
 

 

 

 

TELLER 
Quick guide – completing an online  
submission for a carrier with eligible  
revenue AUD $25 million or above 
 
  

 

https://acma.gov.au


 

 

Canberra 
Level 3 
40 Cameron Avenue  
Belconnen ACT 

PO Box 78 
Belconnen ACT 2616 

T +61 2 6219 5555 
F +61 2 6219 5353 

Melbourne 
Level 32  
Melbourne Central Tower 
360 Elizabeth Street  
Melbourne VIC 

PO Box 13112 
Law Courts  
Melbourne VIC 8010 

T +61 3 9963 6800 
F +61 3 9963 6899 

Sydney  
Level 5  
The Bay Centre 
65 Pirrama Road  
Pyrmont NSW 

PO Box Q500 
Queen Victoria Building  
NSW 1230 

T +61 2 9334 7700 
F +61 2 9334 7799 

Copyright notice 

 
https://creativecommons.org/licenses/by/4.0/ 

Except for the Commonwealth Coat of Arms, logos, emblems, images, other third-party material or devices protected by a trademark, this content is made 
available under the terms of the Creative Commons Attribution 4.0 International (CC BY 4.0) licence.  

All other rights are reserved. 

The Australian Communications and Media Authority has undertaken reasonable enquiries to identify material owned by third parties and secure permission 
for its reproduction. Permission may need to be obtained from third parties to re-use their material. 

We request attribution as © Commonwealth of Australia (Australian Communications and Media Authority) 2025. 

https://creativecommons.org/licenses/by/4.0/
http://i.creativecommons.org/l/by/3.0/88x31.png


Contents 

acma  | iii 

Logging in to TELLER 1 

First time users must register for a one-time token 3 

Completing the Eligible Revenue Submission form as an 
Eligible Revenue Return (ERR) 4 

Log out of TELLER System 13 



 

Contact: Revenue Assurance Team | Email: TIL@acma.gov.au acma  | 1 

Logging in to TELLER 
1. Our eligible revenue reporting system, TELLER, is available from the eligible revenue portal page 

on the ACMA website.  
2. Select the ‘Access ER portal’ button shown below.  

 

 
 
3. You will then be redirected to the ‘Government Authentication Service’ website. 

 
To register for myID or to obtain further information, visit myID or contact 1300 287 539.  

 

 

https://www.acma.gov.au/eligible-revenue-portal-2019-20
https://www.mygovid.gov.au/how-do-i-get-set-up
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4. Once you have been directed to the myID Authentication screen, open the myID app on your phone 
and accept or enter the code given. 
 

 
 
5.  Select ‘Continue’. You are now logged onto the TELLER system. 
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First time users must register for a one-time token 
To access the eligible revenue submission form for the first time, you will be required to register for a 
one-time token. To do this, email the Revenue Assurance Team.  

1. Once you have been issued a one-time token, select the ‘Register One Time Token’ link. 
 

 

2. A ‘Register One Time Token’ page will appear advising you to enter your one-time token. 
 

 

3. Enter your one-time token and select ‘Register’. Once you have access, you will be able to view the 
‘Eligible Revenue Submission’ form. 
 

 

 

mailto:til@acma.gov.au
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Completing the Eligible Revenue Submission form 
as an Eligible Revenue Return (ERR) 
1. On the ‘Welcome’ page, check that your name and email address details are correct.  
2. If any details are incorrect, you need to complete an Authorised Contact Registration Form and submit 

with the Revenue Assurance team by email.  
 

 

3. Select the arrow icon  in the upper right-hand corner of the screen to navigate to the ‘Carrier 
Group’ page. 
 

 

  

https://www.acma.gov.au/publications/2019-11/form/form-b01-authorised-contact
mailto:til@acma.gov.au
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4. Please check the information is correct. Once the check box is selected, please click the arrow icon 

 to navigate to the ‘Revenue Information’ page. 
 

 

5. On the ‘Revenue Information’ page, select the ‘No’ radio icon under the question ‘Would you like 
to undertake a calculation of revenue?’. 

6. Then select the ‘Eligible Revenue is AUD $25 million or above for the eligible revenue period’ 
radio icon.  
 

 

What to do if eligible revenue is under AUD $25 million? 
 
If, for the eligible revenue period, the carrier group’s initial sales revenue, gross telecommunications 
sales revenue or eligible revenue is less than AUD $25 million, you can still make a submission in this 
page by selecting one of the following thresholds:  

> initial sales revenue is less than AUD $25 million for the eligible revenue period 
> gross telecommunications sales revenue is less than AUD $25 million for the eligible revenue 

period 
> eligible revenue is less than AUD $25 million for the eligible revenue period. 

Select the arrow icon  to navigate to the next page. To complete your submission, please refer to 
page 5 of the ‘TELLER quick guide – completing an online submission for a carrier with revenues 
less than AUD $25 million’ available on our website. 
  

https://www.acma.gov.au/eligible-revenue-portal-2019-20
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7. If you have selected the threshold to indicate your ‘Eligible Revenue is AUD $25 million or above’ 
you will be directed to the ‘General Information’ page. 

 
 

8. On the ‘General Information’ page, enter the ‘Supporting Financial Year End Date’ and details 
under the ‘Business Activities Information’, if applicable. 

9. Select the save icon  to save your eligible revenue submission. Ensure that you save frequently 
to prevent the loss of your information. 

10. When a submission is saved, a copy is available under ‘Forms Assigned to Me’. 

 
 

11. You can print your eligible revenue submission at any stage of your submission by selecting the 

print icon . 
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12. Select the arrow icon  to navigate to the ‘Carrier Group Financial Information’ page. 

 

13. On the ‘Carrier Group Financial Information’ page, enter your revenue and deductions 
information. 

14. To export or import revenue and deduction items within the submission, select on the: 

> export data icon  from the submission, then select either ‘open’, ‘save’ or ‘cancel’ 

> import data icon  into the submission, then select ‘browse’ to select your CSV file to import. 
Note: CSV field names in the data file need to match the column names in the submission.  

15. Click on the arrow icon  to navigate to the ‘DRP Financial Information’ page. 

 

16. Tick the check box, if you have one or more declared related parties (DRP) and click on the arrow 

icon  to enter DRP financial information.  

17. If there are no DRPs click on the arrow icon  to go to the ‘Eligible Revenue Summary 
Calculation' page.  
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18. Please enter DRP information on the ‘DRPs’ page. Further information relating to DRPs is  
available on the ‘Related parties for eligible revenue reporting’ document on our eligible 
revenue portal page. 

 

 
  

https://www.acma.gov.au/eligible-revenue-portal-2019-20
https://www.acma.gov.au/eligible-revenue-portal-2019-20
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19. To add another DRP, select the plus icon  at the bottom of the form. Otherwise you can select 

the arrow icon  to go to the ‘Eligible Revenue Summary Calculation’ page. 

 
 

20. Check that the information on the ‘Eligible Revenue Summary Calculation’ page is correct. To 
drilldown into a specific revenue or deduction, select the relevant check box for the items to be 
shown. 

21. Select the arrow icon  to navigate to the ‘Allocation’ page. 
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22. Allocate Net Telecommunications Sales Revenue and Eligible Revenue against the carriers within 
the carrier group. Enter an explanation if further information is required to explain the allocation. Once 

completed, select the arrow icon  to navigate to the ‘Documents’ page. 

  

23. On the ‘Documents’ page, upload the Company Structure and Financial Statements information 
by selecting ‘Upload New’. 

24. Select ‘Browse’ to locate the file saved on your computer and then select the ‘Start Upload’ button. 

 

25. Once the documents have been uploaded, the name of the uploaded files should appear under 
‘Documents’. 

 

26. To upload additional supporting documentation, select the ‘I wish to include supporting 
documentation’ check box. 
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27. Select the arrow icon  to navigate to the ‘Declaration’ page.  

 
 

28. Ensure you read the declaration and check the ‘Signature of declarant’ box to finalise the 
declaration. A drop-down box will then appear for the declarant to enter their full name and position. 

 
 

29. Select the arrow icon  to navigate to the ‘Finish’ page. 

 
 

30. From this page, you can save a copy of your submission for historical reference. If you would like to 
save a copy, select the ‘Yes’ check box and enter a description of the file.  
 

31. Select the ‘Submit' button. 
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32. A notification email will be sent to the email address displayed on the ‘Welcome’ page and a 
‘Submission successful’ page will be displayed with a reference number. 

 
 

33. A PDF copy of your submission can be printed from the files displayed on the ‘Submission 
successful’ page. 
 

34. A copy of the submitted return can also be found under ‘Documents’ on the top menu bar. 
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Log out of TELLER System 
1. To log out of the system, select the ‘Log Out’ button on the top right menu bar. 
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