
Member Portal Guide
Company:

Ngarluma Aboriginal Corporation (NAC)
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LOGGING INTO THE MEMBER PORTAL

STEP 1
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Login directly using URL

Open your preferred browser and navigate to:​​
https://nac.ctmsmembers.au

https://nac.ctmsmembers.au/
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Choose Login Method

Once you access the Member Portal, choose any 1 of the 3 
preferred login methods and proceed with the next steps.

Guide with quick 
steps to use the 
Member Portal.
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Enter Member ID

After successfully logging in using preferred login method, enter your Member ID and click Submit.
(Contact NAC Member Services Team if you don’t have it).
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Enter Code

Enter a 4-digit One-Time-Code that you receive on your registered phone number and click Submit to 
verify & login.

(Contact NAC Member Services Team if you do not get the code).
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VIEWING MEMBER PORTAL 
INFORMATION

STEP 2
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Home Page Overview

Available Program information and funds 
available to be claimed

Latest News & Events

Refresh 
(Click on Logo to return to Homepage)

Menu Notifications
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Menu and Notifications

Same options 
from 

Homepage

Member’s Profile (Personal & 
Bank information)

Logout from 
the portal

NotificationsClose
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My Profile Section
Personal Information Bank Information
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CREATE & SUBMIT A NEW FUND APPLICATION

STEP 3



<Client logo>

12

Create a New Application

Click on ‘Fund Application’ to view available Policies 
information and Funds available to be claimed
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Select a Distribution Policy

Choose the desired program & click on ‘Apply Now’ to 
start the application
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Add Requested Details

Program Name

Enter all the details 
requested in this 

section

(The details requested 
in the section will 

change based on the 
program: 

For example, Medical 
details will be 
requested for 

Medical related 
programs)

Save progress and move 
to the next step of the 

application.

Used – Shows how much 
funding you have already 
spent. 

Pending – Displays funds 
currently under review or 
awaiting approval. 

Balance – Displays 
remaining balance from 
allocated allowance.
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Add Items and Services

Choose Item – Select the 
type of support/service you 
need funding for.

Supplier Name – Enter the 
provider or business 
supplying the service/item.

Amount – Specify the cost 
of the requested item or 
service.

Add multiple items in the 
same application if needed. 

Remove items in the 
same application if 

needed. 

Save progress and move 
to the next step of the 

application.
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Add Items and Services

Add any extra information 
or updates to support your 
application

Save progress and move to 
the next step of the 

application.
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Upload Proof

Displays all documents you 
have attached to your 
application.

Click to select and upload 
documents from your device.

Save progress and move to 
the next step of the 

application.
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Reviewing Application Requirements & Submission

Tick declarations as read
(mandatory)

Submit your 
application for 

review and 
processing.
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Application Submission Acknowledgement

Submission Confirmation Screen – Confirms your application has been successfully submitted and provides next 
steps for processing. 
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TRACK APPLICATIONS THAT ARE PENDING FOR 
APPROVAL

STEP 4



<Client logo>

21

View Applications in Pending for Approval

Pending Applications
Go to ‘Pending’ stage to view applications that have been submitted and 

are currently being reviewed.

Click

Send Comments and Attachments
On selected ‘Pending’ fund application, send comments and upload 

attachments.



<Client logo>

22

TRACK APPLICATION HISTORY

STEP 5
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View Past Applications & Their Status

Past Applications
Go to ‘Past’ stage to view application history & their final statuses (whether Approved or Not Approved)
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View Past Applications & Their Status

Alternatively, you can also view application history & their final statuses in the ‘Notifications’ section.

Mark all as read

Clear Notifications

Submitted Application

Approved/ Not Approved 
Application
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REQUEST FOR CHANGE IN PERSONAL 
INFORMATION OR BANK DETAILS

STEP 6
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Visit Profile Section
Personal Information Bank Information

Click on ‘Edit Profile Information’ or ‘Edit 
Bank Information’ depending on the details 

you want to edit
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Edit Details & Provide Proof (if required)
Personal Information Bank Information

Edit the information, upload 
proof and click Submit
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Request Submission Acknowledgement

Submission Confirmation Screen - Confirms your information change request has been successfully 
submitted to NAC for review.
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Information Change – Approval Email (Example)

When your request to change personal or bank information is Approved, an Approval E-mail is sent to confirm that your 
requested information changes have been reviewed, approved by an administrator, and successfully updated in the system.
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Information Change – Rejection Email (Example)

When your request to change personal or bank information is Not Approved, a Rejection E-mail is sent to inform you that your 
requested information changes have been reviewed but not approved and may require updates or further action before resubmission.
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NEWS & EVENTS

STEP 7
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News & Events

Click here to access the News & Events hub to stay 
updated with the latest community announcements, 

updates, and upcoming events.
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News & Events

Access updates on NAC’s Facebook change, and the 
NAC’s website (News & Events section)
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LOGGING OUT OF THE MEMBER PORTAL

STEP 8
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Access Left-side menu & Logout

In the panel that opens, scroll down and click on Logout.

Click on the menu icon (☰) in the top-left corner of the screen.
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End of Guide
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