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Lodge a Payroll Tax Return 
 
Log into the Self Service Portal. 
 

 
 
From the Main Menu, navigate through Return Lodgements, then choose Payroll Tax. 
 

 
 
Alternatively, you can click ‘Lodge Return’ in the Lodgements Outstanding section on the home 
screen. 
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A Payroll Tax Return Form will display with your registered details. 
 

 
 
 
 
 
 
 
 
 
 
 

Click Save and Next. 

 
 

 
 
  

Monthly returns are used for all months from July to May. At the end of the financial 
year, the annual reconciliation return type is used and requires the declaration of 
wage figures for the entire financial year. There is no separate monthly return for 
June. You can  only submit an annual return when all monthly returns have been 
lodged. 
Note: if you are an approved annual lodger, you are not required to lodge any 
monthly returns. 
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Proceed with entering the Wages / Reconciliation information. Note that each of these is a 
mandatory field and requires at least a zero (0) to be entered. 
 

 

 
Click Save and Next. 

 
  

• An Independent Employer (non-group member) should enter the total ACT wages 
for the selected period.  

• A Designated Group Employer (DGE) lodging a joint return for other ACT group 
members should enter the combined ACT wages for itself and the other ACT group 
members for the selected period.  

• A member of a group lodging a return for itself (but is not the nominated DGE in 
the ACT or covered under an approved joint return of a DGE) should enter its own 
ACT wages for the selected period.  
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Depending on your current employer status, you may be asked if you want to claim the ACT 
proportion of the threshold. Select Yes or No.  

 

 
If you are claiming the threshold, enter the Australia-wide Group Wages and Group ACT Wages as 
requested. 

 
 
 

Then click Save and Next. 

 
 

  

If your organisation is grouped for Payroll Tax purposes, only one member of the group 
(also known as the Designated Group Employer) can claim the ACT proportion of the tax-
free threshold. 
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The Lodgement Summary page will display. Review all details to ensure they are correct. 
 

 
 
If the information needs to be edited, click the Back button at the bottom of the form. 
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When all details are correct, tick the declaration check box, then click Submit. 

 
 
To view the submitted return, click on Activity History in the Main Menu. 
 

 
 

 
Click on the PDF icon to download and view the lodgement form and view payment details. 
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Payment details are visible at the top of the Lodgement form. 
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