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Invoicing instructions

What method of invoicing is best for you?
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Our goal is to have Providers of Goods and Services invoicing quickly, without an administrative burden!  Select the invoicing method 
that suits you below to ensure your invoicing is quicker or at worst, no extra effort from what you do day.  

PAYMENT 48 BUSINESS HOURS FOR ALL APPROVED INVOICES.

Invoice Type Suitability

1. Simple Simple customer invoices, irregular invoicing. Providers only has less than say 5 
customers getting paid via Capital Guardians.

2. Community Many customers being invoiced, in one community (ie care facility), for the same 
thing.  Includes: hairdressing, debit card reimbursement for outings and bus 
trips, allied heath at a single location, etc.

3. Mobile Single or many customers being invoiced, by mobile provider. (ie gardening, 
allied health, personal homecare services as a contractor).

4. Upload Organisations with many customers on Capital Guardians, uploading excel files 
or CSV in the NDIS format, maybe taken from their accounting system’s reports.

5. Email pdf Organisations with accounting system that can email a pdf document that have 
a customer (debtor, account) identifier on them.



Invoicing instructions
Setup

Add Logo, or photo

Logo and business details added via Profile
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NDIS Providers, add your NDIS Code/s

Codes relevant to Providers can be added to a profile:

1. Select Profile

2. Scroll to bottom select “+NDIS Providers”

3. Add codes by searching “roles”, “keywords” or “type”

Select “Profile”

Enable professional invoice presentation 
and in search results for new customers

All invoices to NDIS participants from providers 
require a code to allow claims to be made for 
funding and audit requirements.  There are 
hundreds of code options, however, only a few 
are necessary for any one organisation.  To 
simply invoicing its best to add just the relevant 
codes to a profile.
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1.  Simple Invoice



 Select Invoice 



Fields marked with are compulsory
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Type name, if an customer name does not 
appear, contact the customer’s representative 
or Capital Guardians, via “Contact” Select  customer

 Write description

Where Items are setup choose item and 
enter unit price and hours/units  Enter $ Value
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2.  Community (group invoicing of multiple customers)
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Unique invoice number generated
Can be overwritten manually

 Enter $ Value 

To enter multiple 
accounts 
check last column

 Write description 

To enter multiple 
accounts 
check last column

 Submit when 

complete 
the home page will show 
these transactions as 
entered and to be 
approved

 Enter date 

of service
select calendar

A user can process multiple invoices for different customers at the same time.  By selecting Invoice on the menu on the left and selecting 
Invoice by Community.

.

Fields marked with are compulsory



Attach file (optional):
Take photo and upload 
(ie receipt); or
Upload existing file

Invoicing instructions
3.  Smart Phone
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 Login at 

capitalguardians.com

 Select Invoice

 Add customer

Add extra items 
(optional)

 Description

 Amount





Fields marked with are compulsory



Tip …. Save www.capitalguardians.com, to your mobile screen by 
“+ Add to Home Screen”, appears as an app on your mobile.
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4.  Spreadsheet upload
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Selecting Upload can create unlimited invoices from a spreadsheet.  

 Select Excel or NDIS (CSV)

Correct upload format can be downloaded.

Use a spreadsheet to upload invoice information

 Select “Upload” Setup Customer ID’s
Accounts > View > Edit

Ensure your unique ID from your accounting system 
appears on the Accounts section 
Add by selecting Edit in Accounts



 Unique ID (account number) also 
entered to client name in Capital 
Guardians 

 Invoice number reference

 Total amount reference

There are two red boxes for each ref, the top 
ref box, must highlight the text that comes 
before the values being searched, the 
second box will highlight the value. As you 
cover the correct values, the system will 
highlight what it is reading off the invoice.
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5.  Invoice by email - setup
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Using Blast Invoice OCR Processor TM technology, providers can set the system to receive an email pdf invoice from ANY 
ACCOUNTING SYSTEM and have the invoice automatically recorded in the individuals account.

 Select Batch > Email … Setup Email  Select “Open” and 

upload a pdf example 

(ensure pdf is not a 
scan, from a computer)

 Drag and drop the geo-positioning 

references using the top yellow square for:  Select description

Add a generic description, ie “personal 
services”.  This will describe your service on 
customer statements.

 Save the template

After saving, select “back” and your unique 
email address for future invoices is displayed.
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Your unique email address 
where all pdf invoices are sent

Follow link (logging in) to confirm email, alternatively, select Batch > 
Email to confirm invoices the number of unconfirmed invoices will appear 
next to Batch in your menu.

Email invoice to your unique email address (only your 
invoices go to this address), see Batch > Email

Format: invoice+[your id]@capitalguardians.com

Within an hour you will be emailed a link to Confirm
the emailed invoices. Confirm all invoices by ticking boxes and select 

Confirm

 Setup your customer numbers 
My Accounts > View > Edit

Ensure the unique ID from your accounting system appears 
on the Accounts section.  Add by selecting Edit in 
Accounts

 Email to your unique email address

Invoice by email - ongoing

 Confirm invoices
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6.  Homepage: Transactions dash board

Recent transactions

A snap shot of transactions 
that have invoiced, approved 
and paid is available

Invoice status

Real time information on invoice 
status available

Exporting

Export transactions into 
spreadsheets for further 
analysis

Profile

Change business 
details, add logo and 
change password

Accounts

Update all accounts with ID 
codes and view transaction 
history specific to customer.
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Payments

Remittances of all 
payments, and date of 
weekly payments.

Select More >> for 
additional transactions

• Invoices cannot be backdated more than 28 days, if older, use current date and 
enter real date in description.  

• Invoices/ reimbursements entered by close of business Thursday are paid by eft 
Friday for all vendors.
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7. Accounts

The names of all the residents who identified you as a potential supplier are listed in Account. From here, you can view their account 
details, transaction history or invoice them directly.

Naming

You can use your own 
account code/name for 
residents (required for 

batch uploads).

Account limits

You can view what account 
limits have been placed on 

the account by the 
guardians.
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