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Getting set up in the Portal
Quick Reference Guide 1
This guide explains the step-by-step process to successfully log in to the Payment Times Reporting Scheme Portal (Portal) for the first time and complete your set-up details.
To access the Portal you need a Digital ID, and then link the entity you are representing to your Digital ID in Relationship Authorisation Manager (RAM).
If you already have your Digital ID and entity linked in RAM, you can jump to Step 3 – Log in to the Portal.
Version 1.0    May 2025
Step 1: Establish your Digital ID
Your Digital ID, such as myID, lets you prove who you are when logging in to government online services. myID is the Australian Government's Digital ID app. It is currently the only Digital ID available to log in to our Portal. 
How to set up myID
Your myID is unique to you and can't be shared. As it's your personal Digital ID, you should set this up using a personal email address – don't use a shared or work email address.

Before you start
To set up your myID, you need:
· a smart device – the myID app is compatible with most smart devices, such as smart phones, and is only available from the Apple App Store or Google Play
· a personal email address – as it’s your personal Digital ID, your ID documents will be linked to the email you choose. 
· to be 15 years or older – age restrictions may also apply to use some government online services.

Getting access to the Portal
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Set up your myID in 3 steps:
Download the myID app
Only download the myID app from the official app stores. The app is compatible with most smart devices.
[image: Available on the App Store]		[image: Get it on Google Play]
If you: 
· are setting up your myID for the first time, continue to step 2
· have set up your myID before, select ‘I am an existing user’ and follow the prompts. See Setting up your myID again.

Enter your details
Open the myID app on your smart device and follow the prompts to:
· enter your email address – choose a personal email you have ongoing access to
· create a password
· enter your full name and date of birth.

Choose your identity strength
The Portal services can be accessed using a myID with a Standard or Strong identity strength. You can find support for verifying your ID documents or photo.
Step 2: Setting up myID for a business with RAM
To access the Portal and other government online services on behalf of a business, your myID generally needs to be linked to the business’s Australian business number (ABN). This is done in RAM, which is a separate online service.
The principal authority (the person responsible for the business) has to be the first person to link their myID to the business’s ABN. They need to:
1. set up their myID with at least Standard identity strength
2. link their myID to the business’s ABN in  RAM.

Visit the how to link your business online instructions for the full process. 
If you’re unable to link online, there are other ways you can link your business.

Step 3: Log in to the Portal
Go to the Payment Times Reporting Regulator website and select Visit the Portal.  
[image: The image shows a screenshot of the Payment Times Reporting Scheme website and how to login to the portal by selecting the 'visit the Portal' button.]

Select Continue with Digital ID to begin the login process.
[image: The image shows the portal screen and where to login and continue with Digital ID.]

Terms of Use
The Regulator has revised the Terms of Use for the refreshed Portal. 
After you have read this information, check the acknowledgement box to continue.
[image: An image of the Terms of Use and how to acknowledge them.]

The Portal will direct you to the myID login page.
Follow the instructions on this page and use the login details you set up in the Step 1: your Digital ID section of this guide, or your myID login details if you’ve set these up already.  
[image: ]The myID login process uses two-factor authentication for security and you will need to confirm a code through a separate device, like a mobile phone. It’s helpful to have your device handy for this process. 

[image: The myID login process requires authentication and screenshot shows an image of the myID app authentication code screen and whether to accept or enter the code.]

Step 4: Your User Profile
Your User Profile displays the given name and family name from your Digital ID. You cannot change the name details in your User Profile as they are part of your identity authentication.

[image: The portal includes a 'maintain your user profile' screen, where users can change their business email address and phone number]
Confirm your email and add your contact telephone number. 
When your information is correct, select Submit. You can return to this form and update your email and contact number at any time. 




Step 5: Self-Assessment Questionnaire
Complete this new, short questionnaire to create your entity’s profile and establish access to the features your entity needs in the Portal. Your responses determine which tiles appear in your Portal view.
After you have read this information, select Start.
[image: The image shows the start of the self-assessment questionnaire to register an entity. Completing the questionnaire updates the entity's profile and establish access to the portal.]

You need to select the purpose of your entity’s interactions with the Payment Times Reporting Scheme. 
[image: This screenshot asks entities for additional information, including submitting a report, or the need to do a report, or apply to be a volunteering entity, or opt of or opt back in to the small business identification tool.]
Select in the My entity wants to field to display the drop-down list of options. 
Select one option from the list.

The Portal will either guide you through a series of questions or take you directly to the declaration, depending on your selections. The Questionnaire process helps you provide the information needed to set up your entity’s profile in the Portal.
IMPORTANT
The self-assessment questionnaire only considers some of the circumstances set out in the legislation for identifying reporting entities. Do not rely solely on the questionnaire to determine your reporting obligations. You should read our Guidance about reporting obligations to satisfy yourself that you understand and comply with your reporting obligations.
Example 1
This example shows the beginning of the questions process for both the Submit a payment times report and the Determine whether it needs to submit a payment times report options from the drop-down list.
[image: The image provided and example screenshot to submit a payment times report and where to select to Read More about a constitutionally covered entity.]
Read the questions carefully. Select Read More… to see more information to help you answer the question.
Select either Yes or No to each question as it appears.

The questions may vary between users and are based on your responses and your entity’s specific circumstances. 
After you have answered all questions, you will see a Declaration about the information you supplied in the Questionnaire.


Read the Declaration carefully and check the acknowledgement box to confirm the statements are true for your answers. 
[image: An image of the Declaration to confirm information is true and selecting the submit button to confirm in the portal.]

Select Submit to continue. 


Example 2
This second example shows the process for selecting the Apply to be a ‘volunteering entity’, ‘subsidiary reporting entity’ or a ‘reporting nominee’ option from the drop-down list.
You won’t need to answer questions at this point in the setup process. 
Read the Declaration carefully and check the acknowledgement box to confirm the statements are true for your answers. 
[image: The screenshot shows the portal declaration and confirm statements are true and correct. You must select the 'Submit' button to continue.]
9.	Select Submit to continue. 

Your self-assessment outcome
The portal displays an information box showing the Outcome of your self-assessment. In this example, the entity meets the definition of a reporting entity. 
[image: The image shows the outcome of the self-assessment questionnaire and whether the entity meets the definition of a reporting entity. ]
A second information box outlines the Next Steps in the set-up process. In this example, the next step is to update the entity’s details.

 Select Next to proceed to the Update Entity Details form. You can only access limited features on the Portal home page until you complete this form. 
In some circumstances the Portal displays additional questions after the outcome screen. Answer them to see the next steps, then select Next to continue.


Step 6: Update Entity Details
Read the information on this screen and select Start to proceed.
[image: The 'Update Entity Details' screen ensures Entities keep their details up to date.  ]
The Portal retrieves some of your entity’s information from the Australian Business Register.
[image: This is a screenshot of the Entity Details with the required fields and options.]
Check the Entity Name and the Registered Charity status is correct. Select Yes to update,
or No if correct.

Mailing address
You must nominate either a postal address or a business address. The Regulator may use this address for certain official communications. Select either Postal Address or Business Address.
Check the details of your chosen address are correct. The Portal retrieves this information from the Australian Business Register, but you can edit the fields if needed.
Next, select the Postal Address Country field and select your country from the dropdown list. 
[image: This is a screenshot of the mailing address and the required fields. There is an option to have the postal address or business address. ]
Consent to electronic communications by email
We use email to send system-generated messages such as confirmation receipts and acknowledgements. 
This question asks if you agree to receive all other communications about the Payment Times Reporting Scheme by email.
Select Yes or No. If you do not agree to using email and select No, the Regulator will send all other communications, including Notices, to your entity’s nominated mailing address.

[image: This is a screenshot of the Electronic communication options. The options are yes or no.]



The Nominated Contact for your entity
Every entity registered in the Portal must have a Nominated Contact. The Regulator uses this contact information for confirmation receipts and acknowledgements, and—if you’ve consented to electronic communication—for all correspondence, including Notices.
The Portal displays the contact information currently on record. You can update any fields if the details are incorrect. 
Alternatively, you can nominate someone else to act as the Nominated Contact and receive communications from the Regulator on your entity’s behalf.

[image: ]Ensure your entity’s Nominated Contact information is accurate and up to date.
If you nominate another person, confirm they understand they will receive and are responsible for managing official communications from the Regulator for this entity.

[image: This is a screenshot of the Nominated Contact details. It has the options for add new or restore previous nominated contact with the required fields.]
Select Add New to update the details for the Nominated Contact. 

After you have completed the Entity Details form, you will see a Declaration about the information you have supplied.



Read the Declaration carefully and check the acknowledgement box to confirm the statements are true for your answers. 

[image: This shows an image of the declaration to be completed. There is a tick box, the users details and a submit button.]
Select Submit to continue. 


Success! 
A green information box confirms you have successfully completed the Portal set-up process.
You can change the information provided by selecting the Maintain Entity and User Information tile.
[image: The image shows the Portal tiles and how to select the correct tile update relevant information.].
What’s next?
Some users will need to provide additional details about their entity before the Portal will allow them to submit a new payment times report. 
The ‘Maintain Entity and User Information’ tile gives you access to the ‘Maintain Entity Information’ tile. 
The blue information box has a link to the Entity Information form. 
[image: A light blue image box shows the Portal showing information about the Entity information required. Relevant information provided through the Entity information form.]
Quick Reference Guide #2 – Entity Information sets out the step-by-step process to complete the Entity Information form. 
Contact us at support@paymenttimes.gov.au if you have questions about payment times reporting.
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image3.png




image4.png




image5.png
ST—r—

L q

Payment Times Reporting Scheme
‘About - ‘Guidance - How to report ~ Compliance Using the register ~ ‘Small business - News and publications ~
The Payment Times Reporting Scheme aims to improve payment times for
Australian small businesses.
Major changes to the laws behind the Payment Times Reporting Scheme started
on 7 September 2024. The reforms to overhaul the scheme are now in effect.
To learn more about the new scheme, see Reforms to payment times reporting
and the transition arrangements.
Payment Times Reporting Portal Payment Times Reports Register
Log in to the Portal to register your business as a reporting entity, use Use the register to search for and compare payment times reports and
the Small Business Identification Tool and submit payment times industry statistics.
reports.
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Refresh of the Payment Times
Reporting Portal

The Regulator has refreshed the Portal to support the reforms to the Payment
Times Reporting Scheme that began on 7 September 2024. You can read more
about the Scheme on our website.

You can now use the Portal on behalf of your entity to:

« Update entity details

« Submit an entity information form

« Submit a payment times report for reporting periods starting on or after 1
July 2024

« Access a form to apply to be a:
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Terms of Use

b. You accept the full cost of any necessary upgrade, repair, correction and maintenance of any of your computer software or hardware, which may be

necessary as a consequence of you accessing the Sites
¢ You indemnify us and hold us harmiess from and against (which means that you must meet our costs and expenses, including legal costs on a full indemnity

basis, arising from) any loss, damage, cost, expense, claim, proceeding or liability of any kind that we may incur or that may be brought by any person
against us, that arises directly or indirectly from
i. your breach of these Terms; or
ii. your use of the Sites and your activities in connection with the Sites
14. Termination of use of the Portal or SBI Tool
a. We may immediately suspend your account, or your access to or use of the Portal or SBI Tool, if we suspect that you might have breached any of these
Terms, until we determine that
i. you have not breached these Terms, in which case we will reinstate your account, access to or use of the Portal or SBI Tool; or
ii. you have breached these Terms, in which case we will terminate your account, access to or use of the Portal or SBI Tool, unless the breach is
remediated to our satisfaction
b. Your obligations under these Terms continue to apply during any period in which your account, access to or use of the Portal or SBI Tool is suspended
<. If we terminate or suspend your account, or access to or use of the Portal or SBI Tool, we:
i. are not required to give you access to any of the services made available on the Portal or SBI Tool, unless we are required by the PTR Act and
associated rules and regulations to give you information relating to the SBI Tool, in which case clause 14e will apply; and
ii.will not be responsible for any missed opportunities or other losses due to your inability to access or use the Portal or SBI Tool
. We reserve the right to report to the proper authorities any offence which might have occurred in connection with your use of the Portal or SBI Tool
e. If we terminate or suspend your account, and we are required by the PTR Act and associated rules and regulations to give you access to information relating
to the SBI Tool, we will give you access to information relating to the SBI Tool in @ manner that is agreed with the Regulator.

15. Notices
a. We may notify you of any changes to your registration, access and use of the Sites and any changes to these Terms by the publication of a notice on the

Website o the Portal
16. Changes to these Terms
a. We may change these Terms at any time
b. You will need to accept any new Terms if you want to continue using the Sites.

17. Governing law and jurisdiction
a. These Terms are governed by the laws of the Australian Capital Territory, and you agree to submit to the non-exclusive jurisdiction of the courts of the

Australian Capital Territory.

1 have read, understand and agree to be legally bound by these Terms. If | am representing an organisation, | agree that it will be legally bound by these Terms and |
warrant that | am authorised to make that statement and to bind the organisation.
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For information on how we collect, use and share your personal information, see our Privacy Policy and the privacy collection notice.
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Prior to accessing the Payment Times Reporting Portal for the first time, entities must complete a self-assessment questionnaire which establishes the access
required to engage with the Payment Times Reporting Regulator.

Self-Assessment Questionnaire

Registration of an Entity

Complete this questionnaire to update your entity's profile and establish your access to the Payment Times
Reporting Portal (the Portal). You must not rely on this questionnaire to determine your reporting obligations
as it only considers some of the circumstances prescribed for identifying reporting entities.

‘You should complete this questionnaire again if your business circumstances change.

Some profile changes may have regulatory implications and the Regulator's office may contact you about
them. A change to your profile that affects your reporting obligations under the Scheme does not mean the
Regulator agrees to those changes. Other regulatory obligations may also apply.

For additional information regarding the concepts in this questionnaire, please refer to our Guidance.
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For additional information regarding the concepts in this questionnaire, please refer to our Guidance.
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Declaration

To proceed, please submit this form after making the following declarations.

& dectre tha

« 1 am authorised to provide the information contained in this form

« I have made all necessary enquiries, and that to the best of my knowledge the

responses provided in this form are correct and complete.

I understand that it may be a criminal offence and/or a contravention of a civil penalty

provision of the Payment Times Reporting Act 2020 (PTR Act) to provide false or

misleading information or documents to the Payment Times Reporting Regulator (PTR

Regulator), including because of the omission of any matter or thing without which the

information or documentis false or misleading, and that this may resultin the giving of

ingement notices or the taking of other enforcement action

I understand that personal information under the Privacy Act 1988 and protected

information under the PTR Act will be collected by the PTR Regulator when this form is

lodged, and that it may be shared for the purposes of the PTR Act or othervise in
accordance with law.

.l that iate records of any i fon used in the tion of &
payment times report must be kept for a period of at least 7 years after the end of the
relevant reporting period. | am aware that a failure to do so may amount to a
contravention of a civil penalty provision of the PTR Act, which may result in the giving
of infringement notices or the taking of other enforcement action.
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Robert Fraser
Dt of Submisson
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Declaration

To proceed, please submit this form after making the following declarations.

EI declare that

I'am authorised to provide the information contained in this form

I have made all necessary enquiries, and that to the best of my knowledge the
responses provided in this form are correct and complete.

I understand that it may be a criminal offence andlor a contravention of a civil penalty
provision of the Payment Times Reporting Act 2020 (PTR Act) to provide false or
misleading information or documents to the Payment Times Reporting Regulator (PTR
Regulator), including because of the omission of any matter or thing without which the
information or document is false o misleading, and that this may result in the giving of
infringement notices or the taking of other enforcement action

I understand that personal information under the Privacy Act 1988 and protected
information under the PTR Act will be collected by the PTR Regulator when this form is
lodged, and that it may be shared for the purposes of the PTR Act or othenvi
accordance with law.

.l that appropriate records of any i fion used in the preparation of a
payment times report must be kept for a period of at least 7 years after the end of the
relevant reporting period. | am aware that a failure to do so may amount to a
contravention of a civil penalty provision of the PTR Act, which may result in the giving
of infringement notices or the taking of other enforcement action.
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Self-Assessment Questionnaire

Registration of an Entity

Complete this questionnaire to update your entity's profile and establish your access to the Payment Times Reporting
Portal (the Portal). You must not rely on this questionnaire to determine your reporting obiigations as it only considers

some of the circumstances prescribed for identifying reporting entities.
You should complete this questionnaire again f your business circumstances change

Some profile changes may have regulatory implications and the Regulator's office may contact you about them. A change
1o your profile that affects your reporting obligations under the Scheme does not mean the Regulator agrees to those
changes. Other regulatory obligations may also apply.

For additional information regarding the concepts in this questionnaire, please refer to our Guidance.
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Keeping your entity's profile up to date helps you interact with the Scheme efficiently. Some profile
changes may have regulatory implications and the Regulator's office may contact you about them.
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