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When to report
When do I need to report?
Information regarding when you need to report is available in the guidance material under the
heading ‘Reporting periods’.

Common income year dates
Financial and calendar years
If your entity’s income year ends on either 30 June 2021 or 31 December 2021, the reporting
arrangements would be as follows:
Reporting period

Report Due

First reporting period:

Anytime between 1 July 2021 and 30 September 2021

1 January 2021 – 30 June 2021
Second reporting period:

Anytime between 1 January 2022 and 30 March 2022

1 July 2021 – 31 December 2021

Non-standard end of financial year
If your entity’s income year ends on a non-standard date in the first half of 2021, your reporting
arrangements would commence at the start of your income year.
For example, if your income year ends on 28 February 2021, the reporting arrangements would be:
Reporting period

Report Due

First reporting period:
1 March 2021 – 31 August 2021

Anytime between 1 September 2021 and 30 November
2021

Second reporting period:

Anytime between 1 March 2022 and 31 May 2022

1 September 2021 – 28 February 2022
If your entity’s income year ends on a non-standard date in the second half of 2021, your reporting
arrangements would commence halfway through your income year.
For example, if your income year ends on 31 October 2021, the reporting arrangements would be:
Reporting period

Report Due

First reporting period:

Anytime between 1 November 2021 and 31 January 2022

1 May 2021 – 31 October 2021
Second reporting period:

Anytime between 1 May 2022 and 31 July 2022

1 November 2021 – 30 April 2022
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Extensions of time to report
Reporting entities may apply to the Regulator where they need further time to report via the
reporting portal. After logging into the portal, entities will find a form to complete to request an
extension of time.
Please note that in applying to the Regulator a reporting entity must set out the reasons for seeking
an extension and provide evidence of the circumstances.
To make an application you must:
•
•
•

lodge an extension application via the reporting portal before the reporting deadline. An
extension cannot be granted after the reporting deadline.
Provide submissions why the extension is needed, including documents and statements that
support the reasons given.
Provide a reason for the length of the extension requested.

If you request a significant extension of time (more than 30 days) we may ask for detailed
submissions and documentation in support of your application. We may also make a decision to
provide an extension for a period shorter than the extension requested.

Does the transition period mean I don’t have to report?
The requirement to report under the Payment Times Reporting Act 2020 (the PTR Act) is mandatory
from 1 January 2021.
While reporting is mandatory under the PTR Act, compliance and enforcement powers do not come
into effect until 1 January 2022. This is to allow time for reporting entities to become familiar with
the Scheme without threat of compliance and enforcement action while they are transitioning to the
new arrangements. However, this will not preclude the Regulator from following up with entities
that have not complied with their reporting obligations under the PTR Act.

Using the Portal
The portal is telling me something has gone wrong. What do I
do?
If you are experiencing errors with the reporting portal, it may be due to ongoing system updates. To
ensure you have the latest version of the Portal, please do a hard reset of your browser (i.e. clear
your cache).
•
•
•

Instructions for Google and Chrome
Instructions for Microsoft Edge
Instructions for Safari
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Small Business Identification (SBI) tool
What do I do if there is an error in the list of ABNs returned
by the tool?
If you believe a business has been incorrectly identified by the SBI tool, you will find information on
what to do in the guidance material under the heading ‘Updating SBI tool identification status’.
Businesses that are subsidiaries of a larger business, are still a small business under the Scheme if
they carry on an enterprise in Australia, have an ABN and their annual turnover was less than
$10 million for the most recent income year.

When should we run the SBI tool?
Information about when to run the SBI tool is available in the guidance material under the heading
‘When to run the SBI tool’.

Do we need to run the SBI tool for each entity in the group?
The SBI tool needs to be run separately for each reporting entity at the end of the reporting period,
during the 3-month reporting window, to determine the small business suppliers each entity must
report on.

What to report
What’s the difference between ‘controlling corporation’ and
‘head entity’?
An entity may report under a group structure where an organisational structure involves parent and
subsidiary entities. A group structure can have a ‘controlling corporation’ or a ‘head entity’, but
cannot have both:
-

A group will have a ‘controlling corporation’ if the head of the group is a body corporate
incorporated in Australia.
A ‘head entity’ is not defined under the PTR Act but was created in the reporting portal to
report where the head of the group is not incorporated in Australia – for example, if the head
entity is a foreign entity.
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What invoices should be included in our reporting?
Reporting entities must report on invoice payments for goods and services they have procured from
small business suppliers under a trade credit arrangement. Reporting entities assessing invoices
should ask:
•
•
•

Does the invoice payment relate to the supply of a good or service?
Has the supply of the good or service been procured from a small business under an agreed
trade credit arrangement?
Is the procuring entity contractually obliged to pay the invoice of the small business supplier?

If the answer to all of these questions is yes, it is likely the payment needs to be reported.
For the purpose of the Scheme, the term ‘goods and services’ has its ordinary meaning:
•
•

Goods are items that are usually tangible and articles of trade; wares or merchandise, such as
office equipment, machinery, and food.
Services are activities provided by other people, such as medical providers, trade persons,
and delivery people.

A trade credit arrangement is any arrangement under which a procuring entity and a supplier agree
that payment for a good or services will be made after the supply of the goods or service has
occurred.

Should I exclude any invoices?
Information regarding invoices to be excluded from reporting is available in the guidance material
under the heading ‘Exclusions from a payment times report’.

What if I don’t have any small business suppliers?
All entities that meet the Scheme’s eligibility criteria will need to register in the portal and report.
A reporting entity may not receive or have a legal obligation to pay any invoices from small business
suppliers. They would still need to complete a Payment times report, including nil values where
applicable.

What invoices should we be including when calculating Total
Small Business Procurement (Column AK)?
To calculate total procurement a reporting entity should refer to all invoices that are paid for the
supply of goods and services under a trade credit arrangement. This includes invoice payments for
good and services made outside Australia.
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Responsible Member Declaration Template
Who can sign the Responsible Member Declaration Template?
To be compliant, a report must be signed by a responsible member. Information on who can sign the
Responsible Member Approval Documents is available in the guidance under ‘Approver of the
report’.
The Regulator will accept reports signed by a person acting for a responsible member under a
Company Power of Attorney or similar delegation provided this arrangement is stated in the
Payment times report.
It is the reporting entity’s responsibility to ensure the approval is provided by an appropriate
responsible member.
A single responsible member of a controlling corporation can also be the approver for the Payment
times reports of the entire group of member entities.

How do I complete the Responsible Member Declaration
Template?
The first declaration is the approval of the report. It identifies the responsible member approving the
report and the date of approval.
The second declaration is a commitment to provide a copy of the report to the principal governing
body (i.e., the Board) of the reporting entity. This commitment includes the date the payment times
report will be provided to the reporting entity’s principal governing body for review.
We expect the payment times report to be provided to the entity’s principal governing body at the
earliest available opportunity, but this is not required before the report can submitted to the
Regulator.
Both declarations can be signed by the same person.

Can the responsible member’s signature be digital?
The Regulator will accept digital or electronic signatures provided the signature identifies the
signatory in a reliable manner (refer Electronic Transactions Act 1999).
The signature may take the form of an image of an individual’s handwritten signature, a digital
signature, or a typed name accompanied by the words ‘signed’. If you are signing on behalf of
someone else, you should be prepared to provide due authorisation if required.
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After submitting your report
I have submitted my report and the portal says ‘Submitted –
pending’. What do I need to do now?
The status of ‘submitted-pending’ indicates you have successfully submitted your report and is
pending processing before being published on the Payment Times Reporting Register.
The Preferred Contact for your entity will be notified by email once the report is processed and
before it is made available on the Register.

The Payment Times Reporting Register
When will the Register be released?
The Payment Times Reports Register is a public portal providing information on the payment times
and practices of big business. The Payment Times Reports Register will be available on the Payment
Times Reporting Scheme website in the last quarter of 2021.

What will be published on the Register?
Most of the information that businesses provide in their reports will be available publicly on the
Payment Times Reports Register.
It will provide information registered by reporting entities including each reporting business’s
payment terms (how quickly they say they will pay small business) and their actual performance
(how quickly they actually pay their small business suppliers).
The Payment Times Reporting Regulator may decide not to publish information if it is believed
publication is contrary to the public interest. When deciding whether not to publish information the
Regulator must have regard to whether the information is:
•
•
•

personal information;
commercial-in-confidence; or
irrelevant to the objectives of the Scheme.

Further information
For further information, reporting entities should refer to:
• The Scheme’s guidance material
• The Payment Times Reporting Template instructions available on the reporting portal
• The Payment Times Reporting Act 2020, the Payment Times Reporting Rules 2020 and
the Payment Times Reporting (Form and Manner for Giving Report) Instrument 2021.
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Managing your Organisational
Structure
September 2021

Setting up your organisational structure within the reporting portal will allow your controlling corporation
to use one template to submit reports for multiple entities in your group.
In order to do this, your portal home page should look like the following:

If you cannot see the ‘Manage your Organisational Structure’ tile, please ensure that, if applicable, the
below is reflected within your entity profile:
1.

Login to the portal

2.

Select 'Manage your entity profile' as shown in the red square above in the top right-hand corner.

3.

If your business does not have a total income of over $100 million, but is part of a group and is not
the controlling corporation ensure that the following questions are marked as ‘yes’:
a.

‘Are you part of a corporate group?’

b. Is the head entity a controlling corporation?

Or if your entity has a total income of over $100 million, but is part of a group and is not the controlling
corporation ensure that the following is marked as ‘yes’:
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a.

‘Are you part of a corporate group?’

b. ‘Is the head entity a controlling corporation?

Your answer to these questions will alter what you see in the next steps.

Review the rest of the information and tick the declaration.

4.

You should now be able to see the ‘Manage your Organisational Structure’ tile on the home screen.

Create your organisational structure
Setting up the head entity
1.

Click on the ‘Manage your Organisational Structure’ button

2.

Depending on your selections made above, you will either need to select the entity you are logged
in as the head entity, or link to your head entity.
a.

Where you are not the head entity you will see the below screen and need to enter the
head entities details. If the head entity has already registered in the reporting portal their
information will be pre-populated for you. If the head entity has not registered in the
reporting portal you will need to enter the head entities information and select the
declaration.
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b. If you have indicated that you are the head entity you will see the below screen where the

head entity has already been selected.

You will now be able to add the other member entities of the group.
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Add Member entities
1.

Select the ‘Add member entity’ button at the bottom right of the screen.

2.

Enter the ABN or ACN of the first member entity. If the entity has already registered for the
reporting portal their details will be automatically added. If they have not already registered, you
will need to enter all of their information and select the declaration.

3.

Click the ‘save’ button at the bottom right of the screen.
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4.

Continue this until all of the member entities are included in the ‘Manage your Organisational
Structure’ screen.
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Submitting group reports
Once all of the member entities have been set up under the controlling corporation/head entity in the
‘Manage your Organisational Structure’ section, you can now submit reports for all of the entities through
one login and on one template.
From the home page:
1.

Click on the ‘Submit Payment Times Reports’ button

2.

Enter the financial year end dates for all of the entities listed by clicking on the words ‘ADD FY END
DATE’. Note: The system is mainly interested in the day and month, you can enter any year.

3.

Click the drop-down arrow next to each entities name
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4.

Tick the check box for each entity included in the report template you wish to upload.

At this point you can either download a partially pre-populated reporting template that include names,
ABN/ACN’s and controlling corporation/head entity details.
The .csv template requires reporting entities to enter their details and payment information
from row 3 onwards.
Only one row is required to be filled in for each entity. For example, if there are 3 reporting
entities in a group, rows 3, 4 and 5 of the template should include the payment times and
practices for the three reporting entities.
Reporting is on an aggregate basis. No individual transactions or payments, nor any
information that may identify a particular business or individual should be included in the
report.
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Uploading completed reports
1.

Select the member entities that are included in the report by following steps 3 and 4 above.

2.

Click the ‘UPLOAD COMPLETED PAYMENT TIME REPORT’ button at the bottom of the page.

3.

Ensure you select both the .csv file template and the .docx 'Responsible Member Approval
Template' (For the purposes of testing the upload, the approval template can be blank, but the
system will not allow a report to be uploaded without both documents).
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