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Step 1

Logging into the Member 
Portal
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Navigate to Member Portal

Open your preferred browser and navigate to:

https://members.bntac.org.au

https://members.bntac.org.au/
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Login to Member Portal

In the Username and Password fields, input your designated credentials 
provided. 

Click the Sign In button.
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Step 2

Viewing Our Member Portal 
Information
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Login Page Overview
Available Funds Breakdown

Start New Application

Sign Out option

Links to BNTAC Contact 
Information Page

Available Distribution Policy 
information and funds 
available to be claimed

List of applications that 
have been lodged. 
Categories by their current 
status’.

Start New Application

Search for an existing 
application

View existing application
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Step 3

Creating a New Application
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Create New Application

Select the New Application button at the top of the member portal page.
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Select a Distribution Policy

Select a Distribution Policy to apply for. In this example, we will be using the ‘Portal Test 
Distribution Policy – Health’ selection.

Click the Next button.
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Step 4

Viewing an Application
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Viewing Draft Application

Before we continue with adding items for the application, let’s confirm that our application is saved.

Click the My Funds tab of the top of the member portal.
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Viewing Draft Application

Under the Applications view, select the ‘My Pending Fund Applications’ drop-down and select ‘My 
Draft Fund Applications’
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Viewing Draft Applications

Great we found our Application! We can come back to this application whenever we want before the 
final submission to edit it.

Notice that our ‘Draft Applications’ are available in this view. We can use the other views available if 
our applications are in the correct stages (Pending, Approved, Declined).
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Opening Our Existing Application

Let’s get back into our application.

Click on the down arrow next to the application and select Edit.
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Step 5

Submitting an Application
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Add Items and Services

Now that we are back on our Application form, we can start adding some items or services to the 
application.

Click the New Item button on the right.
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Adding Items and Services

Add what assistance is required. This will be a selection of items or services under the policy 
selected.

Add the name and location of the supplier. This is a text field in which to type in the details.
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Adding Items and Services

Add the Requested Amount for the item of Service. This is a dollar value (AUD).

Add a description for the Item Requested. This includes the Invoice/Quote number available.
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Adding Items and Services

Click the Submit button at the bottom of the dialog to save the information.
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Adding Items and Services

Observe the item added in our items or services view.

Note that we can edit or delete the line using the drop-down arrow on the right of the item.
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Adding Items and Services

We can add multiple lines of items and services here by clicking the New Item button and filling in 
the information in the dialog window. The Requested Amount will add together all of our items for 

us.

Click the Next button at the bottom of the form to continue.
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Confirm Contact Details

This 3rd step is to confirm that the applicant’s contact details are correct for receiving SMS and email 
notifications about the application’s process.

Check the contact details available on this page and click the Next button below the address details.
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Adding Comments

In our last applications stage, we have the ability to add comments.

Click the Add Comment button on the right.
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Adding Comments

In the new dialog window, add in any comment text in the Description box.

Click the Submit button once you are finished with the comment description.
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Deleting Comments

Comments can also be deleted if added on accident by clicking the drop-down arrow next to the 
comment and selecting Delete.
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Uploading Documents

Under the comments area, we can add in documents/files to be associated with the Application. 
Invoices and Quotes are uploaded here.

Click the Attach File button to choose which file on your computer to upload.
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Uploading Documents

In the new dialog window, add a Description for the file being uploaded.

Click the Choose File button to select a file from your computer to attach.

Select the file from your computer and click Open. Click Add File one the file has been selected.
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Uploading Documents

We can add multiple documents here for each file we want to attach to the application.
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Reviewing Application Requirements and Submission

The last steps before submission is to check that we have attached the correct files and checked off 
the Application form declaration. Scroll down the page and check off the supporting information 

boxes and declaration checks.

Click the Submit button at the bottom to finish.

Check
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Submission of Application

Success! We have submitted our Application!

Our screen should look like the following.
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Step 6

Reviewing an Application
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Review Progress of Application

In order to view our submitted application, Click on the My Funds area at the top of the Member 
portal.

Observe under the Applications area that our application is now in the ‘Pending Funds’ view.

This application will move between the views based upon the Approval Status.
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View Application Details

In order to view our application, click the drop-down arrow next to the application and click View.

This will provide us with details of the application we have submitted however it will not let us edit 
it.
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Searching for Applications

If there have been a few applications that have been submitted and we are wanting to find a 
specific one, we can either search by the Application Number or by the Distribution Policy. In the 
Search box we can type the beginnings of our Distribution Policy to return results.

Alternatively, if we use an asterisk (*) in front of our word, we can search for a word within the Policy 
name. For example, *Health.
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Step 7

Logging Out
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Sign Out

To sign out of the Member Portal, click your Portal Login name at the top right of the page and 
select Sign Out.


