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User Guide: Using the SBI Tool

This guide explains how to use the Small Business Identification Tool (SBI Tool) in the portal.

Before preparing a payment times report, a reporting entity must use the SBI Tool to identify the
ABNSs of the small businesses they paid during the reporting period. The SBI Tool distinguishes
the small business ABNs from the ABNs of all businesses an entity paid in a reporting period.

Include all payments to businesses the SBI Tool identified as small businesses when preparing
the payment times report.

Read more about using the SBI Toolin Information sheet 6: Small Business Identification Tool.

The SBI Tool is only available through the portal. To access the portal you need a Digital ID and
authorisation from your entity in Relationship Authorisation Manager to act on its behalf for
payment times reporting.

For more information, see Help and support to use the portal on the Regulator’s website.
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Navigate to the SBI tool
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Maintain entity

Keep the information you provide to

the Regulator about your reporting

entity up to date.

Submit and view

applications

Make a new application and view

existing applications.

Small business
identification (SBI)
tool

You can:

-Upload a list of your supplier ABNs to
find out which are small businesses
for Payment Times Reporting.
-Submit a netice to correct a business
in the SBI tool.

Submit notices

Submit a new notice.

Ken Behrens@treasury com
Department of ths Treasury
ABN:92 802 414793

Submit and view
payment times
reports

You can submit a new report, view
submitted reports or submit a revised

report.

1. Select the Small Business Identification (SBI) Tool tile from the Home screen.

Small business identification (SBI) tool

Use the SBI tool

your suppliers.

Identify the small businesses within

SBI tool notices

Notice ID
SBN00001086
SBN00001189

SBN00001206

4

Submitted Date

07/09/2024

10/10/2025

23/12/2025

Notification to
correct the SBI tool

Notify the Regulator about small
businesses paid more than $10 million

in a single income year.

Status
Finalised
Finalised

Submitted

2. Select the Use the SBI Tool tile.
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Step 1: Select the year

4.

Read the instructions carefully to select the correct ABN year.

Use the SBI tool

Reporting entities must use the SBI Tool to identify small business suppliers when preparing a Payment Times Report. Suppliers with an Australian
Business Number (ABN) classified as a small business by the SBI Tool must be treated as small businesses for the purpose of reporting.

To run the SBI Tool, upload a list of ABNs and select a year or years. The tool will generate an output file showing the ABNs classified as small

businesses for each year.

Selecting the correct year

The year the reporting period ends is the year to select in the SBI Tool. For example, to classify ABNs for a reporting period from 1July 2024 to
31December 2024, select 2024. For the reporting period from 1January 2025 to 30 June 2025, select 2025.

Reporting entities using a 52-53-week financial year may need to modify this approach when a reporting period is extended. For example, to classify
ABNs for a reporting period from 1July 2024 to 5January 2025, still select 2024.

Classification of ABNs by year commenced in 2024. Before this, the SBI Tool provided point-in-time classification. If you want to identify small
business suppliers for the 2021 to 2023 calendar years, select 2024.

For more information, see Information Sheet 6: Small Business Identification (SBI) Tool.

The Regulator monitors the use of the SBI Tool -make sure you use it only for reporting purposes. See our Terms of Use.

Select each calendar year to search

02024
() 2025

(2027

Select the calendar year of ABN entries to check your ABN list against.

Select each calendar year to search

02024
02025
2026
02027

Provide a list of ABNs for identification. The list cannot exceed 10,000 ABNs.
You may upload the list as a file in csv or txt format.

Or, paste the list into the text box which is separated by commas, new lines, tabs or semi-colons.

Or add your list of ABNs here
Drop files here to upload

0/1200000

The portal will display the input section of the screen.
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Step 2: Enter ABN information and run the SBI Tool

You can enter ABN information into the SBI Tool in two ways:
1. upload or drop a file into the Select files field, or

2. copy and paste the ABNs into the free text field.

Upload or drop a file

Use the SBI tool

Reporting entities must use the SBI Tool to identify small business suppliers when preparing a Payment Times Report. Suppliers with an Australian
Business Number (ABN) classified as a small business by the SBI Tool must be treated as small businesses for the purpose of reporting.

To run the SBI Tool, upload a list of ABNs and select a year or years. The tool will generate an output file showing the ABNs classified as small

businesses for each year.

Selecting the correct year

The year the reporting period ends is the year to select in the SBI Tool. For example, to classify ABNs for a reporting period from 1July2024 to
31December 2024, select 2024. For the reporting period from 1January 2025 to 30 June 2025, select 2025.

Reporting entities using a 52-53-week financial year may need to modify this approach when a reporting period is extended. For example, to classify
ABNs for a reporting period from 1July 2024 to 5 January 2025, still select 2024.

Classification of ABNs by year commenced in 2024. Before this, the SBI Tool provided point-in-time classification. If you want to identify small
business suppliers for the 2021 to 2023 calendar years, select 2024.

For more information, see Information Sheet 6: Small Business Identification (SBI) Tool.

The Regulator monitors the use of the SBI Tool -make sure you use it only for reporting purposes. See our Terms of Use.

Select each calendar year to search

(2024
(2025
2026
2027

Provide a list of ABNs for identification. The list cannot exceed 10,000 ABNs.
You may upload the list as a file in csv or txt format.

Or, paste the list into the text box which is separated by commas, new lines, tabs or semi-colons.

Or add your list of ABNs here
Drop files here to upload

071200000

Submit

5. Click Select files... to launch your file directory.

paymenttimes.gov.au



User Guide: Using the SBI Tool

Use the SBI tool

Reporting entities must use the SBI Tool to identify small business suppliers when preparing a Payment Times Report. Suppliers with an Australian

Business Number (ABN) classified as a small business by the SBI Tool must be treated as small businesses for the purpose of reporting.

To run the SBI Tool, upload a list of ABNs and select a year or years. The tool will generate an output file showing the ABNs classified as small
businesses for each year.

. G Open X
Selecting
<« vt (s Home v SearchHome o
The year the repo
31December202¢ Organize = L I -

VVE Il SNOW YOU FECOMMENQET TIIES NETE DASET ON YOUT 3CTIVITY.

H it % Home
Reporting entltles ~ Quick access
ABNs for a report A Gallery
= Documents = Downloads Pictures
. - v @ © =l Edward - Treasury N siorcd locally o E Edward - Treasury
Classification of A ﬁ » —

» »
business supplier| > Attachments

Music Videos Desktop

5> @l Desktop a Stored locally ﬁ Stared locally - Edward - Treasury
For more informai » »

>

»
= Documents
The Regulator mo

> Meetings

> Microsoft Cop

Select eachce > Microsoft Tear

(2024 > A Pictures

(J2025 N P ~ Favorites

2026 File name: v| All Files (77) =
(2027 —
(] 2034

(02040

6. Navigate through your folder structure to find your file.

Use the SBI tool

Reporting entities must use the SBI Tool to identify small business suppliers when preparing a Payment Times Report. Suppliers with an Australian

Business Number (ABN) classified as a small business by the SBI Tool must be treated as small businesses for the purpose of reporting.

To run the SBI Tool, upload a list of ABNs and select a year or years. The tool will generate an output file showing the ABNs classified as small
businesses for each year.

@ Open X
.
Selecting
<« v 1 > Downlosds v G Search Downloads P
The year the repo
31December202¢ Organize = New folder =~ O @
Report o = Microsoft Tear Name Date modified Tpe Size dhi
eporting entities sify
ABNs forareport > M Pictures ~ Today
) B3] ABNS for SEI tool - clean for upload.csv 4/02/2026 12:13 PM Microsoft Excel C.. 1KB
Classificationof A Recordings
business supplier, > Whiteboards
For more informat
= Decuments #
The Regulator mo
:
IN Pictures  #
Selecteachc: @ Music »
2024 & Videos »
(D 2025 W Desktop  #
@ 2026 File name: \,‘ All Files (4] -
oy
(2034
(02040

7. Choose your .csv or .txt file and select Open to upload the document.

8. The SBI Tool will automatically process the ABNs in the uploaded document and
generate an output file with the results of your search.
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10.

11.

b‘ SBI Tool results for 52997141 5 [
1,029 B« Done

_ Australian Government T
EE— yment Times
P boiariis | [ Payment Times

2]

Home > Small business identification (SBI)_tool > Use the SBI tool

Use the SBI tool

Reporting entities must use the SBI Tool to identify small business suppliers when preparing a Payment Times Report. Suppliers with an Australian
Business Number (ABN) classified as a small business by the SBI Tool must be treated as small businesses for the purpose of reporting.

To run the SBI Tool, upload a list of ABNs and select a year or years. The tool will generate an output file showing the ABNs classified as small
businesses for each year.

Selecting the correct year

The year the reporting period ends is the year to select in the SBI Tool. For example, to classify ABNs for a reporting period from 1July 2024 to
31December 2024, select 2024. For the reporting period from 1January 2025 to 30 June 2025, select 2025.

Reporting entities using a 52-53-week financial year may need to modify this approach when a reporting period is extended. For example, to classify
ABNs for a reporting period from 1July 2024 to 5 January 2025, still select 2024.

Classification of ABNs by year commenced in 2024. Before this, the SBI Tool provided point-in-time classification. If you want to identify small
business suppliers for the 2021 to 2023 calendar years, select 2024.

For more information, see Information Sheet 6: Small Business Identification (SBI) Tool.

The Regulator monitors the use of the SBI Tool -make sure you use it only for reporting purposes. See our Terms of Use.

Success.

The SBI Tool processed your information and identified the:

« ABNs that are a small business for payment times reporting
« ABNs that are NOT a small business for payment times reporting
= Entries that are not valid ABNs. If relevant, please check and try again.

You can find the output file with full results in your browser's default download location.

The portal displays a confirmation message when the SBI Tool runs successfully.

The message tells you that the output file is available in your browser’s default
download location.

In this case, the file appears at the top right hand side of the screen.
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Copy and paste ABNs into the free text field

12.
13.

14.
15.

16.

Use the SBI tool

Reporting entities must use the SBI Tool to identify small business suppliers when preparing a Payment Times Report. Suppliers with an Australian
Business Number (ABN) classified as a small business by the SBI Tool must be treated as small businesses for the purpose of reporting.

To run the SBI Tool, upload a list of ABNs and select a year or years. The tool will generate an output file showing the ABNs classified as small
husinesses for each year.

Selecting the correct year

The year the reporting period ends is the year to select in the SBI Tool. For example, to classify ABNs for a reporting period from 1July 2024 to
31December 2024, select 2024. For the reporting period from 1January 2025 to 30 June 2025, select 2025.

Reporting entities using a 52-53-week financial year may need to modify this approach when a reporting period is extended. For example, to classify
ABNs for a reporting period from 1July 2024 to 5 January 2025, still select 2024.

Classification of ABNs by year commenced in 2024. Before this, the SBI Tool provided point-in-time classification. If you want to identify small
business suppliers for the 2021 to 2023 calendar years, select 2024.

For more information, see Information Sheet 6: Small Business Identification (SBI)_Tool

The Regulator monitors the use of the SBI Tool -make sure you use it only for reporting purposes. See our Terms of Use.

Select each calendar year to search

02024
2025
2026
02027

Provide a list of ABNs for identification. The list cannot exceed 10,000 ABNs.
You may upload the list as a file in csv or txt format.

Or, paste the list into the text box which is separated by commas, new lines, tabs or semi-colons.

Or add your list of ABNs here
Drop files here to upload

071200000

Submit

To submit ABNs manually, copy and paste the list into the free-text field.

Select Submit to start the SBI Tool processing the ABN list.

Success.

The SBI Tool processed your information and identified the:

+ ABNs that are a small business for payment times reporting
= ABNSs that are NOT a small business for payment times reporting
= Entries that are not valid ABNs. If relevant, please check and try again.

You can find the output file with full results in your browser's default download location.

The portal displays a confirmation message when the SBI Tool runs successfully.

The message tells you that the output file is available in your browser’s default
download location.

In this case, the file appears at the top right hand side of the screen.
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