
 

     How to Edit Your NDIS Provider Profile on EasyAs Invoicing      

 

Welcome to EasyAs Invoicing! 

Follow this step-by-step guide to view your Account and Edit your NDIS provider profile. 

 

 

 

Step 1: Select the Account button (bottom right-hand corner of the app Home Screen) 

You will find the following information on the Account screen. 

 

Step 2: Select Contact Information ‘Edit’ to change any of 
your Provider Profile details. 

You can update the following Provider details:  

• Provider Name 
• ABN 
• Mobile Number 
• Address 
• Website 
• Update your business logo 

 Click the update button when all your Provider details 
are correct. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Step 3: Select Invoice Setting ‘Edit’ to update your Invoice 
Settings: 

• A 4-digit verification code will be sent to your 
registered provider email address, please enter this 
code and verify before you are able to change your 
Invoice Settings  

 

 

 

 

 

 

 

 

 

 

 

• You can change your Default Payment Terms 
• You can also update your bank account details 

Click the update button when all your Provider details are correct. 

 

 

 

 

 

 

 

 

 

 

 



 

 

Also available on the Account Screen 

 

• Change Password 

 

 

 
 
 
 
 
 
 
 
 

 

 
• View EasyAs Invoicing: 

 
o Privacy Policy 
o Terms & Conditions of Use 
o End User Licence Agreement 

 
• Delete Account 

 
Before you can Delete your provider account, your provider email will be sent a 4-digit 
verification code. Enter this verification code and click the Verify button to delete your 
account. 
 

 

 

 

 

 

 

 

 

 



 

 

 

• Contact Support 

 

EasyAs Invoicing provides email-based support.  

 

Please select the appropriate type of support 
query: 

o Technical support 
o Feedback 
o Query regarding NDIS Item Number / Rates 
o Subscription query 
o Other 

 

Enter your query in the box provided and the EasyAs 
invoicing team will respond promptly to your query.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

• Your Subscription  

 

Here are the subscriptions and pricing for EasyAs Invoicing, follow the prompts to set up / 
change your chosen subscription. 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

• Connect your Xero or MYOB 

 

Here you can connect your Xero or MYOB account so that you can integrate sales from EasyAs 
Invoicing into your Xero or MYOB accounts. 

Select either Xero or MYOB and follow the set-up prompts and then refer to the User Guide 
Integrate EasyAs to MYOB or Xero Accounting Software for further information. 

 

 


