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RETURN LODGEMENT OPTIONS

There are 2 methods of Return lodgement that an employer may use. Each method must be accessed via our Returns online facility. The following information will assist

you to determine which method may be most suitable for you.
If you would like to discuss your lodgement options please contact the Corporation on 13 14 41.

OPTION 1 - MANUAL DATA ENTRY

This option is best suited for employers with less than 20 employees. You will need to manually enter each worker’s details onto an electronic worker application form

provided on the Return.

OPTION 2 — DOWNLOAD, EDIT AND UPLOAD YOUR RETURN DATA

This option is best suited to employers with more than 20 employees, who use software packages such as MYOB or Quicken etc. This option allows you to download
from the Corporation a Microsoft Excel template, copy and paste your worker’s data from your payroll software, save it as a CSV file and upload the template back to
the Corporation. Worker data can also be manually entered onto the template using this option.
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@ Long Servic CITIZENS CLEANING COMPANY (50679686)

co

Home A Supp
Home

Total Amount Payable: $0.00
To see how we armved at this balance, downleoad this excel file

Ponding/Opeon Returns

Retum ID ¥ Return Period Status TOl Gross Calculation Levy Amount Payable

Ordinary Wages
01 Jul 2011 - 30 Sep 2011 Pending - 1.70% -
01 0c¢ct2011 - 31 Dec 2011 Pendaing - 1.70% -
01 Jan 2012 - 31 Mar 2012 Peonaing - 1.70% -
01 Apr 2012 - 30 Jun 2012 Penaing - 1.70% -
01 Jul 2012 - 30 Sep 2012 Pending - 1.70% -

209492 01 0ct 2012 - 31 Dec 2012 Pending
209494 01 Jan 2013 - 31 Mar 2013 Peonding
209495 01 Apr 2013 - 30 Jun 2013 Pending
209496 01 Jul 2013 - 30 Sep 2013 Pending
209407 01 0ct 2013 - 31 Doc 2013 Peonding
200408 01 Jan 2014 - 31 Mar 2014 Pending
200400 01 Apr 2014 - 30 Jun 2014 Pending
209500 01Jul 2014 - 30 Sep 2014 Peonding
209501 01 0ct 2014 - 31 Dec 2014 Penaing

Employer Details

Employer No: 50679686

Employer Name: CITIZENS CLEANING COMPANY
Registered Email: info@longsenmce naw gov. au
Correspondonce PO BOX 1

Addross: CLEANSVILLE NSW 9999
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Lon

COMPORAYIO

CLEANING COMPANY (50679686)

Home Log out
“ome Rotur ¢
Ponding Update Quarterly Return Data | Submit |
Roturnm Summary
Roturn 1D & 20%400 Total Gross Ordinary Wages: -
Reoturn Poriod: 01 Jul 2011 - 30 Sep 2011 Contribution Levy Rate: 1.70%
Due Date: 14 Oct 2011 Roturm Total Payable: ( Return pending
Pay Your Return By 14 Oct 2011
[ Buling Code 187152
l" PAY Customer Reference # 6150679686
Contact your participating financial institution to make a BPAY payment
—_——x Plense pnnt this page and returm it together with your choegue Choques 10 be made payable to
e ot Long Semce Corporation
Locked Dag 3000

Central Coast NSW 2262
Extension of Time

If you will have difficulty in lodging your return by the due date you should send an email to info@longsenice nsw gov.au and request an
extension of time by the due date of the retumn

The email must outline:

» What the extension is required for, i.e the retum and payment or payment only
« The reason the extension is being requested and
» The date the extension is required to.

Page | 4
Long Service Corporation
Employer Returns Guide — Download/Upload (option 2)



Long Service

O SRR O CITIZENS CLEANING COMPANY (560679686)
Home Administration Suppon
Home - Return Summary » CSVimpon

Download, edit and upload your return data

Follow these instructions or ¢lick here to download the user guide

Step One:
1. Download your return to spreadsheet (CSV)
Download Return to Spreadsheet (CSV) I
.- . Server
Note: You must allow “pop-ups” for this site

2. Choose “Save As”
3. Save it to "My Documents”™ or another convenient location.

Step Two:

1. Open CSV file with Microsoft Excel and update your return data
- Update period pay,
- Cease employee (1.e. enter a cease date); or
- Add new employees (i. e enter employee data)

2. Save the file (and accept the warmings)

Step Three:

1. Click Browse and select your CSV file
2. Click Upload and address any validation errors if necessary
If upload is successful, click Update My Return

Step 2:
Employer
Updates Return
in MS Excel
Step 3.
Employer

upload | cancel |
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FeDownoad .

Do you want to open or save this file?

ﬁ’ Name: Return_209488_20150511.csv
Q) Type: Microsoft Office Excel Comma Separated Values Fi...
From: ccilongservice.nsw.gov.au

open | Save [ Cancel |
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Long Service CITIZENS CLEANING COMPANY (50679686)

CORPORATION

Home Administration Support Log out

Home > Return Summary > CSVimpont

Download, edit and upload your return data

Follow these instructions or cl Download complete

Step One: ;{3 Download Complete eturn
1. Download your return to spr

Download Return to ¢ | peturn_209488_20150511.csv from cd.longservice.nsw.gov.au
Note: You must allow “pop

2. Choose "Save As" Downloaded: 211 bytesin 1 sec
3. Save it to "My Doct ts~ Download to: H:\Senior C...\Retum_209488_20150511.csv
Transfer rate: 211 bytes/Sec b
Step Two: ™ Close this dialog box when download completes Fturn
1. Open CSV file with Microso
- Update period pay. Open | MMHTI

- Cease employee (i.e. ent
- Add new employees (i.e. Entér employee data).
2. Save the file (and accept the wamings)

Step Three:

1. Click Browse and select your CSV file.

2. Click Upload and address any validation errors if necessary
If upload is successful, click Update My Return.

Uploadl Cancoll
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\JH9-e-0 @[ﬁ]h} &) - Return_211161_20150807[1].csv - Microsoft Excel = =X

Home I Insert Page Layout Formulas Data Review View Foxit PDF @ - o

= e .

I e — =N ol N R
Ei @] Fill - _

|B I o~ -2 Merge & Center ~ _- Sort & Find &

(2 Clear - Filter~ Select =
Mumber Editing

LB
g

Conditional Format Cell
Formatting = as Table = Styles -

Styles

Insert Deleie Folmat

-

7 Format
Clipboard

Font Alignment Cells

Al I | EmployeelD ’
Al B | cSN p [ e | r ] 6 [ w I o ] o | x [ v | ™ N | o P | a | =& s |

EmployeglSurname  FirstMame leMa PayrollNu DateCfBir PhoneMur MobileNu Email AddressLi AddressLi AddressLi Suburb  State Postcode Country StartDate Terminati GrossOrdinan
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% ‘u ')l' (' - J,"’U_:ild& y ¢ Crizens Oeaning Company.cov - Mrotorn Excel - T
-

| Home | Inset  Pagelayout  Formulss  Data  Review  View  Developer  FomtPDF  Acrobat 7 ©® -2 x
::‘:" Catibel “ AN (@] wnpTen Generat . M ’ Jf ? B‘ (] 5:‘:’"‘" ” 3
'“" F Pormat Painter (B Z U~ A EEXE W IR AiMmegekCenters | $ - % v |78 0 fm;m o Insert Oclete Fomat | % Sot& fmdd
Clipbosrd - Font 5 Angnaent - Humber i Styles J Cetty taning
RS -Q Lol ¥
P A [ s [ c | ry— 3  —— G ] H Lol ) ™S, [WS—Y TR—) {S— JI_—) PO TV [_— Y f—
1 EmployeelD Surname FirstName MiddieNames PayroliNumber DateOfBirth PhoneNumber MobileNumber Email AddressLinel Addressline2 Addresstine3 Suburb State Postcode Count
2| CITIZEN JOHN 1/01/1981 02 12345678 1 CLEAN RD CLEANSVILLE NSW 2999 AUS
3 CITIZEN BARRY 2/01/1981 02 87654321 2 CLEAN RD CLEANSVILLE NSW 2999 AUS
4 CITIZEN GARY 3/01/1981 02 54328714 3CLEANRD CLEANSVILLE NSW 2999 AUST
s
6 4
7 |
. |
, |
10
1
12
u,
1 [Hicrosoftoffice bxcel |
15 Crtizers Clearing Company.Csv may contain features that are not compatbie with CSV (Comma delemited). Do you want to keep the workbook in ths
w
3 e e
! «To see what might be lost, dick
19 . L
2 vo | _w | me |
21
22'
”,
uv
”A
26‘
27
28
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Long Service

st Sdetniner CITIZENS CLEANING COMPANY (50679686)
Home Administration Support Log out
Home > Return Summary > CSVimpon

Download, edit and upload your return data
Follow these instructions or ¢lick here to download the user guide.

Step One:

1. Download your return to spreadsheet (CSV):
|  pownload Return to Spreadsheet (csv) | wsc
Note: You must allow “pop-ups” for this site.

2. Choose “"Save As". .
3. Save it to "My Documents™ or another convenient location.

Step Two:

1. Open CSV file with Microsoft Excel and update your return data:
- Update period pay.
- Cease employee (1.e. enter a cease date); or
- Add new employees (i.e. enter employee data)

2. Save the file (and accept the warnings)

Step Three:

1. Click Browse and select your CSV file.
2. Click Upload and address any validation errors if necessary.
If upload is successful, click Update My Return.
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Long Service
@ o ?o e s CITIZENS CLEANING COMPANY (50679686)

Home Administration Support

Home -

Log out
Return Summary - CSVimpon

Import Data File (Confirmation)

Error Messages:
Row 4. Employee must be at least 16 years old

'::’ow """:j""' "‘:;‘::"' "“"':_" :“:”v‘::; Surname Date Of Birth Telephone Mobile Emal  Address Line 1 "“",:':f‘ "’l"‘:::"’:‘ Suburb Postcode :‘.mx-.—l
2 New JOHN CITIZEN 01-01-1981 02 1234 S678 1 CLEAN RD CLEANSVILLE 2999 NS

3 New BARRY CITIZEN 02-01-1981 02 8765 4321 2 CLEAN RD CLEANSVILLE 2999 NS

4 GARY CITIZEN 02 S432 8714

3 CLEAN RD CLEANSVILLE 2999 NS

Message from webpage

~
| >

! denotes the start date provided is outside of the return period date range. No levy will be charged for these employees until the Long Senice Corporation is

able to review each record (unless the employee(s) appears on your previous return)

You may not use the data file to update your return. Please addross any issues and try to upload your data file again.
Update My Return l Cancel I
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Long Service

CORPFPORATION

CITIZENS CLEANING COMPANY (50679686)

Home Agministration Suppon

Home Return Summary = C3SVIimport

Import Data Flle (Confirmation)

To proceed to the next page, click “Update My Return”™. Your Return will be updated and displayed in a webpage where you will be able to cease an employee,
adjust the contribution data and finalis® the return. Note. any axisting employeas which waere on your prévious return but ware not included in your data upload

will also appear on your returm

Row Employee Payrol Firnt Micidio
He o Ho Hame  Hames
= Hew JOHH
3 Hew BARRY
4 Hewv GARY

Surname

CITIZEN
CITIZEN
CITIZEN

ot S . Pr.
Update My Return.

Date Of Birth Temphone Mobide Emall Address Line 1

01-01-1981 02
0Z-01-1981 02
02-01-1981 02

1234 5678
8765 4321
G432

1 CLEAN RD
2 CLEAN RD

HMessage Trom webpage

4]

! denotes the start date provided is outside of

able 1o review each record (u
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Addroess Addross

Line 2

Lina 3

Suburt

CLEAHNSVILLE
CLEAHNSVILLE

Postcode

2999
2999

=l

us retum)

Mo levy will be charged for these emplo

=
HSH
HS

e Corporation is



w Long Service CITIZENS CLEANING COMPANY (50679686)

CORPORATION

Home Administration Support

Home > Return Summary > ReturnData

Return Period - 01 Jul 2011 - 30 Sep 2011

Add Employee
Regn Employee Name Start Date Termination Date ‘(?lraogsiOrc Del®te Validation Messages
50679708 CITIZEN, BARRY [1/07/2011 3 [2/09/2011 [F [ 1000 X
50679716 CITIZEN, GARY I15/07/2011 E I E I 1500 X
50679694 CITIZEN, JOHN I1/07/2011 E I E I 1500 X
Save Saveanddosel Cancel I

"Save and Close” will not submit yguegetum. You will be given an option to Submit your retum on the Return Summary Page
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(33 tone Service p———

—— - Log out
- et
Sawed (Mot i i 't
Bavey i Downlond - Uplosd Data | [update Guartery Boturn pata | | Skt n|
[ Leam hiooe |

Fatuin Sumimarny

Rasturmn 1D #: FOBABE Total Gross Orilinary Wages: 34.000 00
Feastunrm P boad 01 Jul 2011 - 30 Sap 2011 Corvtn iastlbon Lavy Hate: 1.70%
Date: 14 Oet 2011 Raoturn Total Payabile; .

W you wish to kesp & record of this retumn, download the most U 10 date version of your retum in Excel (cov) fiom hets

[Pirsssss trom webpass ! |

Pay Your Heturn By 14 Oct 7099 W ey | By peoceedesg gast e o), yoe et vell b
b el s el P e St G Aihas chanpes W
e

i] Dhiling Code 107163 et b, Are [+ vt b Fruatus
[3 PAY Customaer: Heferance & G1506TRE0G mounr e Lo
Conact yous partic v vl
- 0 Pisass pranl this pusge and returm o togethes » ol | Concel |
- Long Serace Corporaton
Lo had Dag 000
Coniral Const MEVW I3

Extension of Time

If you will have difficulty in ladging your return by the due date you should send an email to info@longsenice nsw gov au and request an
axtension of time by the due date of the retum.

The email must outline

« What the extension is required for, i.e the return and payment or payment only
« The reason the extension is being requested and
= The date the extension is required to.
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CIMZENS CLEANING COMPANY (60070000)

reome

Caoeninined

Heturn Surnenary

otaem VO &
Motaen Period
Oue Date

Wy waah 1o Meep & recond of this retumn. dawriond the mest wp (0 date varnion of your retumm o D acel (0w hom e

Pay Your fteturn By 14 Ot 200

iFPAY|

[

Extension of Time

5 v e i h gk mid v
1 Lmaen Mouw )

Plense pay 368,00 by 14 Ot 200

| ERNAN o R (et Wiy v S g

J0%a00
OV At 2OV
14 Oxt 200

Total Gross Ouvdlinary W,
Caontritintion Lavy Hate:

54000 00
' ros
o 0o

20 Bep 2004

Ditng Code ey
Customer Hateronc e @ 6106 7 Pa00
Contamct your gt -t 10 make & DIPAY gyt

Iense pot then age and retuen @ Logether with Yo «hegue Chegues 1o e made ooy
Leng Densd e Corpuas stion

Lochaa 1 2000

Cortrat Comst DWW 2202

I you will have dficulty in lodgng your retum by the due date you should send an emad to NIREICOGIANICE NEW.COY.AY and request an
extension of time by the due date of the retumn

The emad must outhne

"

* What the extensicn is required for, 1 ¢ the retum and payment or paymant only
and

* The reason the
» The date the extension
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