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1  ONLINE SERVICES FUNCTIONALITY 

This release of Online Services includes: 
 

 Managing and submitting Realisations and Interest Charge payment information  
 View historical RC/IC payments 
 Lodge Annual Estate Returns (either upon finalisation of a matter, or at the end of the  
financial year)  
 View historical AER lodgement data 
 View/Print a summary report of administrations on hand 
 View/Print a detailed report for each administration 
 View/Print a receipt of submission to ITSA 
 

The next release of Online Services (scheduled for October 2010) includes: 

 Lodging objections to discharge 
 Requesting the issue of an Official Receiver Notice  
 Lodging Consents to Act where a petitioning creditor has requested your appointment  
 Lodging other documents that require filing with the Official Receiver 
 Viewing documents associated with your administrations 
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2 ENTERING AND SUBMITTING AER DATA 

2.1 Update an AER Periodically 

1. Login to Online services 

2. Select Administrations from the menu 

3. Select List of Administrations 

4. Select View hyperlink for the administration you wish to update 

 

5. Select the Annual Estate Return tab 
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6. Select the AER period using the drop down box 

7. Select the Display button 

 

 5



TIP: If an AER is not required for an administration the screen will be read only. 

8. Enter receipt data into the receipts section 

9. Enter payments information into the payments section 

TIP: White fields are data entry fields and grey are cumulative fields. Cumulative figures can 
be reduced by entering negative numbers in the data entry fields. 

10. Once data has been entered select the Calculate button 

TIP: Data on this screen can be saved at any time 

11. Select save. You will receive a confirmation message. 
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2.2 Annual (multi) AER submission 

 

1. Login to Online Services 

2. Select Administrations from the menu 

3. Select AER Lodgement 

4. Select the AER period you wish to manage, the default is the current period. 

5. Select Display. The list of administrations that have AER requirements for this period will be 
displayed. 
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6. Select the ITSA Admin Number hyperlink for each AER with a status of “no AER”. The AER 
information screen is then displayed: 

 

7. Enter receipt data into the receipts section 

8. Enter payments information into the payments section 

TIP: White fields are data entry fields and grey are cumulative fields. Cumulative figures can 
be reduced by entering negative numbers in the data entry fields. 

9. Once data entry is completed select the Calculate button 

10. Adjust any figures as needed and select Calculate again 

11. Enter the amount of RC and IC payments being advised to ITSA. 

12. Select the Save button 
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13. Select the Return button 

 

14. Repeat steps 6 to 12 until all administrations that require an AER are completed. 

 

15. Check the Select box for all Administrations that you wish to submit to ITSA. If you wish to 
submit an AER for all matters, click the Select All button. 

TIP: Users with “Enter Data Only” access cannot submit AER data to ITSA. Trustees and 
users with “Enter data and submit” access are able to submit AER data. 

16. Select the Submit to ITSA and Generate Remittance Advice button 

TIP: You cannot submit AER data for a period unless the previous period has been reconciled. 
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17. You will then be directed to the RC IC History page 

 

18. You will receive a confirmation message stating the AER data has been lodged. 

19. Make a note of the RC and IC RA reference numbers and quote these numbers when making a 
payment to ITSA.  

TIP: At present, payments cannot be submitted via Online Services. Please submit your 
payment to ITSA via the current method (EFT, cheque etc) 

20. When the user navigates back to the AER lodgement screen the above administrations will 
have a status of AER saved and Lodged. 
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2.3 How to Submit a nil activity AER 

1. Navigate to the AER Information screen 
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2. Select the No Activity button 

3. Select either Save if you do not wish to submit the AER at this time or select Submit to ITSA 
and Generate Remittance Advice.  

4. You will receive a confirmation message stating that no RC or IC amounts have been entered 
and/or that the AER data has been sent to ITSA. 

Tip: The user can resubmit AER information to ITSA at any time until the administration is 
reconciled. Should you wish to resubmit AER information after this time you will need to 
contact your local ITSA office. 
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2.4 Adding AER information with payments when finalising an administration 

 
1. Log in to Online Services 
2. Select Administrations from the menu 
3. Select List of Administrations 
4. Select the View hyperlink for the administration you wish to finalise.  

 

5. The Administration Details screen is displayed. 

 

6. Select the Finalise link from the Summary tab.  
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7. The Finalisation screen is displayed. 

 

8. Enter the date that the administration was finalised. 

9. Select the Lodge with ITSA button. You will receive a confirmation message.  

 

 

10. Select the Annual Estate Return tab 
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11. Select the AER period using the drop down box 

12. Select the Display button 

13. Administration AER Information screen is displayed 

 

TIP: You cannot submit AER data for a period unless the previous period has been reconciled. 

14. Enter receipt data into the receipts section 

15. Enter payment information into the payments section 

TIP: White fields are data entry fields and grey are cumulative fields. Cumulative figures can 
be reduced by entering negative numbers in the data entry fields. 

16. Select the Calculate button 
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17. Check the opening and closing balance. For finalised matters the closing balance  
must be nil 

18. Adjust any figures as required 

19. Select the Save button 

TIP: Users with “Enter Data Only” access cannot submit AER data to ITSA. Trustees and 
users with “Enter data and submit” access are able to submit AER data. 

20. Enter the amount of RC and IC payments being advised to ITSA. 

21. Once all information is entered, select the Submit to ITSA and Generate Remittance Advice 
button 
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22. After submitting, you will be taken to the RC/IC History screen 

 

23. You will receive a confirmation message stating the AER has been lodged. 

24. Make a note of the RA Reference number. Please quote this number when making a payment 
to ITSA. 

TIP: At present, payments cannot be submitted via Online Services. Please submit your 
payment to ITSA via the current method (EFT, cheque etc) 

25. Once you have submitted the payment and it has been processed, the page will be updated with 
the receipt number. 

 

 17



2.5 Finalising an administration with a nil activity AER  

 
1. Login to Online Services 

 
2. Select Administrations from the menu 

3. Select List of Administrations 

4. Select the View hyperlink for the administration you wish to finalise 

 

5. Select the Finalise hyperlink from the summary tab 

6. Enter the date the administration was finalised  

 

7. Select the Lodge with ITSA button 

8. Select the Annual Estate Return tab 

 

 18



 

 

9. Select the AER period using the drop down list.  

 

 

TIP: You cannot submit AER data for a period unless the previous period has been reconciled. 

10. Select the Display button 

11. Enter receipt data into the Receipts section 

12. Enter payment information into the Payments section 

13. Once all data is entered select the Calculate button 

14. Check the opening and closing balance, for finalized matters the closing balance must be Nil 

15. Adjust figures if required 

16. Select the Save button 
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Tip: If the user role only gives them access to save data the submitted icon will be greyed out. 
Save and request that appropriate user review and submit to ITSA 

17. To Add AER information with payments when finalising an administration leave the RC and 
IC payment amount blank. 

18. When completed select the Submit to ITSA and Generate Remittance Advice button 
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19.  A message appears advising that the above details have been submitted to ITSA. 
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3 VIEWING HISTORICAL AER INFORMATION 

1. Select Administrations from the menu 

2. Select AER Lodgement Details 

3. Select the AER period you wish to display. Each administration is displayed in a table. 

 

TIP: You can filter the list by selecting the Show Filter link at the top of the page.  

 

TIP: You can minimise the filter option at any time by clicking on the Hide Filter link. 
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4 SUBMISSION OF RC AND IC INFORMATION 

In addition to submitting AER information and generating RC/IC remittance in conjunction, you can 
also generate RC and IC remittance advices independently, saving you from having to complete Form 
15s & 16s manually.  

All RC and IC remittance advices generated by Online Services have a unique reference number (RA 
reference number) that can be linked to the payment receipted by ITSA, allowing up to date tracking 
of payments. 

4.1 Submitting RC/IC information from the AER Information screen 

You can generate an RC and IC submission from within the AER Information screen by: 

1. Navigate to the AER Information screen 

 

2. Enter a value in the RC Payment field 

3. Enter a vale in the IC Payment field 
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4. Select the Generate Remittance Advice Only button 

5. You will be navigated to the RC/IC history page 

TIP: Once the payment has been processed by 
ITSA the Receipt No will appear and the 

Lodged Doc link will be enabled 

TIP: Please quote the RA Reference 
number when making a payment to 

ITSA
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6. You can view a PDF of the Remittance Advice that was originally submitted by clicking on the 
View Original link 

7. If you altered the original Remittance Advice, you can request the final version you submitted 
to ITSA be emailed to you in PDF form by clicking on the Lodged Doc link 

 

TIP: The RA Reference 
number is 

displayed here 
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4.2 Periodic submission of Realisation Charges without entering AER data 

1. Login to Online Services 

2. Select Administrations from the menu 

3. Select Generate RC/IC Remittance 

4. Select Realisation Charge from the drop down list. 

5. Select the financial period for the Realisation Charge (the default is the current period) 

 

6. Select the Display button. A list of administrations that require an AER submission for the 
period selected will be displayed. 
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TIP: The list of administrations can be filtered using the Show Filter link 

 

7. Enter the value of payments against each administration. 

 

8. If any AER information has been previously provided the RC due for Payment amount will be 
populated. Once data entry is completed select the Submit to ITSA and View Remittance button. 
You will then be directed to the RC/IC History page. 
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9. An RA reference number is generated. Please quote this number to ITSA when making the 
payment. 

TIP: At present, payments cannot be submitted via Online Services. Please submit your 
payment to ITSA via the current method (EFT, cheque etc) 

10. If you wish to view or print the Form 16 select the View Orig link. Once ITSA has processed 
the payment the RC/IC History screen will be updated to display the receipt number.  
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4.3 Periodic submission of Interest Charges without entering AER data 

1. Login to Online Services 

2. Select Administrations from the menu 

3. Select Generate RC/IC Remittance 

4. Select Interest Charge (Administration) from the drop down list. 

5. Enter the period for the Interest Charge (the default is the current period). 

 

6. Select the Display button. The result is a list of administrations that require an AER 
submission. 

 

 29



TIP: The list of administrations can be filtered using the Show Filter link 

 

TIP: You can minimise the filter option at any time by clicking on the Hide Filter link. 

 

7. Enter the value of payments that are to be made against each administration. 

 

8. If any AER data has been entered the IC due for Payment column will be prepopulated.  
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9. Once data entry is completed select the Submit to ITSA and View Remittance button  

10. The RC/IC History page will be displayed.  

 

 

 
11. An RA reference number is generated, you will need to quote this number to ITSA when 

making the payment. 

TIP: At present, payments cannot be submitted via Online Services. Please submit your 
payment to ITSA via the current method (EFT, cheque etc) 
 

12. Select the View Orig hyperlink to view the Form 15 
 

13. Once ITSA has processed the payment the RC/IC History screen will be updated to display the 
receipt number. Additionally each administrations AER page will be updated to reflect the 
payments made to ITSA during each period. 
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4.4 Submission of non-administration based Interest Charges without entering 
AER data 

 

If the client chooses to use a single bank account for all the administrations under their control they 
can submit a single Interest Charge remittance to ITSA. 
 

1. Login to Online Services 

2. Select Administrations from the menu 

3. Select Generate RC/IC Remittance 

4. Select Interest Charge (Trustee) from the drop down list. 

5. Select the period (the default is the current period). 
 

 

6. Select the Display button. The Remittance Advice screen is displayed. 

 

7. Enter the total interest amount 

8. Enter the total bank charges 

9. Select the Calculate button 
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10. Enter the payment amount into the Actual Payment field 

11. Select the Submit to ITSA and View Remittance button. The RC/IC History page will be 
displayed. 

 

 

 
12. An RA reference number is generated. Please quote this number to ITSA when making your 

payment. Once ITSA processes the payment the RC/IC History screen will be updated to 
display the receipt number.  

TIP: At present, payments cannot be submitted via Online Services. Please submit your 
payment to ITSA via the current method (EFT, cheque etc) 
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5 RC/IC HISTORY 

Once a payment has been processed by ITSA the RC/IC History page will be updated with the receipt 
number and the Lodged Doc link becomes active. If a copy of the Form 15 or 16 is required click on 
the View Orig link, a copy of the form will be displayed. 
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6 SOURCES OF ASSISTANCE 

If you require assistance with any aspect of Online Services, please:  

 Contact your local Information & Registry office 

 Call the Information Service on 1300 364 785 

 Email onlineservices@itsa.gov.au  

 Visit the ITSA website: < www.itsa.gov.au > Information regarding Online Services is located 
on the left hand side of the home page: 

  

 

7 FEEDBACK 

If you have any feedback regarding Online Services current functionality or a suggestion for 
functionality for the future, please use the feedback link available from the banner menu: 

 

 

or email: onlineservices@itsa.gov.au 
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