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Registering as a new user

I. Go to www.tro.tas.gov.au
2. Under the ‘Register as a New User’ heading, click on the ‘Register’ button as shown
below:



http://www.tro.tas.gov.au/

3. The registration screen will be displayed as shown below:

Register

4. Enter your details as prompted.

5. Your password must be a minimum of 8 characters/numbers. It must contain a
minimum of 3 of the 4 types of characters (i.e. lowercase, uppercase, digits and
non-alphanumeric).

6. Read the terms and conditions, then tick the ‘Accepted Terms And Conditions’
checkbox.

7. Tick the I'm not a robot’ checkbox.

Click on the ‘Register’ button.

9. An email will be sent to the email address entered. Open the email and click on the
link as prompted.

10. Enter your ‘Password’.

I'l. Click on the ‘Login’ button.

©



Logging in as an existing user

I. Go to www.tro.gov.au
2. Under the ‘Existing User’ heading, click on the ‘Log in’ button as shown below:

Tasmanian Revenue Online

State Revenue Office, Department of Treasury and Finance.

Existing User Register as a New User
Payroll Tax Payroll Tax
Duty Transactions / Land Tax Search Duty Transactions / Land Tax Search
Insurance Duty Insurance Duty
POC Tax POC Tax

Log in Register
Property Transfer Certificate Principal Residence Land (PRL)
For individuals and companies. Use ONLY for PRL for the whole property. For part property PRL, email

or ph (03) 6166 4400.
Create
Apply
Validate

3. The log in screen will be displayed as shown below:

Log in with your username and password

Username | | @ *

Password @ *

[ Keep me logged in
Log in
Forgot your password?

Forgot your username?
Reqgister as a new user

By accessing this website, you acknowledge that you have read, understood and accepted the Terms and Conditions of use.


http://www.tro.gov.au/

No v a

To log in with your TRO username and password:

Enter your ‘Username’.

Enter your ‘Password’.

Tick the ‘Keep me logged in’ checkbox, only if you want to remain logged in.
Click on the ‘Log in’ button.



Logging in when you have forgotten your username

I. Go to www.tro.tas.gov.au
2. Click on the ‘Log in’ button under ‘Existing User’.
3. Click on the ‘Forgot your username?’ link as shown below:

By accessing this website, you acknowledge that you have read, understood and accepted the Terms and Conditions of use.

4. Enter your ‘Email’ address.
5. Click on the ‘Submit’ button as shown below:

UL

6. An email with your username will be sent to your registered email address.


http://www.tro.tas.gov.au/

Logging in when you have forgotten your password

I. Go to www.tro.tas.gov.au
2. Click on the ‘Log in’ button under ‘Existing User’.
3. Click on the ‘Forgot your password? link as shown below:

4. Enter your ‘Username’.
5. Click on the ‘Submit’ button as shown below:

Supmit


http://www.tro.tas.gov.au/

6. The following message will be displayed:
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7. An email will be sent to your registered email address.
8. Click on the link within the email to reset your password as shown below:

You have received this email because you indicated you have forgotten your password for Tasmanian Revenue Online (TRO).
If you did not submit a request to have your password reset through TRO, please ignore this email.
If you do need to reset your password, please click here.

Commissioner of State Revenue, Tasmania

9. The reset password screen will be displayed as shown below:

Reset password

Username joannecam Q@ *

New password | | QO *

Confirm new password *
Submit

10. Enter your ‘Username’.

I'l. Enter your ‘New password’.
|2. Re-enter your password.

I3. Click on the ‘Submit’ button.



| 4. Enter your new ‘Password’.
I5. Click on the ‘Log in’ button.



Registering for Point of Consumption tax

I. Go to www.tro.tas.gov.au
2. Click on the ‘New registration’ menu in the top right hand corner of the screen as
shown below:

Register for payroll tax
Register for insurance duty

3. Select the ‘Register for Point of Consumption tax’ option as highlighted in above
image.

4. Enter your details within the form.

All mandatory fields are marked with an asterisk (¥).

6. Click on the ‘Submit’ button once filled out as shown below:

7. Alternatively, you can click on the ‘Save Draft’ button. This will give you the option
to complete the point of consumption registration form at a later date.

U
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Accessing draft registration forms

I.  All draft registration forms are located on your home page under ‘Draft forms’ as
shown below:

Draft forms

2. Click on the required form to access your incomplete version.
3. Finish entering your information in the form.

To submit a draft form

I. Click on the ‘Submit’ button as shown below:

2. The draft form will then be removed from the ‘Draft forms’ list on your home page.
To discard a draft form

I. Click on the ‘Discard Draft’ button.
2. The draft form will be removed from the ‘Draft forms’ list on your home page.

11



Viewing your accounts

I.  All ‘Accounts’ are displayed on the home screen as shown below:

Accounts

2. Click on one of your accounts.

Your account details will be displayed.

4. To display another one of your accounts, click on the ‘Select account’ menu in the
top right hand corner of the screen as shown below:

w

5. All of your accounts will be displayed.
Click on the required account.
7. The details of that account will then be displayed.

o
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Updating user access

I.  All ‘Accounts’ are displayed on the home screen as shown below:

Accounts

2. Click on the required account.
3. Within the box on the left hand side, click on the ‘Manage users’ option as shown
below:

13



4. Click on the ‘Update’ button of the required user to edit.
5. The ‘Edit user’ screen will be displayed as shown below:

Function Start date

+ Account administrator @ 17/01/2020

M Banking details @ 17/01/2020
M Contact details @ 17/01/2020
M view history @ 17/01/2020
¥ Manage registration @ 17/01/2020
¥ Communications @ 17/01/2020

& Submit return @ 17/01/2020
& Amend return @ 17/01/2020
& Submit annual retun @ 17/01/2020
¥ Amend annual return @ 17/01/2020

14

End date



Update the user access by ticking the function that are required and unticking those

that are not.
Enter an ‘End date’ for access that is required for specific time-frames.
Click on the ‘Update’ button.
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Inviting a user to access your account

I.  All ‘Accounts’ are displayed on the home screen as shown below:

Accounts

2. Click on the required account.
3. Within the box on the left hand side, click on the ‘Manage users’ option as shown
below:

16



4. Under the heading ‘Pending invitations’, click the ‘Invite user’ button as shown
below:

Pending invitations

5. Enter the email address of the user you would like to send the invitation to.
6. Tick the ‘Functions’ you wish to wish the new user to be able to have access to
along with the ‘End date’ (if required) as shown below:

17



Invite user

Enter the email address that you wish to send the invitation to, then select the functions you want to grant to the user using the tick boxes below.

Email *
Function Start date End date
] Account administrator @ 27/03/2020 ¥*
[ Banking details @ 27/03/2020 *
[ contact details @ 27/03/2020 *
CJview history @ 27/03/2020 ¥*
[J Manage registration @ 27/03/2020 *
[ communications @ 27/03/2020 ¥*
[J submit return @ 27/03/2020 *
[JAmend return @ 27/03/2020 *
[ submit annual retum @ 27/03/2020 *
[J Amend annual return @ 27/03/2020 *

Send invitation

7. Click on the ‘Send invitation’ button.
8. The pending invitation will be displayed as shown below:

Pending invitations

Email Startdate  Functions

tastatas y 27037 Ac

Delete  lest@tes!

R
EQ

ani

1al return

9. The nominated user will be emailed an invitation.
10. Once the user has responded via the link within the email, the pending invitation will
no longer be displayed.
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Removing a user

I.  All ‘Accounts’ are displayed on the home screen as shown below:

Accounts

2. Click on the required account.
3. Within the box on the left hand side, click on the ‘Manage users’ option as shown
below:

19
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Click on the ‘Update’ button of the required user.

The ‘Edit user’ screen will be displayed.

Click on the ‘Remove User’ button.

The user is removed from the list of users and will no longer have access to this
account.

20



Suspending a user

I.  All ‘Accounts’ are displayed on the home screen as shown below:

Accounts

2. Click on the required account.
3. Within the box on the left hand side, click on the ‘Manage users’ option as shown
below:

21



4. Click on the ‘Update’ button of the required user to edit.
5. Tick the ‘Suspended’ checkbox, then click on the ‘Update’ button.
6. The user is now displayed as ‘Suspended’.

22



Submitting a periodic return

I. Click on your account name from the home menu.
2. Within the box on the left hand side, click on the ‘Returns’ option as shown below:

3. The ‘Manage Returns’ screen will be displayed as shown below:

i) Prior to initial return being lodged:

Manage Returns

Current financial year returns are lisied in the table beiow.

Type Period Due Date Submitted Date

Periodic Jan 20 21/02/2020 Create

For previous financial year returns click here

23



ii) Once returns have been lodged:

Manage Returns

Current financial year returns are listed in the table below

Type Period
Periodic Oct 17
Periodic Sep 17
Periodic Aug 17
Periodic Jul 17
Adjusted Return 1617

For previous financial year returns click here

4. Select the ‘Create’ link of the periodic return to be submitted.

5. Enter the return details.

6. Click on the ‘Submit’ button.

Due Date

0711112017

09/10/2017

07/09/2017

07/08/2017

21/07/2017

24

Submitted Date

05/10/2017

14/09/2017

14/09/2017

15/09/2017

EEEE
= E E E



7. The following screen will be displayed:

Important information

Total Tax Payable: $15,829.35 @

This refum has been lorged after the due date. It 1 important that yau pay the amount due on this retum immediately Interest at the combined market and premium rates is automanically charged on a nan-compounding daity hasis against
nat may now be payabie, please review your TRO account
See Interest Rates on 3RO websie

e payroll tax debt

Acknowledgements

EmPployers must keep Ml and accurate INANCIal recoras relevant 1o Wages paid of payabie by an empioyer 10 s eMpioyees (INCIUAING payments 1D CONMractors). These records must be SUMEient to enabie the SRO 10 as5ess Your Ianiity for payrol 1ax.

Financial fecords would usually Include detais of any Ny payments (made to employees| reconds (of €MIOyESs), ACCOUNTNG fecords, working papers o produce financial reports, and other similar documents

There i no prescnbed format of Metnod 1or Row récords Should be kept. That i, both phySic 21 and lcironic FCOMs are acceptanie.

Ve recommend that if you stare your records electronically you make a backup copy lo ensure the evidence is easily accessible if the onginal becomes inaccessitle or unreadable — for example, where a hard drive is cormupted.
The records must be in English o easily convertibie into English. If you make paper or elec ironk copies they must be a biue and clear reproduc tion of the originl,

The financial records must be kept for nol less than 5 years aner whichever of the foliowing s the Late

(@) the daie the fecord was made o obiained.
(b) the date of completion of the ransaction or 3ct 10 Which the record relates.

Ey submitting this retum you acknowledge that
« All of the information i true and correct

bur knovriedge
rmation; and
= An audit may be undertaken following the submission of your payroll tax return.

- Penalties may apgly for submitting fals

[T uncerstand and agree fo the above acknowledgements
# Retum 10 o

Submil (pay outside Portal)

8. Tick the ‘l understand and agree to the above acknowledgements’ checkbox.
9. Click on the ‘Submit (pay outside Portal)’ button.
10. The acknowledgement screen will be displayed as shown below:

I'l. Click on the ‘Return to account’ link.
[2. The submitted date of the return will be displayed on the ‘Manage Returns’ screen.

25



Submitting an interim payment

I. Click on your account name from the home menu.
2. Within the box on the left hand side, click on the ‘Returns’ option as shown below:

3. The ‘Manage Returns’ screen will be displayed as shown below:

Manage Returns

Type Period Due Date Submitted Date
Annual 15/16 21/07/2016 Interim Payment Submit
Periodic Feb 16 07/03/2016 16/02/2016 View Amend

View full return history

4. Select the ‘Interim Payment’ link of the annual return to be submitted.

26



5. The payment options will be displayed as shown below:

Annual Return Interim Payment

You can make a payment to the State Revenue Office in advance of lodgement of your annual return. This assists in the reduction of penalty and interest due to late lodgement of the return

1E1| [ Bier code: 787945 Electronic Funds Transfer: \ Clck hata tapay by Electronic Payment Authorisation (formerly Direct
i . 555 037001 (esipes) o

Ref: 600820954439159
PAY AceNo: 263825

Telephone & Internet Banking - BPAY Ace Name ‘Revenue EFT

Ref No 6008209544991€
Call your bank, credit union or building society to make this payment from your cheque weE

or savings account. More infa: hittp:ifwww boay.com au/

6. You may make a payment in advance of lodgement of the annual return. This assists
in the reduction of penalty and interest due to late lodgement of the return.

27



Saving a return as a draft

I. Click on your account name from the home menu.
2. Within the box on the left hand side, click on the ‘Returns’ option as shown below:

28



3. The ‘Manage Returns’ screen will be displayed as shown below:

Manage Returns

Type Period Due Date Submitted Date

Moniniy Jan i6 20/02/2076 Submii
Monthly Dec 15 07/01/2016 Submit
Monthly Nov 15 07/12/2015 ubmit
Monthly Oct 15 04/11/2015 View

Monthly Sep 15 07/10/2015 View

Monthly Aug 15 04/09/2015 View

Monthly Jul 15 07/08/2015 View

Annuai 14/i5 110772015 View

View full return history

4. Select the ‘Submit’ link of the return to be submitted.
5. Enter the return details.

6. Click on the ‘Save as Draft’ button.

7. The draft forms are displayed on the home page.

29



Amending a submitted return

I. Click on your account name from the home menu.

2. Within the box on the left hand side, click on the ‘Returns’ option as shown below:

3. The ‘Manage Returns’ screen will be displayed.
4. Select the ‘Amend’ link of the required return as shown below:

Manage Returns

Current financial year returns are listed in the table below.

Type Period Due Date Submitted Date

Annual 19/20 21/01/2020 17/01/2020

<
®
£

For previous financial year retumns click here

5. Enter the required amendments.
6. Click on the ‘Submit’ button.

30
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Viewing return history

I. Click on your account name from the home menu.
2. Within the box on the left hand side, click on the ‘Returns’ option as shown below:

31



3. The ‘Manage Returns’ screen will be displayed as shown below:

Manage Returns

Type Period Due Date Submitted Date

Moniniy Jan i6 20/02/2076 Submii
Monthly Dec 15 07/01/2016 Submit
Monthly Nov 15 07/12/2015 ubmit
Monthly Oct 15 04/11/2015 View

Monthly Sep 15 07/10/2015 View

Monthly Aug 15 04/09/2015 View

Monthly Jul 15 07/08/2015 View

Annuai 14/i5 110772015 View

View full return history

4. Click on the ‘View full return history’ link located at the bottom left hand side of the
list of returns.

5. The history of all returns lodged will be displayed.
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Requesting a cancellation

I. Click on your account name from the home menu.
2. Within the box on the left hand side, click on the ‘Update/Cancel Registration’
option as shown below:

33



3. The registration details will be displayed as shown below:

Registration

These details are current as of 17/01/2020

Primary State where licensed or authorised New South Wales v o *
Licence or authorisation number *

Licence or authorisation start date 15/08/2006 *

Are you primarily an on-course bookmaker? Yes v o*

Business Bet Types [ ] Totalizator
i Fixed Odds - Racing
[IFixed Odds - Sports
[ Betting Exchange
[[J simulated Racing
W other

Details il QO *

Cancellation of Registration
If you are no longer liable for a point of consumption tax and do not expect to incur any future liability, please request a cancellation of your registration.

Request Cancellation

4. Click on the ‘Request Cancellation’ button.
5. Enter the ‘Cancellation Date’ and select the ‘Reason’ from the drop down list as
shown below:

Cancellation Request

Cancellation Date O *
Reason | ETEN | | *

Submit Cancellation Request

Pending Returns

You have pending returns.
You must submit all pending returns before the cancellation can be completed.

Manage returns

6. Click on the ‘Submit Cancellation Request’ button.
7. The details of the cancellation request will be displayed as shown below:

34



Cancellation Request

Cancellation Date 02/01/2020
Reason No longer liable for the POC tax

Cancel Cancellation Request

8. If you do not wish to proceed with the cancellation, you can click on the ‘Cancel
Cancellation Request’ button.
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Viewing communications

I. Click on your account name from the home menu.
2. Within the box on the left hand side, click on the ‘Communications’ option as shown
below:

3. Amend the ‘Status’ drop down list if required.
4. The communications are displayed as shown below:

Communications

status Curent—————19
Contact Date Subject Name
12/12/2019 11:33 Poc Registration Registration-2019-12-12 Reply

Contact SRO

5. Click on the ‘Name’ link of the communication to view.

36



6. Click on the ‘Open’ button as shown below:

Do you want to open or save 9083501_Registration-2019-12-12.pdf (119 KB) frem cvproject1.treasurytest.local?

Open

Save

Cancel

7. The communication will be displayed.

37




Replying to communications

I. Click on your account name from the home menu.
2. Within the box on the left hand side, click on the ‘Communications’ option as shown
below:

3. Amend the ‘Status’ drop down list if required.
4. The communications are displayed as shown below:

Communications

status Curent—————19
Contact Date Subject Name
12/12/2019 11:33 Poc Registration Registration-2019-12-12 Reply

Contact SRO

5. To respond, click on the ‘Reply’ link.
6. The ‘Reply to SRO’ screen will display as shown below:
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Reply To SRO

Subject Re:Registration-2019-12-12

Message

File | Browse... | |

7. Enter a ‘Message’ within the space provided.
8. Click on the ‘Browse’ button to attach a file, if required.
9. Click the ‘Send’ button once you have compiled your ‘Message’.
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Viewing or printing registration details

I. Click on your account name from the home menu.
2. Within the box on the left hand side, click on the ‘View/Print Registration’ option as
shown below:

3. The details of the registration will be displayed.
4. To print the registration details; right click anywhere on the screen and select the
‘Print...” option.
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Confirming annual registration details

I. Click on your account name from the home menu.
2. When the annual registration confirmation is due to be completed, a message will
display as shown below:

Annual Registration Confirmation Due : The annual confirmation is due for this account. Click here to complete.

3. Click on the ‘Annual Registration Confirmation Due’ link.
4. The Annual Registration Confirmation screen will be displayed.

Annual Registration Confirmation

Please review and update your registration information and confirm that it is correct. Any tax threshold entitliement will be withheld until your registration details are confirmed
Use the edit buttons to update your details then return to this page by clicking on the bulletin message again

Name details

ABN 71097095611
Entity name RCCC Civil Contracting Pty Ltd
All trading names

Other names

Edit Name details

Contact details

Contact details are incomplete. You must complete contact details before you can confirm registration.
Returns Contact

Name

Phone

Email damian.pearce@rccc.com.au

Audits and Compliance Contact

¥ As Above

PO BOX 575
KINGSTON TAS 7051

Correspondence Address

Records At Address L-OT 26 Patriarch DR
HUNTINGFIELD TAS 7055

Edit Contact Details
5. To amend or add any details, click on the ‘Edit’ button of the required section.
6. Make the required amendments.

7. Tick the ‘I confirm the registration details are correct’ checkbox.
8. Click on the ‘Confirm’ button.
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Viewing account history

I. Click on your account name from the home menu.
2. Within the box on the left hand side, click on the ‘History’ option as shown below:

3. Select the required ‘Period’ and ‘Subject’ from the dropdown list as shown below:

Supject All v

4. The results will be displayed depending on the options selected.
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Responding to an account invitation

No Vv hwWw

10.
M.

12.
13.

If you have been invited to have access to an account, you will be emailed an
invitation inviting you to ‘respond’ to this invitation.
Click on the ‘respond’ link and respond as necessary.

To accept the invitation (if you have a TRO username):

Click on the ‘Link to an existing user’ option in your email invitation.

You will be prompted to log in.

Enter your TRO ‘Username’ and ‘Password’.

Click on the ‘Log in’ button.

A message will be displayed on the screen of the user that sent the invitation as
shown below:

To accept the invitation (if you have DO NOT a TRO username):
Click on the ‘Link to a new user’ option in your email invitation.

You will be prompted to register a new TRO username.

Click on the ‘Register’ button.

A message will be displayed on the screen of the user that sent the invitation as
shown below:

To decline the invitation:

Click on the ‘decline invitation’ option in your email invitation.

A message will be displayed on the screen of the user that sent the invitation as
shown below:
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Viewing messages

I. Messages are displayed on your home screen as shown below:

Last Login : The last time you logged in was: Friday, 27 March 2020 3:02:21 PM

2. To remove a message from your screen, click on the X’ on the right hand side of
the message as shown below:

Last Login : The last time you logged in was: Friday, 27 March 2020 3:02:21 PM Publshed: 271032020 Q
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Viewing message history

I. Click on your ‘Username’ in the top right hand corner of the screen as shown
below:

2. The following menu is displayed:

Manage myGoviD

Log out

3. Click on the ‘Message history’ option.
4. Select an option from the ‘Period’ drop down list as shown below:

Period |

5. Messages will be displayed depending on the ‘Period’ option selected.
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