting a claim including indemnified claims 
Steps:
1. Click on the Submit New Claim from the left-hand menu under Claims.
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2. Enter the File ID and click on Search to find the pro forma invoice.
3. Click the Invoice link and the Submit Payment Claim screen will appear.
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4. The Submit Payment Claim screen will appear.  Fill in the Claim Date, Your Claim Reference which must be unique for each claim.
5. If this is the final claim for the File, choose ‘yes’ and a File Outcome screen will appear.
6. If this is the final claim for the Proforma Invoice, then select ‘yes’ 
7. The Practitioner who performed the work needs to be searched for using the magnifying glass. 
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8. In the Work Items section, complete Units to be Claimed or Inclusive Amount to be Claimed. 
9. One appearance fee is equal to one unit so under Units to be Claimed, enter in the number of appearances you wish to claim. You must put in the hearing dates under Service Dates. If there are multiple appearance days, enter in the first and last appearance dates. 
10. Fees such as preparation and disbursements need to be claimed as a lump sum so enter the amount you need to claim in the Inclusive Amount to be Claimed. ATLAS automatically calculates the GST component of the claim. 	Comment by Floyd TaylorMorrison: @Suzanne Joyce @Lauren Kirshon would also be good to have the a section here on the process of submitting the claim and. I.e the certifier will need to look over it, once their name is entered at the bottom, we can go up the top and select submit claim. If you click 'save claim' this won't be submitted etc.	Comment by Suzanne Joyce: @Floyd TaylorMorrison will do 
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11. The certifier will need to look over the claims selected, once their name is entered at the bottom, go up the top and select submit claim.
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If costs were awarded
12. If you need to claim an appearance where Costs were awarded, enter the details of the claim including the service dates and then click ‘No’ under the ‘Costs Indemnified’ column.
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13. A box will appear with required information, select the units to be claimed, reference number as per costs order and choose Agency from the drop-down box or Third Party. Then a green tick will appear. Click the green tick, then OK.
[image: ]

14. Attach the costs indemnified certificate under the Submit Correspondence ATLAS menu item.
Additional Information: 
· If you click 'save claim' this won't be submitted.
· Multiple claims can be made against an invoice for work items with multiple units such as additional hearing days. 
· If you make an error on a submitted claim, use the ‘Submit Correspondence’ function in ATLAS or email to notify VLA of details of the adjustment required.
· If an incorrect claim has been made, please contact grants@vla.vic.gov.au and a credit note can be issued to rectify the error.
· Claims can be saved and submitted later, just click on save at the top of the screen and the claim can be accessed again later. 
· If the File has been closed or Proforma Invoice is inactive, and you have further claims, please contact grants@vla.vic.gov.au. 

2
ATLAS User Guides - Submitting a Transfer Request
2
ATLAS User Guides – Submitting a claim including indemnified claims
image1.png
amias.

Home

Homa Page
nbox

ppicatons.
EduRovow Appicaon
New Appicaion
Exonson
Transtor
Reconsdaraton
Review
Fie Outcome
Fie Management
Means Test ResutsEncury
Fio Enaury
b Coespondenco
Fio Cion Corospondonco
clent
ot otais Encury.
Upa Clont Doats
ciaims.
Invoico Enaury

o Encury

‘St Saved G

D raewens
Search for a Proforma Invoice  sereh | clexr|

Criteria

Pomaimoen [
Your i Reterence

Gtentio CJa

Fleld J e [ ]

o [

2 Advanced Criteria





image2.png
Fio Outcome.

File Management.
Moans Test Rosuts Encury.
il Enqury

‘Submi Correspondence

i Clint Corespondence
Client

(Clont Dotas Enqury
Update Chent Detats
Claims

Invoice Enguiy

Clam Enquiy
Submit New Claim
‘Submi Saved Ciam.

3 e Menu
Search for a Proforma Invoice  sew | ciesr
Criteria
Prtorma invoce 1D
YourFl Relrence | )
clentio a

Fie e | ea [
offee l

Advanced Criteria
Search Results

5577292 fpansssioon 171042025 INFRINGEMENTS HATS OFF OFFICE GREEN, ACTIVE INFRINGEMENTS COURT - 530
RACHEL

5577293 24AB551900 171042025 INFRINGEMENTS HATS OFF OFFICE GREEN, ACTIVE DISBURSEMENT 530 - PSYCHOLOGICAL ASSESSMENT AND
RACHEL REPORT

5577294 24A8551900 171042025 INFRINGEMENTS HATS OFF OFFICE GREEN, ACTIVE DISBURSEMENT - MEDICAL REPORT - TREATING GENERAL
RACHEL PRACTITIONER





image3.png
Submit Payment Claim ey outmst Ty piackioponEly

Giaim 1D
Giaim Status

Proforma lnvoice ID 5303637

Flle/Ext 22485476510

Glient Name CRIMINAL NEW APPLICATION

File Reference GNAconsol

Assigned Service HATS OFF OFFICE

Provider

Business Address 322 BOURKE STREET Offce ABN

MELBOURNE VIC 3000 Registered For GST

Claim Details

87583304465

YES

Payee Service Provider [ATS OFF OFFICE

Business Address 322 BOURKE STREET
MELBOURNE VIC 3000
Claim Date* [—

Your Cigim Referencer [ ]

Final Claim for this File?”

Final Clam for Proforma
Invoice?”

Practiioner vho [ i la,
perfomed work"

Gounsel Briefed [

File Outcome Recorded  YES

Office ABN
Registered For GST

87583304465
YES





image4.png
GG PREPARATION 7ouz0zs. e sum [ -]
wauren 59700
CVICST APPEARANGE. [ow2025 20001 @ o o om0 0% o
weurent %570 : =
GG SENTENCEADIOURNMENT | 170472025 3 om o0 om0 o 3
ocuren ADIOURINENTE) . 7
@s2200 | E—
ST TRAVEL FEE owzo2s &0 oo o0 om0 o
focumen KLovETRER @ B
o7 | E—
ST OVERNIGHT FEE oz02s SNoHTG ) o0 om0 o
weurent 517100 B
GICST FOVTITLE LODGISEARGH | 17042025 MAXMUM LINIT 3 aw o)
ree oauren 361400
CICST SERVICEFILNGICOND | 17042025 MAKMUM LINIT- 3 3 ow
wonEY weuren 52000
| ww|  we] s





image5.png
CRSM1_ APPEARAT 251002023 2 26727 %73 29400 [12006/2025 NO
SENTENCE to curent  APPEARANCE = |
(5)@35294.00 (210672025
CRSM1 TRAVEL FEE 2510912023 2000 0.000 0.00 0.00 [ —
to curent KILOMETRE -
€)@50.79 —/—
CRSM1 OVERNIGHTFEE | 250092023 5 NIGHT(S) @ 0000 000 000 [ —
to curent 517100 =
CRSM1 TAPE TRANSCRIPTION 2510872023 3 TAPE(S) @ 300 25364 23 27900
to curent 593,00
CRSM1_ SERVICEIFILINGICOND | 2510912023 MAXIMUM 000
MONEY to curent LIMIT $580.00
CRSM1 SPECIALMENTION- 2510912023 2 MENTION(S) 0000 000 000 [ — o
SUMMARY to curent @ $171.00 - |
Total [ 552091 $5209 S0 |
Claim Summary
Jxclusive Amourt s52001
T $5200
nclusive Amount $572.00
ertfication
. [scoTT ] [ADAWS ] @, of HATS OFF OFFICE certfy that al information contained within this claim s true and proper attention was given to this case, and that | etain appropriate proof of means demonsirating my clients eligibity for

egal assistance as required by the Legal Aid Guidsiines. | acknowledge that under section 44(1) of the Legal Aid Act the provision of a faise statement renders me lizble to the penalties therein contained
agres that when | reassign a claim o a bartister | am directing VLA {o pay the claim directly to the barrister on my behalf.

ubmitted By SCOTT ADAMS





image6.png
Work ltems

Cuca1 prepARATION moanoas. o o [
e ss6700
UG APPEARANGE. mouzzs 20M018 o o0 a0 o ™
e s3700 - |
C )
IGST SENTENGEADIOURMMENT | 17042025 3 om0 o W "o
ot ADIOURMENTIS) . E1
@020 | E—
v TRAvELFeE ) om o [l —
e kiouETRESI @ -
o7 | E—
Gucan oveRnioHT Fee mouaas st @ wm 0w 0 o | ]
e $17100 -
V31 FOITITLE LoOGREARCH | 17042028 MAKMAMLINT o [ om|
e e sersco
CUG31 SERIGEFILIGIGND | 7042525, MAXMOMLINT o & o
MOkEY pan_ss0m
e T |





image7.png




image8.jpg
94 <
' O victoriaLegal Aid ‘




