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Taxation

For details on entering or updating tax data, refer to the Tax Details eduPay User Guide which is available on HRWeb at http://www.education.vic.gov.au/hrweb/resources/eduPay_UGuides.htm
Processing declaration forms

Step 1
Check that the form is fully completed, signed and dated. If not, return to the employee for completion.

Step 2
Complete employer sections with relevant information as provided on the Taxation topic on HRWeb. 

Step 3
Update the payroll.  Where a new employee has indicated they have applied for a Tax File Number (TFN), update the payroll accordingly and make a note to check and make an adjustment on the payroll if they do not provide their TFN before the 28 day grace period has expired.

Step 4
File the form in a secure place, but not in the employee’s personnel file.

Processing rebates
Step 1
Determine from the Tax File Number declaration and/or Withholding Declaration whether the employee is claiming the tax-free threshold and/or rebates.


Rebates cannot be claimed where the employee is not claiming the tax-free threshold. 

Step 2
Update the payroll according to the information provided

Step 3
Place the form in a secure place, but do not include it in the employee’s personnel file.
Processing a request for additional tax

Step 1
A request for additional tax from the employee must be in writing and must include the employee’s TFN and the amount of additional fortnightly tax to be deducted.  An employee cannot pay less than the appropriate rate of tax unless authorised in writing by the ATO.  Send requests for reduced tax to Payroll Services.

Step 2
Update the payroll.

Step 3
File the request with the employee’s employment declaration form.

Step 4
The employee may revoke, reduce or increase their additional tax at any time by submitting such a request in writing.  Amendments are processed by repeating steps 2 and 3.  Additional tax cannot be commenced or reduced retrospectively.
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