
 

 

 
Submitting Additional Documentation using the NQA ITS Public Portal 
Additional documentation can be lodged for forms that fall under the following circumstances: 
Applications with a status of one of the following — 

o Awaiting Payment 
o Awaiting Information 
o Received 
o Under Assessment 
o Application incomplete (Provider Approval) 
o Under validation (Service Approval) 
o Application incomplete (Service Approval) 

 
 

 

Process for Submitting Additional Documentation 
 
 

1. Log into your portal account and select the related Service or Provider, then click Submitted Forms. 
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2. On the next page you will be presented with the option of Application or Notification to select. 
 

By default, the system selects Notification.   
Select Application instead to view Applications that you have submitted. 

 
 
 
 
 

3. A list of all application forms that have been submitted will appear.  Forms that meet the criteria allowing 
additional documentation have the Add option available. 

 
 
 

  



 

 
4. On the page that follows, select your document to upload, then enter a description.  At that point the Upload 

button will show ‒ click on it. 

 
 
 
 
 
 

5. Once the document is uploaded it will appear in a table below the upload button. Select the document and 
click Submit to submit the document to be attached to your previously submitted form. 

 
 
 
 
  



 

 
6. Wait for the Submission in progress loading bar. 

 

 
 
 
 
 

7. Upon successful submission you will get the following confirmation message: 

 
 
 
 
 

8. Check the email inbox associated with your portal account for the confirmation email. This will acknowledge 
the receipt of your submitted document. 

 
 


