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e To submit reports on your organisation’s behalf
e To edit an existing draft submission

e To view a submission outcome

Before you start

To submit reports on your organisation’s behalf, you must:

e be aregistered HBS portal user

¢ already be linked to the Tobacco Reporting Service.
e be linked to the organisation.

e have permission to upload and submit reports.

Tobacco Reporting Templates can be found here to download and complete for your
organisation:

e Tobacco product ingredients report

e Tobacco product volumes report

e Tobacco product marketing and promotional expenditure report
e Tobacco product consolidated report.

To submit reports on your organisation’s behalf.

1. On the Tobacco Reporting Service homepage, select your organisation from the
drop-down menu.

2. Once you have selected your organisation, select the Report submission card on the
Tobacco Reporting Service homepage.

3. Selecting the Report submission card will navigate you to the Report submissions
page.
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https://www.health.gov.au/resources/publications/reporting-under-the-public-health-tobacco-and-other-products-act-2023-tobacco-product-ingredients-report
https://www.health.gov.au/resources/publications/reporting-under-the-public-health-tobacco-and-other-products-act-2023-tobacco-product-volumes-report
https://www.health.gov.au/resources/publications/reporting-under-the-public-health-tobacco-and-other-products-act-2023-tobacco-product-marketing-and-promotional-expenditure-report
https://www.health.gov.au/resources/publications/reporting-under-the-public-health-tobacco-and-other-products-act-2023-tobacco-consolidated-report-0

OFFICIAL

Select an organisation

dpomey Frp i

Repaort submission Organisation requesis My Organtsation

Meed help?

4. On this page, select the Create new submission button.

Report submissions
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5. After selecting Create new submission, you will be navigated to the Create
New Submission page.

a. You will see a dropdown menu for “Which financial year is this report
for?”.

b. Select the appropriate financial year.

c. Select the Start submission button.

Note:. The Start submission button will be enabled once the financial year has been
selected
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The Australian Government Department of Health, Disability and Ageing (the department} is responsible for
administering the Public Health (Tobacco and Other Products) Act 2023 (the Act) and the Public Health (Tobacco and
Other Products) Regulations 2024 (the Regulations). Under section 130 of the Act, a’reporting entity’ is defined as a
manufacturer ar importer of tabacce products that are sald or supplied, or offered for sale or supply, in Australia.

The Act and Regulations require reporting entities to submit the following reports to the Secretary of the department
in relation to tohacco products that are sold or supplied, or offered far sale or supply, in Australia by the reparting

entity during each financial year:

+ areport identifying the ingredients used in manufacturing tobacco products;
= areport providing infarmation relating to the volume of tobacco praducts imported into, sold ar supplied in

Awstralia (induding information specified by the Regulations); and
+ areport providing information about the entity's marketing and promotional expenditure.

Each report must be given ta the Secretary of the department within 30 days after the end of the financial year (unless

an extension of time is granted).

Further information on tobacca reparting requirements is available on the department’s website at tobacco reporting,

Which financial year is this report for? {mandatory)

[ )

Sitems

2025/2026

2023/2024
202272023

2021/2022

Start submission

6. After selecting Start submission, you will be directed to the Company Details
page.

Hew report submission
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7. Review the company details. This is a read-only section and no edits can be
made to organisation details here.
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8. Choose one of the following:
a. Continue to progress to the next step, Upload files.

b. Save for later to save the draft submission and navigate back to the
Report submissions page.

c. Cancel to navigate back to the Report submissions page without saving
any changes.
9. If you choose to continue you will be navigated to the Upload files page.
a. Select the Add file button to upload files.
b. Select the file or files you wish to upload.

c. Uploaded files will be listed once you select the Continue or Save for
later buttons.

Tobacco Reporting Templates can be found here on the department’s website:

e Tobacco product ingredients report

e Tobacco product volumes report
e Tobacco product marketing and promotional expenditure report
e Tobacco product consolidated report.

Note: You can upload a maximum of 3 files.
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https://www.health.gov.au/resources/publications/reporting-under-the-public-health-tobacco-and-other-products-act-2023-tobacco-product-ingredients-report
https://www.health.gov.au/resources/publications/reporting-under-the-public-health-tobacco-and-other-products-act-2023-tobacco-product-volumes-report
https://www.health.gov.au/resources/publications/reporting-under-the-public-health-tobacco-and-other-products-act-2023-tobacco-product-marketing-and-promotional-expenditure-report
https://www.health.gov.au/resources/publications/reporting-under-the-public-health-tobacco-and-other-products-act-2023-tobacco-consolidated-report-0
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10.If you choose to Continue you will be navigated to the Review and submit
page.
a. Review the proposed submission.

b. Review the Declaration section and tick the declaration checkbox. You
must tick this checkbox before submission is allowed.

c. Select Submit or Save for later.

New report submission

temd 3 lem2  ltem3
Progress ¢ Back

@ Company details REVIEW al"ld Subm|t

© Upload fles Reporting financial year

202542026
@ Review and submit
In pregress Company details ~
Company name Address line 1 [# Edit
Lorem Ipsum Sed ut perspiciatis
ABM Address line 2
959999990999 Current
Primary contact Suburb
Jane Smith Sed ut perspiciatis
Ermai Postonde
jane_smith@organisation.com MR
State
Sed ut perspiciatis
Upload files ~
Files uploaded in this submission [# Edit

File_name.xl|=x [3kb]
File_name,xlsx [3kb]

File_name.xlsx [3kb]

Declaration
I declare that this submission Containg a report, of reports, made in accordance with the requirements for reparting
entities under Chapter 5 of the Public Heolth (Tobocco and Other Producrsf Act 2023 The information contained within

this submission is true and correct to the best of my knowledge.

Nate - Knowingly providing informatian that is false or misleading to a Commaonwealth £ntity, o to a person
performing functions in connection with a Commonwealth law, is a serious offence subject to criminal penalties under
the

toba

rinal Code Act 1955, Further information on tobacco reporting requirements <an be found at: health gov.aw’

-reporting

O 1 make tha abowve declaration and agree to the Terms of Use (mandatory)

Save for later Cancel
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11.1f you choose Submit, a message will be displayed confirming that the form
has been submitted successfully and providing information outlining the next
steps.

a. You will receive an email confirming the outcome of the submission.

b. Processing may take several hours. Please wait for the response email
before resubmitting.

Health Business Services B Boaas s Popmtal Moy |

T
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Form submitted succesfully
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To edit an existing draft submission
1. On the Report submissions page, select the Draft tab.
2. Find the draft submission you want to continue.

3. In the Actions column, select Edit.

To view a submission outcome
1. On the Report submissions page, select the Submissions tab.
2. Find the submitted report you want to view.
3. In the Actions column, select View.

4. The submission will open in view-only mode.

Note: Submitted reports are view only and cannot be edited or deleted.
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