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Introduction

This guide is for approved users of TRO and provides instructions on its use. Online help
facilities offer detailed guidance.

System Administrators can access technical information in Tasmanian Revenue Online — System
Administrator Guide — Payroll Tax.

Accessing TRO

www.tro.tas.gov.au

An authorised user has two login options:
|. using a TRO user name and password; or
2. using your AUSKey

NOTE: if you have an Auskey you can link it to your TRO account after you have logged in.
Once linked, you can use your AUSKey to login to TRO in future sessions. To find out more
about AUSKey go to https://www.auskey.abr.gov.au.

Log in with your TRO user name and password

Enter the user name and password supplied with your payroll tax registration or by your
organisation’s TRO administrator.

User names and passwords are case sensitive.

-

o Tasmanian Revenue Online
—~——

Tasmania

» Add TRO to Favorites

Department of Treasury and Finance - State Revenue Office

LOGIN using your TRO username and password

User Name |

Password

LOGIN using your AUSKey

To use your AUSKey, the easy access key to TRO and other government online services, you must
first:

1. Register for an AUSKey
2. Quick-link your new AUSKey to TRO

] »

| [Done e‘u Local intranet | Protected Mode: Off v ®|i130% v

Figure | - TRO Login Screen
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After you have logged in for the first time and if you cannot remember your password,
type in your User name and click on the login button. To access your trigger phrase click the
Show my Trigger Phrase button (Figure 2).

N Add TRO to Favorites
.

’l 4 Tasmanian Revenue Online

Department of Treasury and Finance - State Revenue Office

—~—
Tasmania

LOGIN using your TRO username and password

User Name tina

Password

Login

|'ve forgotten my password Show my Trigger Phrase

Click here for help with forgotten passwords.
Click here to send an email requesting that your password be reset.

Invalid password entered! Please check your trigger phrase.

Figure 2 - Login screen with invalid password error message
Changing your Password

If you are logging in for the first time, you must change your password. Type in your User
Name and your temporary password and click on ‘Login’, (Figure 3).

i ———————————

N
| »y’ Tasmanian Revenue Online
e~

Department of Treasury and Finance - State Revenue Office

Tasmania

LOGIN using your TRO username and password

Your password requires changing...

User Name ‘tinapl‘l |

Password |

New Password

Re-type New Password

New Forgotten Password Phrase

MNew Reset Password Question

| New Reset Password Answer

* = Mandatory field
Login

LOGIN using your AUSKey
Login

To use your AUSKey, the easy access key to TRO and other government online services, you must
first:

1. Register for an AUSKey

| n

€L Local intranet | Protected Mode: Off B

Figure 3 - Change of Password Screen
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I. The user name field will be automatically populated with your details.
2. Enter your temporary password.

3. Enter a new password. The password must be at least 6 characters long and should be a
mix of alpha and numeric characters. It is case sensitive.

4. Re-type your new password.

5. Enter your New Forgotten Password Phrase. This field is compulsory, and is to assist you in
remembering your password. For example, if your password is “Fido2010” because it’s your
dog’s name and birth year, the Forgotton Password Phrase should be “Dog’s Name + Year
of birth”. Do not put your actual password in this field.

6. Enter your ‘New Forgotten Password Question’. You will be asked this question if you need
to reset your password.

7. Enter your ‘New Forgotten Password Answer’. This is the answer to the New Forgotten
Password Question.

8. Click on the Login button.

9. You must accept the TRO Conditions of Use (see below) and login again using your newly
created password.

To change your password again at a later date, log in to TRO and click on Change Password on
the left side menu.

Conditions of Use

New users are not able to access TRO without agreeing to the Conditions of Use. The
conditions will not appear on subsequent logins.

. Click on the Conditions of Use link.

2. If you agree with the conditions, click the box next to the agreement box (Figure 4), and
login.

£ Tasmanian Revenue Online - Windows Internet Explorer S— o — — - E=ArT

-

iy’ Tasmanian Revenue Online

Department of Treasury and Finance - State Revenue Office

Tasmania

LOGIN using your TRO username and password

User Name testing
Password |
| have read the Terms of Use and

agree to the Terms and [
Conditions therein

Figure 4 - Conditions of use checkbox
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Logging on with your AUSkey

Linking your AUSkey for your TRO Account

I. Register for AUSkey and install it on your computer or USB stick;

2. Go to the TRO login screen and login using your existing TRO user name and
password;

Important: if you are accessing your AUSkey from a USB stick, you must run the web
browser from the same USB stick.

3. Click on ‘Link AUSkey’ in the left side menu. If your AUSkey is already linked, an ‘Unlink
AUSkey’ link will display.

If neither link appears it means you have not provided your ABN to the State Revenue
Office. Email your ABN to the SRO at taxhelp@treasury.tas.gov.au.

You should allow one business day for processing.

Logging On
I. Click on the AUSkey login button from the Login screen (see Figure 5);
2. Select the AUSkey you are using, enter your AUSkey password and click continue.
3. Type in your AUSkey password;

4. Click on the Continue button.

& | https:Hthirdparty.authentication. business.gov.au - Government Authentication Service - Microsoft Internet Exp... [,

Australian Government Authentication Service

Login

‘fou have been redirected to the Govemment Authentication Service.
This service requires that you identify yourself using your Credential.
The information on your Credential will be returned to the Agency with which you are doing business

Please select your Credential and enter your passwaord.

Select: |Jebediah, Springfield - 12300009671 - |] Password: | |

CONTINUEW ] CANCEL &

Glossary

S & Internet

Accessibility Copyright Disclaimer Security and Privacy Help

Figure 5 - AUSkey login screen
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About TRO

Main Functions

Logging in takes you to the TRO home page (Figure 6). You can return to this screen at any
time by selecting your company name at the top of the left side menu.

S~
»ﬂ Tasmanian Revenue Online

Tasm?nia ~epartment of Treasury and Finance - State Revenue Office

SBR Test ‘ gow Results Window
Business 35

Acc No: 7111800 Bulletin for 11/5/2012
User ld: joed

Payroll Tax Test fftem Maintenance
Lodge Returns: Due to system maintenance, Tasmanian Revenue Online will be unavailable from 8.00-9.00am (EDST Tas) Thursday, 29 March 2012.

. Due to the Easter period the March 2012 payroll tax due date for monthly and quarterly returns will be 11 April 2012.

DECQ09
The State Revenue Office will be closed over the Christmas/New Year break from 24 December 2011 until 2nd January 2012 inclusive. Should you have any
MARQ10 queries during this period please contact the office once we re-open on 3rd January 2012 or alternatively email your query to taxhelp@treasury tas.gov.au and it
Contact Details will be actioned after the office re-opens for 2012.
ancial S ary q
Financial Summai System Maintenance
R n Det Due to system maintenance, Tasmanian Revenue Online (TRO) will be unavailable from 6.00pm - 8.00pm (AEDT) Wednesday, 26 October 2011

Taxline Help Email Link

Threshold Entitiement Calculation For Leap Year

Change Password Please note that the 2011-12 financial year is a leap year therefore, the threshold entitlement calculation is as follows;
Link Al
$1 010 000/366 days muttiplied by the number of days in the month.
Manage Users
Manage Intermediary 29 day month - $80 027.00 L
30 day menth - $82 787.00 3
Tax Help 31 day month - $85 546.00

Figure 6 - TRO Home Page

Figure 7 illustrates the main functions that can be accessed from the left side menu. If you
cannot access some of these, it is likely that your administrator has not given you access to
them. Please speak first to your TRO systems administrator to clarify your level of access
before calling the State Revenue Office.

SBR Test

= MNare of your company. Clicking here will return you to
Business 14 the home page. = e
. our account number. Please gquote
Acc No: 7111761 this number if you ring the SRO for ]
- ist L
Auskey User: Displays the user id of the staff rmember currently Iosgsd SECIIANGE
Springfield in. This will show the AUSkey user name or the TR
Jebediah user name depending on which way you have logged in.

ABN:
12300009671

Payroll Tax Test Revenue Line )
Lodge Returns:
MAY10

Annual 0 1 Lists the return periods not yet lodged. Click on the period
to access return form screen

details or change the name of the

Allows you to either update the contact
tfor yourorg

Provides a history of returns lodged and payments made

f Allows you to check registration details ]

i i L
Allows youto email an enquiry to the SRO. L and provides alink io update

canlog in using your TRO user name. Note: If you have
not linked an AUSkey then there will be a "Link AUSkey'
aption and a 'Change Password’ option.

(Allows youto create or suspend users
and det ine user This link is
L only available to Administrators.

Allows youto nominate an intermediary who will have
access to TRO to report on your behalf

Frovides a link to the online Tax Technical manual ] 7 . =
Provides a link to the online User
manual
Provides a link to download help and other TRO related
documents

Figure 7 - Explanation of Main Menu Options

Allows youto unlink your AUSkey so that from then on you ]

[ Provides alink to the State Revenue
| Office web site.
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Daily Bulletin

On each log in, the Home Page Daily Bulletin will display updated information such as:
e changes to legislation;

new rulings or guidelines;

client education seminars;

system outages;

system enhancements.

Results Window

The results window (Figure 8) logs each action that is performed in TRO. It enables the user to
view errors and the lodgement details of each transaction. The contents of the results window
will remain until the 'read’ option is ticked and the update button selected. In this case the
information will be removed during overnight processing.

A Tasmanian Revenue Online - Results Window - Microsoft Internet Explorer _ E E|

A

| Hide Results | | Selectall | [ Show Al ][umlate | W

Results Window for priutrain

Message
Date 07/04:2010

A problem was encountered updating the system - check that your data is correct and retry.
19/12/2008 08:38 EST Alternatively, please click here for assistance with checking your settings as the problem 0
(Tas) may relate to pop-up blockers on your computer. If the problem persists, please contact

TRO System Administrator.
030752008 1410 EST Refno: 60059990067208 : Monthly Payroll Tax Return 1002 Taxable Amount. $100000.00 Tax:

{Tas) FE74N NN Int §4514 40 Pent &0 00 Met Tay $107454 40 [ v/

Figure 8 - Results Window

Button Function

Hide Results Closes the results window. To open it again, click on the Show Results
Window button on the main TRO screen.

Select All Enables you to mark all entries as read. Once selected, it will change to
a De-Select All button.

Show All Displays all entries in the results window. Print Enables you to print
all entries in the result window.

Update Refreshes the results window and removes entries marked as read.

Read Once you click on a box to mark an entry as Read it will be hidden

from the Results Window once you click Update. Read entries are
removed from the Results Window overnight.

To ensure TRO performs at an optimal level, it is recommended that
the entries in the Results Window are removed periodically.

Click on the reference number to review the return.

Current User Details

The current user My Details screen (Figure 9) can be used to update your telephone, fax and
email details and your password trigger phrase.
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I. Double click on the ‘ﬁ icon on the home page to display the My Details screen.

»ﬁyl Tasmanian Revenue Online

Tasmania  Department of Treasury and Finance - State Revenue Office

Show Results Window

Acc No: 7111800 Tasmanian Revenue Online - My Details
User Id: joe4

Payroll Tax Test UserID joes

Lodge Returns:
SEPQ09
DECQ09 Initials
MARQ10

Contact Details

Financial Summary Title Mr  ~

Registration Details

Taxline Help Email Link

Change Password
Link Auskey Mobie
Manage Users )

Manage Intermediary Email

Given Name El

Surname  Nino

Telephone

Facsimile

Forgotten Password Phrase testing

Downloads
SRO Website

| Logout |
Figure 9 - Edit My Details

2. Click in the required fields and update your details.
3. Click on Submit.
4. Click on OK.

System time out

To ensure only authorised users access TRO, there is a 60 minute inactivity timeout.

Downloads

Select to download this guideline and other help material.

Taxline Help

Select the Taxline Help for tax related questions.

Navigating around TRO

Important: Do not use the internet back arrow while navigating between TRO screens.

Use the menu options on the left side of the screen. You will be prompted to save information
prior to exiting a current screen.
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Online Help

Field Level Help when lodging returns
To access field level help:

I. Move your mouse over the desired field and click on the name for a description of the
field.

2. Where relevant, fields also contain relevant links to the Tax Technical manual, rulings or
guidelines.

Screen Level Help
Each monthly or annual return screen has useful information.

I. Select the relevant return from the left side menu.

2. Select the Help Button from the menu at the top of the TRO screen and click on the
associated link for a list of topics from the Tax Technical manual.

Tax Technical Manual

A comprehensive, online Tax Technical manual is available to help in determining your tax
liability. Simply select the Tax Help button from the left side menu for the Help Index (see
figure 15) and choose your desired topic.

I. Scroll to select the payroll tax option to display the list of subheadings.
Select to display the subheadings and again to hide them.
Select the close box to exit and return to the Help window.

H WS

Select another subheading or select the close box to exit Help.

I o v SV e T

Tasmanian Revenue Online
Tax Help Index

Payroll tax:
Payroll tax - Contents

Pay-roll tax - what is it and who is liable

Pay-roll tax - requirement for registration of employers

Pay-roll tax - exempt employers

Pay-roll tax - cancellation of registration

Pay-roll tax - what are wages, taxable wages, total Australian wages and Australian group wages?
Pay-roll tax - rate of tax and general exemption amount

Pay-roll tax - when must tax be paid and a return lodged?

Pay-roll tax - examples of calculations for determining the appropriate general exemption and tax payable
Pay-roll tax - annual reconciliation return

Pay-roll tax - interim payment

Pay-roll tax - what is an employer?

Pay-roll tax - allowances and reimbursements

Pay-roll tax - fringe benefits

Pay-roll tax - employer superannuation contributions

Pay-roll tax - salary sacrifice

Pay-roll tax - director?s remuneration

Pay-roll tax - eligible redundancy payments

Pay-roll tax - workers? compensation

Pay-roll tax - rebates

Pay-roll tax - when are organizations grouped for the purposes of pay-roll tax?
Pay-roll tax - what contractor payments are taxable?

Pay-roll tax - employment agency provisions

Pay-roll tax - refunds

Pay-roll tax - Public Rulings and Guidelines

Link to Payroll Tax Act 1971

Link to Taxation Administration Act 1997

Contact us for more information

« i, v

Figure 10 - Tax Technical Manual
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Online User Manual

To access the Manual:

I. Select the TRO Help button from the menu on the left hand side of the screen.

2. Select a high level heading such as the returns module to display the full list of subheadings

for that topic area.

3. Select once to display the subheading and select again to hide them.
& TRO Help Manual - Windows Intermnet Explorer L —— e e P

Explorer

Tasmanian Revenue Getting Started
Online

User Manual

Using this Manual

This manual has been designed to be used as a

Index reference source for accessing step by step
Getting Started instructions on how to use the many features and
Returns Module functions of Tasmanian Revenue Online.

Duty Instruments Module

Making Payments Step Action
General Functionality ] Click hiah level headi n
= ick on a high level heading such as
system Administrator ! )
- Ste.".] Administrator Returns or duty instruments to display
Conditions of Use the full list of subheadings for that topic
area.

This is a toggle function. Click once to
display the subheading and click again
to hide the subheadings.

2 Note the mouse changes to a hand when
you mave over the subheadings.
Clicking on a subheading will take you to

Figure 11 - TRO Online User Manual

4. Select the relevant sub-heading.

5. Select the close box to exit and return to Help.

6. Select another subheading or select the close box to exit Help.

Contact Details

-

You can nominate one person in your organisation to be the contact for all enquiries from the

SRO.

Tasmanian Revenue Online

Department of Treasury and Finance - State Revenue Office

Show Results Window

Acc No: 7111800 Tasmanian Revenue Online - Contact Details for Payroll Tax Test
User Id: joed
Payroll Tax Test Enter the new details:
Lodge Returns: Surmame

SEPQ09

DECQ09

MARQ10 Tile Mr -
Contact Details

inancial Summary Telephone
Registration Details
Taxline Help Email Link Facsimile

Given Name/intials

(Include area code, eg 03 1234 5678)

Change Password (Include area code, eg 03 1234 5678)

Link Auskey Email
Manage Users

Manage Intermediary Mobile

(format: 0412 345 678)
TaxHelp
TRO Help

BT iEiE [ submit | [ Make me the Contact |

SRO Website

Figure 12 - Contact Details

|. Select Contact Details from the left side menu.

2. Select the Make me the Contact button to automatically insert your own details or

enter the contact person’s details.
3. Select Submit.

13/85425[v3] User Guide Payroll Tax - DEPARTMENT OF TREASURY AND FINANCE, TASMANIA
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Registration Details

You can view your existing registration details. Requests for changes must be submitted to the
State Revenue Office.

Y] . .
M4 Tasmanian Revenue Online
"’

Department of Treasury and Finance - State Revenue Office

Tasmania

Show Results Window

Acc No: 7111800 Tasmanian Revenue Online - Registration Details

User Id: joe4 Registration Details for SBR Test Business 35, for Revenue Line Payroll Tax Test

Payroll Tax Test
Lodge Returns:
SEPQOY Taxpayer Account Number 7111800

DECQ09 Postal Address Line 1

MARQ "
LRI Postal Location

z 5 Postal Postcode 0
Registration Details Employee Ratio Interstate
Taxline Help Email Link

Group Status Ungrouped
Change Password " X

SHHE SeSSHEE Exemption Entitlement Ful
Link Auskey
Manage Users BSB Number
Manage Intermediary Financial Institution
TaxHelp No Account Number recorded

Account Name

Please contact the State Revenue Office if you wish to change any of these details. You should quote the Taxpayer Account Number and the Revenue Line indicated in the title.

Figure 13 - Registration Details

To request changes to your registration details:

I. Click on Registration Details from the left side menu.
Click on TRO System Administrator link at the bottom of the screen.

Enter your new registration details.

W

Send your email.

The details will be updated and will be available in TRO the following business day.

Intermediary Users

Accessing Taxpayer Information/Returns

I. Login, select Access Taxpayers and Submit.
2. If you have access to more than one taxpayer, select the relevant taxpayer from the list.

Payroll Tax Periodic Returns

Submitting a Payroll Tax Periodic Return
On the left side of the screen under the heading Lodge Returns will appear a list of unlodged

returns. These will automatically display early in the return period.

To access and edit the return, select on the link. Once the payroll tax form appears, click in the
Salaries and Wages field to begin entering your wage details. You can move between fields by
using the Tab key.

Fields marked by an asterisk are mandatory.
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Interstate Wages, Interstate Group wages and Tasmanian Group Wages

If these fields apply to you they will appear on your TRO screen.

If any of the fields are not completed, the general exemption will not be calculated and tax will
be calculated on the whole Gross Woages Figure. If these fields are completed TRO will
calculate your entitlement to the general exemption.

I. When all details have been entered, select submit.

2. Select OK button to confirm you wish to proceed.

If your Return will not submit and you receive an error message in your Results
Window, refer to the Troubleshooting section of this manual.

Confirming the lodgement

Once a return has been submitted, TRO will send confirmation (figure 19). The confirmation
screen sets out the amount due and a payment reference number that should be quoted when
the payment is made.

Important: This screen only confirms that you have lodged your return. It does not indicate
that payment has been made.

/& Tasmanian Revenue Online - Windows Internet Explorer IR O I o ol

State Revenue Office Tl

Return Lodgement Confirmed :
Return Type: Payroll Tax Test
— 01/07/2009 to
. Return Period: 30/09/2009
Reference £
Number: 60071118007038
| Penalty Amount: $0.00
| Interest Amount: $1,832.15
|| Tax Due: $5,488.29
Total Due: $7,320.44 B

| R TA

Figure 14 - Lodgement Confirmation Screen
To view the return lodgement confirmation at a later date from the Results Windows:

. Select the Show Results Window button.

2. Select the hyperlinked reference number marked on the entry you wish to view.

( /& Tasmanian Revenue Online - Results Window - Windows Internet Explorer = |8 éj‘ E
Results Window for joe4 [ Hide Results |[ SelectAll |[ ShowAl | [update |
Time Message Read

Date 11/05/2012

Ref no: 60071118007038 : Monthly Payroll Tax Return 0909, Taxable Amount: $89972.00, Tax:

11/05/2012 12:13 EST
(T35) gr488 29, Int $1832.15, Pen: $0.00, Net Tax: $7320 44

11/06/2010 14:38 EST (Tas) Intermediary Relationship has been successfully updated

4

Results Window for ioed ~ | Hide Resuits || selectan || showan |[Print] | update |

M
Figure 15 - Results Window

Once a record is removed from the results window you will no longer be able to
view it from this window. Refer to the Financial Summary Screen section of this manual for
information on how to access your information.
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Submitting a Payroll Tax Annual Adjustment Return

On the left side of the screen under the heading Lodge Returns, there is a list of unlodged
returns. (Figure 22).

& Tas - Windows Internet Explorer =5 EoR(~==)

Tasmanian Revenue Online

Taom. Department of Treasury and Finance - State Revenue Office
SBR CAM 01
Ace No: 7111387
User Id: cheryl02 Payroll Tax Return from 01/07/2011 to 30/06/2012
SBR CAM 01 Acct No: 7111397 User Id: cheryl02
Payroll Tax Test This return is to be lodged by 21 July
Lodge Returns: Failure to submitthis return by the due date may result in interest and/or penalty being applied in accordance with the Taxation
FEB10 Administration Act 1997

MAR10

Salaries and Wages [ Interstate Wages
Annual 1112 Allowances. " Gross TAS Wages paid by other group

members
Interim Payment
@ Bonuses/Commission * Gross IS Wages paid by other group members

Contradior Payments K Total Australian Wages 50.00
on Det Directors Fees - Total Tasmanian Group Wages 50.00
Taxiine Help Email
Link Fringe Benefits I Total Australian Group Wages 50.00
Link Auskey Termination Payments ' Gross Wages 50.00
Manage Users Shares/Options * Less Threshold Entitiement 5000
Manage intermegiary
Other F Taxable Amount 50.00
Tax Payable at 5.1% 50.00
Less TaxPaid 50.00
TaxOwing $0.00
Inferest Due 50.00
Penalty Due 50.00
Total Due $0.00
Should you wish to lodge a il return, please enter $0.00 into all mandatory fields and then submit
* - Mandatory field

{5l € Local intranet | Protected Mode: Off fa v R00%

Figure 16 - Annual Payroll Tax Form

To access and enter your Annual Adjustment Return details, click on the link to the return. For
example, click on Annual 01/02. Once the payroll tax form appears, click in the Salaries and
Wages field to begin entering your wage details. You can move between fields by using the Tab
key.

All fields are mandatory.

Once you have completed your return click submit and then OK to confirm you want to
submit the return.

Interstate Wages, Interstate Group wages and Tasmanian
Group Wages

If you are unable to obtain the wages details to include in this field you will need to tick the
“estimates used” box (directly below this field) and then include an estimate. In this case no
threshold entitlement will be allowed and tax will be assessed at a flat rate on the Gross Wages
Figure.

The fields displayed on the return screen will depend on whether the business operates only in
Tasmania or interstate and whether they are a member of a group and the role of the member
in the group. The information requested is based on your registration details. If you consider
that the registration details are incorrect you should email the SRO with the correct
information.

Amending Submitted Returns

Once your return has been submitted you cannot make changes. If you need to amend details
in a return that has been submitted via TRO, select the taxhelp email link to email the correct
return details to taxhelp@treasury.tas.gov.au. The return will be amended and will show
on the Financial Summary screen of TRO the next business day.
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Payment Options

Whilst a variety of payment options are available, the preferred payment options for TRO users

are BPay or electronic payment authorisation.

It takes approximately 48 hours for a BPay or electronic payment authorisation payment to be
cleared and updated in TRO. The Financial Summary screen will display $0.00 in the payment

column until the payment has been cleared.

BPay Payments

The BPay Biller Code and unique reference number are shown on the Lodgement Confirmation

Screen (figure 22)

3 Tasmanian Revenue Online - Microsoft Internekt Explorer

- 1ol =l

Return Lodgement Confirmed :

|»

Return Type: FPay-roll Tax Accept
Reference Humber: GO0S2244067002
Penalty Amount: F0.00
Interest Amount: F201.60
Tax Due: F10,120 .52
Total Due: F11.021.18

ig Biller Code: 787945
PRy| | Ref: 6005884409670026

Pritit | Claze

Figure 17 - BPAY Biller Code

Electronic Payment Authorisation Payments

Before using Electronic Payment Authorisation (EPA) you will need to apply to the SRO using

this form.

The EPA link will only be displayed in the Return Lodgement Confirmation screen if the client

has lodged an EPA with the office.
To make an EPA payment using TRO:
I. Click on the link to EPA payment (see figure 18);

2. You can override the amount payable if required.

/] Tasmanian Revenue Online - Microsoft Internet Explorer

g [m[ 3]

State Revenue Office

Return Ledgement Confirmed :

Pay-roll Tax Oracle
01/07/2005 to 31/07/2005
E00857 17267002

Return Type:
Return Period:
Reference Humber:
Penalty Amount: $0.00
Interest Amount: $1309.95

Tax Due: $3,245.20

Total Due: $3,385.15

ig Biller Code: 787945
PRY| | Ref:600657172670021

Telephone & Internet Banking - BPAY

Call your bank, credit union or building
=0ciety to make this payment from your

Print Cloze

Click here to pay by Electronic Payment
Autherisation (formerly Direct Debit).

Figure 18 - Electronic Payment Authorisation (EPA)
13/85425[v3]
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Other payment methods

To make payments by cheque/EFT you must quote the |4 digit reference number with your
payment (see figure 19).

3} Tasmanian Revenue Online - Microsoft Internet Explorer -0l =]

Return Lodgement Confirmed : —

Return Type: Pay-roll Tax Accept

Reference Humber:

Penalty Amount: F0.00
Interest Amount: F291.60
Tax Due: F10,129.58
Total Due: F11.021.12

ig Biller Code: 787945
PaY| | Ref: 600588449670026

Figure 19 - Payments Reference Number

Interim Payments

Interim payments can be made for annual adjustment returns. Interim payments may be lodged
with an application for extension of time to lodge the annual adjustment return. This payment
can greatly reduce any interest and penalty payable. If paying by BPay or EPA, these options will
be available on the interim payment screen (Figure 20). Otherwise please quote the |4 digit
reference number displayed on the screen when making your payment.

= ]

- =

i— Tasmanian Revenue Online

A

s Depastmeent of Treasury and Finance - Blate Bevenes Oflice

)
SBR CAM 01

Annual Payroll Return Interim Payment

Vorm can make a payment o the State Rievenr Office i advance of lodprment of your sl payrol eetum. Thin ansish i
e rechactoon of prnaty md ifrrl du fo Lt kdgrrent of the rehen
Trok FedR R frareley’ JoPri W] Dbivy SR0aii B uOled I ByToanls mi) Sulmue] P BFAY

Payroll Tax Test
cage Returns

Rafarancs Number - BIT11138TE82

e T
e Lot FRFB2 [ e -

Rt S0OTY 11 7R Darext Cobil)

Teisphons & inferaet Bk ing - BRAF
Coll e it Comi wiaiet g Bl
Nocaty 12 P Pl Cl e b
O 8F SEVRGE BI0NwSL My =iy

S BENY OO0 b

Figure 20 - Interim Payment Screen

Interest and Penalty Tax

Interest and penalty tax are automatically calculated on a late return. Outstanding interest or
penalty tax is added to the amount due and included in the total amount due.
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Financial Summary Screen

The Financial Summary screen (figure 21) displays a list of your lodged returns and payments.

/€ Tasmanian Revenue Online - Windows Intemet Explorer (= |

N
»é Tasmanian Revenue Online

Tasmania Department of Treasury and Finance - State Revenue Office

SBR CAM 01 Show Results Window
Acc No: 7111397
User Id: cheryl02 Tasmanian Revenue Online - Financial Summary for Payroll Tax Test

Show Financial Summary for: 20092010 ~ or:| Show Unbalanced Periods Only ]

Payroll Tax Test

No current
Period Tax Penalty Interest Payments Other Balance

MAY10 887924 $0.00 $18335 50.00 $0.00 $862.59
SEPD9 82147079 $0.00 $6,999.30 50.00 $0.00 $28,470.09

AUG9 82147079 $0.00 87,22520 50.00 $0.00 $28,695.99

Total 843,820.82 $0.00 §14,407.85 50.00 $0.00 $58,028.67

Other periods Balance $0.00

Total 858,028 67

* Assessment is pending verification by the State Revenue Office

== To proceed, choose an option from the left

Done € Local intranet | Protected Mode: Off 43 v ®10% v

Figure 21 - Financial Summary Screen
To view your summary in TRO, select Financial Summary from the menu options.

The data is displayed by financial year and the screen defaults to the current period. To view
earlier periods select the financial year required from the drop down menu.

The return details submitted today will display as $0.00 until the details are authorised by the
SRO and TRO is updated overnight. Payments will display once they are processed and
allocated to your account by the SRO.

e You can display the return details for any period in the current year, click on the relevant
link under the heading ‘Period’. For example, SEP-1 |

Monthly figures are replaced once the Annual Adjustment return has been lodged and
processed.

e For payroll tax grouped businesses, $0.00 will be displayed for the annual return period
until all group members have submitted their return.

e For returns that are not balanced, select the Show Unbalanced Periods Only option.

Once you have accessed your return you can view the BPay details or make an EPA payment
from that screen.
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Troubleshooting
If TRO becomes temporarily unavailable, refresh the database by pressing F5.
Login screen does not appear or the return will not submit

Your software may be blocking popup windows. To correct this, please add TRO to a list of
trusted sites on your computer. To do this:

Allowing pop-ups

Internet Explorer — Pop-up blocker settings
To allow pop-up windows when using Internet Explorer:
|. Open an internet explorer window leaving it at its default homepage.

2. Click on the Tools option.

w

Click on the Pop-up Blocker option. If the pop-up blocker is turned off, skip to the
section on trusted sites. If not, go to step 4.

Select Pop-up Blocker Settings.

Type in *.tas.gov.au into Address of Web Site to allow text box.
Click the Add button.

Ensure that *.tas.gov.au is listed in the Allowed sites list.

Ensure Filter level is set to Medium: Block most automatic pop-ups.

¥ © N o Uk

Click the Close button.

Internet Explorer — Trusted site settings
To add TRO as a trusted site when using Internet Explorer:
I. Open an internet explorer window leaving it at its default homepage.
Click on the Tools option.
Click on the Internet Options...
Click on the Security tab
Select Trusted Sites.
Click the Sites button.

Type https://www.tro.tas.gov.au into the Add this Web site to the zone text box.

Ensure that https://www.tro.tas.gov.au is listed in the Web sites list.

0 00 N o U1~ WD

Ensure Require server verification is ticked.
. Click on OK.

. You should now be back on the Internet Options dialogue box. Click the Apply
button if it is active.

— o

[2. Click on OK to complete the process.

|3. Close all browser windows again, to ensure the settings have been successfully saved,
and then log into TRO as normal.
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Mozilla Firefox — Pop-up blocker settings

To allow pop-up windows and to add TRO as a trusted site when using Mozilla Firefox:
I. Open your Firefox internet browser.

Click on the Tools option.

Select Options...

Click on the Content tab.

vk~ W N

If Block popup windows is checked, continue by adding the TRO website to the
exceptions list. If not checked, check the box then proceed to the exceptions list.

Click the Exceptions button.
Type in *.tro.tas.gov.au into the Address of Web site text box.

Click Allow button.

v © N o

Ensure that *.tas.gov.au is listed in the Site list.
10. Click the Close button.
I'1. You should now be back on Options dialogue box.

12. Click on OK to complete the process.
Clearing Temporary Internet Files

Internet Explorer

l. Open an internet explorer window leaving it at its default homepage.

2. Click on the Tools option.
3. Click on Internet Options.

e Department of Treasury and Finance, Tasmania - Windows Internet Explorer

o e |@ DEEpe | vy Ereasury kas . goy,au
-
Fle Edt ‘Wiew Favories Help ¥ Esnegt B gf
" ) | Delete Browsing Histary... Chrl+shift+Del |
W Favarites | g5 @] DTF Sy InPrivate Browsing Chrl+Shift+P logo2_govdex{1]
|@Department of Treasury and| Reopen Last Browsing Session
r InPrivate Filkering Chrl+Shift+F
S ) iy )
! I - 'k De pain InPrivate Filkering Settings
Tasm‘-‘;nia Trez ropupBlocker 3
[R————— SmartScreen Filker 3
www.tas.gov.au | Manage Add-ons =
Compatibility Yiew Settings

Home

‘windows Update

Welcome to

T e Developer Tools F12
Finance, Tasmania State Budget
: windows Messenger he Busgstw
Diagnose Connection Problems. ..

he second Soci
Sun Java Console

. . riskmatters is
high quality advice ta [ [nter

Figure 22 - Internet Explorer Tools Menu

4. In the Browsing History section, click on the Delete button.
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Internet Options rz|

General |Sscurlty || Privacy | Content | Connections = Programs | Advanced |

Home page
l/? To create home page tabs, type each address on its own ine.
=

iEEp: v, Ereasury bas, oo, su)

[ Use current ][ Use default I[ Use blank

Browsing history

] ’i_ Delete temporary files, history, cookies, saved passwords,
V) and web farm infarmation.

[[] belete browsing histary on exit

Delete... ][ settings |

Search
p Change search defaults,
Tabs
— Change how webpages are displaved in
—_ tabs.
Appearance
[ Colors ] [ Languages ] [ Fonts I [ Accessibility ]

Figure 23 - Internet Options

Ensure that Temporary Internet files, Cookies and History are ticked

5. Click on the Delete button.

Delete Browsing History E|
[C]preserve Favorites website data

Keep cookies and temparary Internet Files that enable your Favorite
websites to retain preferences and display Faster.

Temporary Internet files
Copies of webpages, images, and media that are saved for Faster
wiewing,

[]cookies

Files stored on wour computer by websites bo save preferences
such as login information.

|:| History
Lisk of websites vou have visited.

[JForm data
Saved information that vou have byped into Forms.

[[Jrasswords
Saved passwords that are automatically filled in vahen you sion in
to a website you've previously visited.

[]InPrivate Filtering data

Saved data used by InPrivate Filkering to detect where websites may
be automatically sharing details about your visit.

About deleting brovesing history Delete I I Cancel l

Figure 24 - Delete Browsing History

6. Once done, ensure you exit out of all Internet pages so that the changes can take effect.
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Mozilla Firefox

I. Click on the Tools menu.

2. Click on Options.

Help
Web Search Chrl+E
Dowwnlnads Chrl+]
add-ons
Error Console Ckrl+5hift+3
Page Info

Skart Private Browsing  CkrlH-Shift+P
Clear Recent Hiskary... CtrlH+35hifc+Delete

Dpkions. ..

Figure 25 - Mozilla Tools Menu
3. Click on the Advanced tab.

4. Click on the Network tab.

Options rz|
Hom B A

General Tabs Content  Applications  Privacy  Secuwrity  Advanced

General | Network | Update | Encryption

Connection

Configure how Firefox connects to the Internet | Settings... |

Offline Storage

s up ko 50 : ME of space For the cache Clear Mo

Tell me when a weh site asks bo store data For offline use Exceptions. ..
The following web sites have stored data for offine use:

| ok || concel || He

Figure 26 - Mozilla Options

5. In the Offline Storage section, click on the Clear Now button
6. Click on the OK button

7.  Close down all Firefox windows to ensure that the settings take effect.
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Compatibility View Settings

Internet Explorer Version 10 or above

If you are using Internet Explorer 10 or above to access TRO, you may need to change your web
browser’s Compatibility View Settings to ensure that all TRO fields display correctly.

I. Open the tools menu.

2. Select Compatibility View Settings.

yelp

| ete Browsing History... Ctrl+Shift+Del

InPrivate Browsing Ctrl+Shift+P
Diagnose Connection Problems...

’ Reopen Last Browsing Session
| InPrivate Filtering Ctl+Shift+F
l InPrivate Filtering Settings

Pop-up Blocker »
SmartScreen Filter »
Manage Add-ons

( Compatibility View Settings )

e TR ey

Figure 2.-7 - ;i'ools Mta-;lu

3. In the ‘Add This Website’ box, add the following:
a. tas.gov.au
b. business.gov.au

c¢. abr.gov.au

4. Click on the close button.

Compatibility View Settings [ = |

‘fou can add and remove websites to be displayed in
@ Compatibility View.

Add this website:

Add

Websites you've added to Compatibility View:

Remove

business.gov.au
tas.gov.au

[T Include updated website lists from Microsoft
Display intranet sites in Compatibility View
[ Display all websites in Compatibility View
N
Close ’>
e

Figure 28 - Compatibility View Settings
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Systems Help
Telephone:  (03) 6166 4400

Email: revsysadmin(@treasury.tas.gov.au

All screen shots used in this guideline are from the SRO test database. None of the information
represents taxpayer information.
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