Q&A from the new portal demonstrations

Q&A from the new portal demonstrations 
Thank you to everyone who registered for and attended the Regulator’s online demonstration of the new Payment Times Reporting Portal.
This document compiles system-related questions submitted by participants via the Q&A channel during the first webinar, grouped by topic with corresponding answers.
We will continue to update this document with additional questions and answers after each demonstration webinar. This edition includes questions from the webinar held on:
29 January 2026 
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1. [bookmark: _Toc221175544]Portal access
a. What is Digital ID?
Your Digital ID allows you to prove your identity when you log in to Australian Government services. Because the Payment Times Reporting Portal is a government service, you must use a Digital ID to access it.
The Australian Government provides the myID app to create your Digital ID. You’ll need to use this app to set up your Digital ID for the portal.
Go to Step 1 of Quick Reference Guide 1 for help in setting up your Digital ID. 
Note: We'll update this guide for the new portal launch, but you’ll still need to use a Digital ID.
b. What is RAM?
Relationship Authorisation Manager (RAM) helps businesses control who can access government services on their behalf. Through RAM, a business representative can authorise others to act for the business when using these services.
Your Digital ID must be authorised in RAM (linked to the business’s ABN) to access the portal.
Go to Step 2 of Quick Reference Guide 1 to read about your Digital ID and RAM.
Note: We'll update this guide for the new portal launch, but you'll still need to be authorised in RAM.
c. Our reporting team is overseas. Can they at least get access to the SBI Tool?
Not at this time. Only users who are eligible for a myID Digital ID can access the portal, and the SBI Tool is only available through the portal. 
d. Do you need RAM access to login and submit a report?
If you need to carry out regulatory tasks in the portal, your entity’s authorisation administrator must use RAM to authorise you, using your myID Digital ID. 
After they send the authorisation request, you must log in to RAM and accept the authorisation. Once you’ve accepted, you can log in to the portal and act on behalf of your entity.  
2. [bookmark: _Toc221175545]Portal functionality
a. Can I lodge reports in bulk?
No. You must enter the reporting information and submit each report type separately for every reporting period. 
b. Is there a print function to show what we submitted in our report?
Yes. You can print your report directly to a connected printer or create a PDF.
c. 	What’s the difference between the contacts?
	Portal field
	What is their role?

	Nominated contact
	Primary contact for communications from the Regulator, including system confirmation emails.

	Authorised contact
	This person is authorised by an entity to act on its behalf in carrying out regulatory tasks under the Scheme. 

	Responsible member
	This person has the written authority of the entity to approve a report.


3. [bookmark: _Toc221175546]	Nominated contacts
a. Can there be more than one nominated contact?
No. Each entity can nominate only one primary contact at a time. This person serves as the main point of contact for all communications.
b. Can more than one person submit reports?
Yes, but each person must establish their myID Digital ID and be authorised in RAM to act on behalf of the entity. 
c. What if our nominated contact is on leave when a report is due?
Your entity must keep nominated contact details up to date. If the primary contact is unavailable, you need to nominate someone else.
The Regulator sends all communications and automated emails to the nominated contact. While multiple people can be authorised in RAM to access the portal and perform regulatory tasks (such as submitting reports or making applications) only the nominated contact will receive emails from the Regulator.
d. Does the replacement nominated contact need Digital ID and RAM too?
No, unless they need to log in to the portal and perform regulatory tasks for the entity. 
Other authorised users with portal access can update the nominated contact details with the replacement person’s information.
e. Can I use a work email address in the nominated contact details? I don’t want to use my Digital ID email.
Yes. You can use a work email address for the nominated contact. The new portal no longer requires you to maintain User Profile information from your Digital ID.
4. [bookmark: _Toc221175547]Transition questions
a. My entity is already set up in the old portal. Do I need to set them up again in the new portal?
No. If your entity has reported under the reformed Scheme, the portal will carry your entity’s information across to the new system. You must check that this information is correct and update it if needed.
When you log in to the new portal for the first time, you must review your Entity Details and answer a new question about electronic communications.
We simplified this question to make it clearer. It asks whether you consent to the Regulator sending the documents we have to give your entity under legislation (like a Notice) by email. If you don’t consent, we’ll send them by post. You must answer this question to continue.
b. Can I submit a report in the old portal, or do I have to wait for the new one?
Yes, you can submit your report in the current portal, or you can wait and submit it through the new portal from 16 February 2026.
Reports for the period 1 July to 31 December 2025 are due by 31 March 2026. You only need to submit this report once.
c. I’ve already reported for the end-December 2025 reporting period. Do I need to submit that report again?
No. 
d. Is it true the new portal won’t accept old format reports? 
Yes, that’s correct. The new portal won’t accept old-format reports (reporting periods starting before 1 July 2024).
You can still submit old-format reports through the current portal until close of business on 13 February 2026. We’re planning a system outage over the weekend of 14–15 February 2026, before the new portal goes live on 16 February.
e. How do I submit old-format reports when the new portal launches?
You will need to submit them manually. For each old-format payment times report, download these templates from the Guidance archive webpage and complete both:
1. Reporting template pre-1 July 2024
This payment times reporting template contains only field names and descriptions.
2. Responsible Member Declaration pre-1 July 2024
This signature file is blank for your completion.
You must prepare the report information in line with the Guidance specific to these reporting periods. You might find the Payment times reporting template instructions particularly useful. 
Please email the completed templates to support@paymenttimes.gov.au.

5. [bookmark: _Toc221175548]SBI Tool
a. Does the new portal change the SBI Tool?
No. The SBI Tool works the same way in the new portal.
We’ve improved how the results display and simplified some of the wording. You’ll also be able to view a table of the SBI Tool Notices you’ve submitted. 
b. When will the 2026 update for the SBI Tool be released?
The Regulator is completing final checks on the annual update file and expects to release the 2026 update shortly.
Keep an eye on the Regulator’s newsletters in February for more details.
c. How do we get the Regulator to correct the SBI Tool?
You can submit a ‘notification to correct the SBI Tool’ through the new portal.
For more information, see the updated Information sheet 6: Small Business Identification (SBI) Tool which outlines the correction process.
d. Is there a difference if I use the SBI Tool before or after the new portal release?
No. The SBI Tool works the same way before and after the new portal goes live. 
6. [bookmark: _Toc221175549]Controlled entities
a. We have 20 controlled entities under the reporting entity. Do we have to add all the ABNs in the new portal, and can we upload in bulk?
The new portal will display your controlled entities if they have an ABN. If you need to add more, you can bulk upload the ABNs for your other controlled entities. 
If you have any controlled entities without an ABN, they won’t carry over to the new portal. You’ll need to add those manually but once added, you won’t need to add them again.
b. We have over 1,000 controlled entities. Is there a bulk delete and bulk upload function?
Yes, the portal includes a bulk upload function (see question 6a above), but it does not include a bulk delete function.
c. If I do a bulk upload, will it overwrite anything?
No. A bulk upload will only add new entities; it won’t overwrite existing ones.
d. How do I remove a controlled entity?
You can remove a controlled entity by using the delete function available for each listed entity.
The User Guide will explain how to access and use this function.
e. Can I extract the controlled entities in the new portal to an Excel file?
No. The portal doesn’t currently support exporting controlled entities to an Excel file. 
7. [bookmark: _Toc221175550]Reporting form questions
a. Has anything changed in the calculation criteria?
No. The Scheme and reporting requirements remain the same. You will still:
· report twice a year
· need to use the SBI tool to identify the ABNs to include in your report 
· calculate your report information the same way, and 
· enter your report information into the same fields.  
b. Where do I add the Operating Segments metrics? Are they still required?
Yes. You must still report Operating Segments metrics in the new portal; the Scheme and reporting requirements haven’t changed.
In the demonstration, we showed a standard report. When you select the report type ‘Entity adopting AASB 8 in the preparation of financial reports’, the portal will display ‘Operating Segments’ as a step in the progress guide.
c. Do we still need to upload the signed Responsible Member declaration/approval of the report letter?
No. You don’t need to upload a signed approval document. This hasn’t been required for reporting periods starting on or after 1 July 2024.
In the ‘Declaration’ step of the report, you must confirm that a written record of the Responsible Member’s approval exists. 
d. How many times can I revise (amend) a report?
You can revise a report as many times as you need. When you submit a revised report, it replaces the previous version.
The portal makes only the most recent version available for further revision.
8. [bookmark: _Toc221175551]Launch information and user support 
a. What date is the new portal available?
We expect to release the new portal on Monday,16 February 2026. Regulator’s Newsletter No.6 will have more information about the release. 
b. If we have systems issues is there a contact number or email address for help?
Email us at support@paymenttimes.gov.au with your portal questions. We will help you as soon as we can.
c. How long is your system outage to cutover to the new portal?
We expect the system outage to start on Friday evening, 13 February 2026, and continue throughout the weekend of 14–15 February 2026. 
You’ll find more details in Regulator’s Newsletter No. 6.
d. Will you upload a recording of a webinar presentation?
Yes. We’ve received several requests to publish a recording for those who couldn’t attend or want to revisit parts of the presentation.
We plan to upload a recording soon and will share updates through the Regulator’s Newsletters.
e. When will you release the User Guides?
We plan to publish the User Guides when we release the new portal. 
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