‘ Australian Government

* Department of Health, Disability and Ageing

User Guide: Tobacco Reporting Service
- Create a new Organisation Request

20 July 2026

For an organisation to submit tobacco industry reporting through the
Tobacco Reporting Service you need an Organisation account. To do
this you must use the new Organisation Request button.

In this Guide:

+ Create a new organisation request

e Troubleshooting potential error messages

Before you start
To create a new organisation you must:
e be aregistered HBS portal user

e already be linked to the Tobacco Reporting Service
e not yet be linked to the organisation

Create an Organisation account

1. On the Tobacco Reporting Service homepage, you can see the “Request to
create a new organisation” card.
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Need help?
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2. Selecting the card will navigate to the “Request to create a new
organisation page”.
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3. Select the “Create organisation account” button.

Tobacco Reporting

@ TRHome

| ﬂ Report submissions

Request to create a new organisation

Rquest 10 Crests 8 new OTEANISALoN, OF view the SUstus of your previous regquests,

o=

28 Re

There are 2 ways you can create an Organisation account:

e Where your organisation is an Australian organisation, and has an
ABN please make sure you:

o use the ABN pathway. This will give you quick access to your new
organisation

o have registered to the portal using your myID Digital ID

o refer to the ABN pathway quidance.

¢ Where the organisation is registered overseas and does not have an ABN:
o use the Non ABN pathway.

o refer to the Non ABN pathway guidance.
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ABN Pathway

1. If your organisation has an ABN select the “an organisation that DOES have
an Australian Business Number (ABN)” option

oand select Continue.

Tobacco Reporting

i TR Home
¢ Exit
=] Report submissions
8= My organisation Create organisation account

BB Requestto create a

o @ fyour organisation has an ABN (Australian Business Mumber) make sure you:
new O[ga['llbaLlU['l

* use the ABN pathway below
» are already linked te the organisation in the Relationship Authorisation Manager (RAM). Find out how
on the Get Started page of the RAM website.

Using the ABN pathway will give you quick access to your new organisation, You will be directed to RAM
at the nest step.

For more infermation about creating an organisation, please see tobacoo reporting portal help,

I am creating an account for (mandatory)
@® an organisation that DOES have an Australian Business Number (ABN)

QO an organisation that DOES NOT have an ABN, such as an overseas organisation

Continue

2. Now you have selected the ABN pathway you will be redirected to the
Relationship Authorisation Manager (RAM)

a. Search for and select your organisation.

b. Once you have selected your organisation, you will be redirected back
to the Create Organisation account page.

Relationship Authorisation Manager

Businesses | can act for

Select a business fom the list 1o confinue. H your business is not Ested, you can aid 3 busness

Enmtity name = ABN =
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Note: if you select the ABN pathway but you have not logged in using your myID Digital 1D
you will receive an error message

e This message notes that “You must use your mylD account to register your
organisation using its ABN’.

e You will be asked to sign out and sign back in using your myID Digital ID.
Information on using your Digital ID can be found here.

e [f your organisation does not have an ABN, select the option to register an
organisation that DOES NOT have an ABN.

3. View and confirm your selected organisation before pressing “Continue” to
progress your registration.

< Back

Create organisation account
Your selected organisation
xxxxmxx
Organisation name PTY LTD

4. Selecting Continue will take you to the What you will need page to start the
organisation registration process.

What you will need:

e Your organisation email address
e Your organisation phone number
e A physical and postal address for your organisation
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4. Press the Start button once you have what you need. Now you will start
the registration process on the Organisation details page.

5. A read only screen will allow you check the organisation name and ABN details.
6. Review and choose to either:
a. Continue on to the next step.

b. Save for later to save the draft request and navigate back to the
Organisation requests page.

c. Cancel to navigate back to the Organisation requests page without
saving any changes.

Create organisation account

Naw applicat) » Organisation detalis

Progress ¢ Exit

© Organisation details Organisation details
RS

@ Organisation contact Your selected organisation

& Organisation ad .xxx.xxxxxx

@ Admi Organisation name PTY LTD

& r

Cancel

Continue Save for later

5. If you Continue you will progress to the Organisation Contacts page.

a. Provide organisation email address (mandatory), contact
number (mandatory) and website (optional).

b. Press “Continue” or “Save for later”.
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Creats arganisation account

Frogress
& rgarvmation dut Organisation contacts
© Orgeneation ceaisos @ Trere iy @ pratiem ik the foliowing feids

6. If you Continue you will progress to the Organisation addresses page.

Create organisation account
Hew appiication ¢ Organtustion addrvies

Progress

© Organisaion details Organisation addresses
Provide addresses |mandatary)
ero -

8 Address type Addiress Actian

a. Provide your organisation address/es, i.e. physical and postal address
by clicking the + Add Address button.

b. Note that at least one address must be provided. An error message will
appear if no address is recorded.

c. Press Continue or Save for later.
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7. If you Continue you will progress to the Administrator details page.
a. Provide the administrator details:
i. Organisation role (mandatory)
ii. email (mandatory)
iii. telephone number (mandatory).

b. Once you complete this section you will become the Organisation
Administrator by default.

c. Press Continue or Save for later.
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Create organisation account

Y IR
Progress & Back
@ Ogansation detsils Administrator details
@ Organisation conta @ ou will be an adrministrator for this organkation, We wil use the detalts below 1o contact you re garding any
& Organsation addresses
Your details
0 Administrator detalls
Joe
&
Cltizen

|oe@citizen.com

~61 Z5ISETHS
Drganisation role [mandatory

Is your contact email address for this organisation the same as above? (rmandatory

15 your contact telephone Aumber for this crganisation the sama as above? (mandarory}
O ves
® ho

Contact number

{mandatory

8. If you Continue you will progress to the Review and submit page.
a. Review the organisation details.

b. Review the Declaration section and check all boxes. The submission
will not be allowed unless all boxes are checked.

c. Press Submit or Save for later.
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Create organisation account

Mew application > Review and submit

it <o

@ Organisation details Review and submit

@ Organisation contacts Organisation details M

@ Organisation addresses ABN [# Edit
OO0

@ administrator decalls Organisation name
Organisation name FTY LTD

0 Review and submit

In progress Organisation contacts N
Organisation addresses A4
Administrator details e

Declaration

[0 1am authorised to ereate this organisation. [mandatory)
O 1 have read and understood the Terms of Use. {mandatary)
[0 1.am aware of my respensibilities as an organisation administrator. (mandatory}

O Taothe best of my knowledge, all of the information provided in this form is true and correct. (mandatory)

Note - kKnowingly providing information that Is false or misleading to a Commenwealth entity, or to a persan

performing functions in connection with a Commarmwealth law, is

s under

erious offence subject o eriminal pen

the Crim
toba

Code Act 1995. Further information on tobacco reporting requirements can be found at health.gov.au/

reparting

m Save for later Cancel

9. Once your request has been successfully submitted, a message is displayed
noting your organisation record request has been received.

a. You will receive a notification when registration has been approved.
b. Access to services will be provided when registration is approved.

c. Press the “Return to Tobacco Reporting homepage” button.

@ Thank you, your organisation record request has been received

What happens next

Return to TC Homepage

10. When your registration is approved you will be able to see a dropdown menu on
the Tobacco Reporting Service homepage.

This menu will allow you to select your organisation.
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Pathway if you DO NOT have an ABN

1. If your organisation does not have an ABN select “Where the organisation is
registered overseas and DOES NOT have an ABN” and press Continue:

Tobacco Reporting

‘ TR Home

4 Exit
' Report submissions

Create organisation account

= My organisation

?‘5 Reguest to create a
@ Ifyour organisation has an ABN (Australlan Business Number) make sure you:

new organisation

= are aready inked to the arganisation in the Relationship Authorisation Manages (%M} Find out how
the RAM website.

| give you quick access to your new organisation. You will be directed to RAM

For mare information about creating an organisation, please see tobacco reporting portal help.
| am creating an account for (mandateey
® ar Numby
Q ar a5 @n ove gan

2. Selecting Continue will take you to the What you will need page to Start the
Organisation Registration process.

What you will need:

e Your organisation email address
e Your organisation phone number
e A physical and postal address for your organisation

3. Review what you will need:
a. Note you will be identified as an administrator for this organisation

4. Please press the Start button once you have what you need.

5. Now you will start the registration process on the Organisation details page.
a. Please enter the organisation name.

b. Press Continue or Save for later.
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Tobacco Control

& TCHome Create organisation account
Mew application > Organisation details

B Messages

Progress

Organisation details
| B3 Organisation requests

7 Organisation name [mandatary
) Organisation details & i

N progress

& Orga
a ot X - e
o

6. If you Continue you will progress to the Organisation Contacts page.

a. Provide your organisation email address (mandatory), contact
number (mandatory) and website (optional).

b. Press Continue or Save for later.

Tobacco Control @

& TC Home Create organisation account

New application -3 | Organiestion toatacty
B Messages
Progress € Back
:t Organisation requests o

© Grganisatian detals Organisation contacts

Email address (mandatory
' Organisation contacts

@ o
Contact number [mandatory)
-

@ Review and submit Website

Continue Save for later Cancel

7. If you Continue you will progress to the Organisation addresses page.

a. Provide your organisation address/es, i.e. physical and postal address
by clicking the + Add Address button.

b. At least one address must be provided. An error message will appear if
no address is recorded.

c. Press Continue or Save for later.
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Frogréss ¢ Back
© Crganisation detail Organisation addresses

Provide addresses (mandatory)
@ Organisation contacts Ple Irovich it

@ Organisation addresses + Add address
Cannat start yet

Address type Address Action

A There are nio addresses po display.

Continue Save for later Cancel

8. If you Continue you will progress to the Administrator details page.
a. Provide the administrator details
i. Organisation role (mandatory)
ii. email (mandatory)
iii. telephone number (mandatory)

b. Once you complete this section you will become the Organisation
Administrator by default.

c. Press Continue or Save for later.
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Create organisation account

Mew applicason > Administration details
p_rogress < Back
© Organisation detais Administrator details
@ Organisation contacts @ You will be an administrator for this organisation. We will use the details below to contact you regarding any
administrative tasks to be completed for this organisation.
@ Organisation addresses

Your details

0 Administrator details
Cannot start yet v
Joe

&
Cluzen
joe@citizen.com

L0 i el e numibe
#5671 26356789

Organisation role (mandatory)

Is your contact email add ress for this organisation the same as above? (mandatary
O Yes
QO Ne

Is your contact telephone number for this organisation the same as abeve? (mandatory)
O ves
0O No

Save for later Cancel

9. If you Continue you will progress to the Review and submit page.
a. Review the organisation details

b. Review the Declaration section and check all boxes. The submission
will not be allowed unless all boxes are checked.

c. Press Submit or Save for later.
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Create organisation account
Request number: NOR-1043

New application > Review and submit

Progress
4 of 5 steps completed

@ Organisation details
Completed

@ Organisation contacts

Completed

@ Organisation addresses
Completed

@ Administrator details

Completed

@ Review and submit

In progress.

OFFICIAL

Review and submit

Organisation details ~

Organisation name # Edit

Qrganisation name PTY LTD

Qrganisation contacts N

Organisation addresses ~

Administrator details ~
Declaration

D | am authorised to create this organisation. (mandatory)

D I have read and understood the Terms of Use. (mandatory)

D | am aware of my responsibilities as an organisation administrator. (mandatory)

D To the best of my knowledge, all of the information provided in this form is true and correct. (mandatory)

Note - Knowingly providing information that is false or misleading to a Commonwealth entity, or to a person performing
functions in connection with a Commonwealth law, is a serious offence subject to criminal penalties under the Criminal Code

Act 1995. Further information on tobacce reporting requirements can be found at tobacco reporting.

m | Save for later

Cancel

10. Once your request has been successfully submitted, a message is displayed
noting your organisation record request has been received.

a. You will receive a notification when registration has been approved.

b. Access to services will be provided when registration is approved.

c. Press the Return to TR homepage button.

© Thank you, your organiation record request has been recenved

What happens next

* Your request will be reviewed and you will receve 3

Reeturn to TC Hamepage

has been approved

11. Your request will appear as pending in the Organisation request page until it is

approved.
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B TC Home
B Messages . .
Organisation requests
18 Organisation requests Request to act an behalf of 2 new organization, or view tha status of Al your previous requasts

@ Create organisation account

Submissions (5) Drafts (1)
Drganisation name [ ABM or nan-ABN 1 Request musmber 1 Created on 1 Status 1 Action
Drganksation name 1 PTY LTD ABN HRAOAL N 2R/08/2025 Pending
Organisation name 1 PTY LTD Overseas LLER LS 301272025 Approved
Drganization name 1 PTY LTD ABN MO0 Approved §

Wiew

Organisation name 1 PTY LTD ABN RN 301202023 Approved
Drganisation name 1 PTY LTD Overseas AN fanaezns Rejected

12. When your registration is approved you will be able to see a dropdown menu on
the Tobacco Reporting Service homepage. This dropdown menu will allow you
to select your organisation.

@ e e _ | Health Business Services () Back ta Partai Home
e

Diepnrtment of Fleslih, Divability and Ageing

Tobacco Reporting m

& TR Home

B FReport

Tobacco Reporting

Manage and subMIT yOur oFgaNSItion’s repons
B3 Request to create a
New Drganisanion

Select an organisation

Selact an organisation you will be represeRting, OOOCOOCOOD
Organsavon
Report submission My organisation Request to create a new

organisation

Need help?

1 you need help, p e 10BACLD repOrTing porlal e
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Troubleshooting potential error messages

The following messages may appear during the ABN pathway. If one of these
messages appears, follow the guidance below before starting a new request.

The Organisation account that you selected in RAM
(Relationship Authorisation Manager) already exists in the
Tobacco Reporting Service.

o If you try to register an organisation that already exists in the Tobacco
Reporting Service, you will receive this error message and the registration
process will stop.

e This means your organisation will also have an identified existing
Administrator within the Tobacco Reporting Service. Contact the
Administrator for your organisation.

e If you are unable to contact the Tobacco Reporting Service Administrator for
your organisation, contact the department at
Tobaccoreporting@health.gov.au

{ Back

Create organisation account

@ The organisation account that you selected in RAM already exists in the Tobacco Reporting portal.

Please contact the Tobacco Reporting Administrator fram your organisation te be able to act on behalf of
this organisation. If you are unable to contact your Tobacco Control Administrator, please contact the

Department.

Your selected organisation

ABN
HOOOOOO00C

Organisation name

Organisation name PTY LTD

Details sourced from the Relationship Authorisation Manager (RAM).

Return to TC home
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No organisation was selected in RAM (Relationship
Authorisation Manager)

e If you attempt to create an Organisation account but do not select an
organisation in Relationship Authorisation Manager, you will receive this error
message and the registration process will stop.

e (o back to RAM and make sure you search for and select the organisation
before returning to the portal.

< Back
Create organisation account

® No organisation was selected in RAM.

The Relationship Authorisation Manager (RAM) is used to confirm that you are authorised to represent
the organisation. You will need to contact the RAM Authorisation Administrator within your organisation
to proceed,

Read about getting started in RAM.

Your selected organisation

ABN

QOrganisation name

Details sourced from the Relationship Authorisation Manager (RAM)

Return to TC home

An application to register is already underway for this
organisation.

e |If you try to create an Organisation account where a request already exists,
the registration process will stop.

e This means a draft application has already been started for this organisation.

e Select Continue to Draft to return to the existing application and complete it.
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{ Back
Create organisation account

A An application to register is already underway for this organisation.

You are able to continue the incomplete application,

Your selected organisation

ABN
HIOOOOON

Continue to Draft

Using our portal Help us improve

A request for this organisation is already being assessed.

If you try to create an Organisation account where a request for the same
organisation is already pending assessment, the registration process will stop.

This means the department is already reviewing a request for this
organisation.

Wait for the department to finalise the existing request before starting a new
request.

The organisation name is suppressed in the Australian
Business Register.

If the organisation name is suppressed in the Australian Business Register, a
warning message will appear after you return from RAM.

You can continue with the ABN pathway, but you must manually enter the
organisation name during the Organisation details step.

The ABN field will be read only.

After entering the organisation name, continue through the organisation
contacts, addresses, administrator details, review and submit steps.
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