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PII portal guide: reporting claims and 
notifications 
 

How to access the PII portal for claims 
and notifications reporting  
Log into the PII portal here: https://my.cpaaustralia.com.au/my/ppinsurance   
From the home page, scroll down and click the ‘Manage Claims / Notifications’ tile.   
You’ll be directed to the Claims page where you can choose to:  

• Report a claim  

• Report a notification  

• Declare you have received no claims or notifications in the last 12 months. 

How to declare you have received no 
claims or notifications  
This declaration is for the last 12 months, and should be completed annually, unless you receive a 
claim or notification. From the Claims page, click the ‘No claims or notifications to report’ button.  

 
 
A message will appear in a green box to confirm your declaration has been recorded, but it will not 
appear in your portal. It will be noted in our systems instead.  

 

https://my.cpaaustralia.com.au/my/ppinsurance
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How to report a notification  
Information you’ll need to have on hand  

Before logging into the PII portal, we recommend gathering the notifications details below to prevent 
the portal timing out. 

Information requested Details 

Notification year This is the year the notification took place, not when the notification was reported.  

Event year This is the year when the incident related to the subject of the notification took place. 

Notification reason(s) 

The form provides a list of notification reasons to choose from. These are available in 
Appendix 1 of this document.  
You can choose more than one reason. If the reason for your notification is not available in 
the form, or you need to add an additional reason, you can select “Other” to write your own 
reason.  

Public Accounting Service(s) 
related to the notification 

The form provides a list of public accounting services to choose from. These are available 
in Appendix 2 of this document. You can pick more than one service and select the 
“Other” option if you are providing a service not available in the form.  

Notification amount 
This is the amount the notification was either originally estimated at or the amount it was 
settled at, whichever is relevant. If the notification amount is currently unknown, tick the 
‘Currently unknown’ tick box. 

Notification Number 
(optional) This is the unique ID for your notification that is provided by your insurance company. 

Notification Provider 
(optional) Insurance company policy held with at time of notification. 

Insurance Policy Number 
(optional) The number stated on the policy held with insurance company at time of notification. 

Tell us a bit about the 
notification. 

This is a free text field. You can use this field to describe what happened, including any 
relevant background, the nature of the issue or allegation, actions taken so far, and the 
current situation. If we require more information, we will contact you directly. 
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How to add a new notification  

From the Claims page, click the ‘Report a notification’ button.  

 
 
You’ll be taken to the Notifications page. On this page, hover your mouse over the ‘Report’ button until 
you see two options appear.   
Click on ‘Report a notification’. This will direct to you the ‘Report a notification’ form where you will be 
asked to provide details about the notification.    
 
 
 
 
 
 

• Tell us a bit about the notification. 
 
 
Once you have completed the details, tick the declaration and press ‘Save’. You will then see a 
message appear in a green box confirming you have successfully saved your notification in the portal.   

 
 

How to view or edit saved notifications   

On the Notifications page, there is section called ‘Recorded Notifications’. It is here where you can 
view previously saved notifications and make edits.  

 
 
Please note that in the future, if the notification is turned into a claim, you will need to create a new 
claim in the PII portal.  
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How to report a claim 
Information you’ll need to have on hand  

Before logging into the PII portal, we recommend gathering the claim details below to prevent the 
portal timing out. 

Information requested Details 

Claim year This is the year the claim took place, not when the claim was reported. 

Event year This is the year when the incident related to the subject of the claim took place. 

Claim reason(s) 

The form provides a list of claim reasons to choose from. These are available in 
Appendix 1 of this document.  
You can choose more than one reason. If the reason for your claim is not available in the 
form, or you need to add an additional reason, you can select “Other” to write your own 
reason.  

Public Accounting Service(s) 
related to the claim 

The form provides a list of public accounting services to choose from. These are available 
in Appendix 2 of this document. You can pick more than one service and select the 
“Other” option if you are providing a service not available in the form.  

Claim amount 
This is the amount the claim was either originally estimated at or the amount it was settled 
at, whichever is relevant. If the claim amount is currently unknown, tick the ‘Currently 
unknown’ tick box. 

Claim status 
 
 

This is a description of how the claim is progressing or has finalised. Select from one of 
four options: 

• Pending 
• Finalised By Court 
• Finalised By Settlement 
• Court Finding In Defendants Favour No Damages Awarded 

 
Note: if you’ve advised the claim amount is unknown, then the claim status is 
automatically set to ‘Pending’. 

Claim Number (optional) This is the unique ID for your claim that is provided by your insurance company. 

Insurance Provider (optional) Insurance company policy held with at time of claim notification. 

Insurance Policy Number 
(optional) The number stated on the policy held with insurance company at time of claim. 

Tell us a bit about the claim. 
This is a free text field. You can use this field to describe what happened, including any 
relevant background, the nature of the issue or allegation, actions taken so far, and the 
current situation. If we require more information, we will contact you directly. 
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How to add a new claim  

From the Claims page, click the ‘Report a claim’ button. 

 
 
You’ll be taken to the ‘Report a claim’ page. On this page is the form where you will be asked to 
provide details about the claim.  
 
Once you have completed the details, tick the declaration and press ‘Save’. You will then see a 
message appear in a green box confirming you have successfully saved your claim in the portal.   

 
 

How to view or edit saved claims  

On the Claims page, there is section called ‘Recorded Claims’. It is here where you can view 
previously saved claim entries.  
Only claims with a pending status can be edited. Claims with a status other than pending cannot be 
edited.  

   

Contact us  
If you have any difficulties accessing the PII portal, please contact us at 1300 73 73 73 (within 
Australia) or +61 3 7034 9770 (outside of Australia). 
If you have received a claim or notification above $500,000, you must let us know promptly. Please 
email us at pii.compliance@cpaaustralia.com.au.  

mailto:pii.compliance@cpaaustralia.com.au
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Appendix 1: List of claim / notification 
reasons 
• Other services 

• Surgical Equipment Error 

• Sexual harassment 

• Supervision/ inspection 

• Statutory liability 

• Superannuation 

• Treatment 

• Tax evasion/ Tax Schemes 

• Unfair dismissal 

• Crime 

• Crisis costs 

• Pre-investigation costs 

• Royal commission – mental health 

• Financial advice 

• General advice (not tax) 

• Safe Harbour advice 

• Advice 

• Assault/ abuse/ mistreatment 

• Anaesthetic 

• Audit 

• Breach of confidentiality 

• Blood Products 

• Trust/ fiduciary duties 

• Capital gains tax 

• Conflict of interest 

• Cladding 

• Consent related 

• Concessional tax distributions 

• Cyber breach 

• Documentation/ administration 

• Defamation 

• Diagnosis 

• Drafting error 

• Design/ specification 

• EPL claims 

• Faulty equipment or premises 

• Fraud & dishonesty, fidelity 

• General tax advice 

• Harassment/ discrimination 

• Infection control/ prevention 

• Insolvency 

• Intellectual property 

• Improper conduct/ trading 

• Loss of documents 

• Legal expense coverage 

• Limitations error 

• Medication 

• Misleading/ deceptive conduct 

• Molestation (of minors) 

• Mismanagement 

• Negligent conduct 

• Personal injury 

• Project management 

• Procedural 

• Royal Commission – aged care 

• OSR Revenue 

• Royal commission – financial services 

• Sales 

• Small business concession 

• Tribunal claims 

• Other
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Appendix 2: List of public accounting 
services  
• Accounting 

• Bookkeeping 

• Taxation 

• Auditing and Assurance Services 

• Insolvency and Corporate Reconstruction 

• Management Accounting 

• Management Consulting 

• Financial Planning/Advice 

• Forensic Accounting 

• Valuation Services 

• Other 

• Consumer and Commercial Credit Services 

• Transactional Accounting 

• Financial Reporting Activities 
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