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DISCLAIMER

For general information relating to your use of the EPW website, please click here: Disclaimer. By registering and using the Queensland
Fuel Seller Register you agree and acknowledge that:

1. your use of the Register is at your own risk and the State does not warrant or guarantee that the Register will be accessible,
available, compatible with your computer system or software, free from interruption, malware, viruses or other malicious
transmissions;

2. you will take reasonable steps to safeguard your computer systems from malicious or damaging content or attack and you
will appropriately manage and secure access and use of your login and password details;

3. the State accepts no liability for any loss or damage caused or contributed to by your use of the Register or unauthorised access
or misuse to your Register information due to your failure to secure your details; and

4. you will notify us immediately if you become aware of any breach of security or confidentiality in relation to your use of

the Register.

This publication has been compiled by Biofuels, Department of Energy and Public Works. ©
State of Queensland, 2022

The Queensland Government supports and encourages the dissemination and exchange of its information. The copyright in this publication
is licensed under a Creative Commons Attribution 4.0 International (CC BY 4.0) licence.

Under this licence you are free, without having to seek our permission, to use this publication in accordance with the licence terms.

(o) @

You must keep intact the copyright notice and attribute the State of Queensland as the source of the publication.

Note: Some content in this publication may have different licence terms as indicated.

For more information on this licence, visit https://creativecommons.org/licenses/by/4.0/.

The information contained herein is subject to change without notice. The Queensland Government shall not be liable for technical or other
errors or omissions contained herein. The reader/user accepts all risks and responsibility for losses, damages, costs and other consequences
resulting directly or indirectly from using this information.
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Welcome to the Queensland Fuel Sellers' Portal

Fuel businesses retailing and wholesaling petrol or diesel in Queensland must use the portal to
complete their registration and reporting obligations under the Liquid Fuel Supply Act 1984.

The purpose of this guide is to provide fuel sellers with instructions on how to administer and manage
their registration and associated functions in the portal, to comply with the biofuels mandate.

Accessing the portal

The Queensland Fuel Sellers' Portal can be accessed from the following link:
https://fuelsellers.epw.qgld.gov.au/

If you have previously reported fuel sales volumes or registered your business with the former

Department of Energy and Water Supply, or the former Department of Natural Resources, Mines and Energy,
you should receive an invitation to access and confirm your business information for the Queensland
Fuel Sellers' Portal. More information on redeeming your invitation is in the next section of this user

guide.

If you have not received an invitation to complete access to the Queensland Fuel Sellers' Portal or if you
are a new fuel seller, please email your full name, fuel seller business name, ABN and contact details to
the Department of Energy and Public Works at biofuels@epw.gld.gov.au.

The sign in tab can be used to:
e redeem or accept an invitation to the portal; and
e sign-in to a previously registered account.
Redeem or accept an invitation to the portal

If you previously reported fuel sales volumes or registered your business with the department, you may
have received an invitation to complete to access the Queensland Fuel Sellers' Portal.

To begin your registration, click the link in the email you have received.

From: Resources Fuel Seller <ResourcesFuelSeller@resources.qld.gov.au>
Sent: Thursday, 20 May 2021 9:41 AM

To: John Citizen

Subject: Invitation to Queensland Fuel Sellers Register

Dear Portal User

You have been invited to complete your registration for the Queensland Fuel Sellers' Portal.

dlease click on the unique link below to take you to the portal. If that is unsuccessful, please copy and paste the below link into your browser.

attps://dews-biof-tst.microsoftcrmportals.com/register/?returnurl=%2flanding-page&invitation=FZ2-zQn1nRzhVNpEzOrpm18elQWIrbAb4xcSzwER4AKGNX-
“0ywaCB4JFd6kGNOSRE1ypDx2aGjcfMC68ZA7BaiyNeHIdOBmNDZFnZIPWS5epuzvL wwANSdLNGY1e1up2limagk-DpCOtnhl6lvHMUJfQMSyNIcCtmisFkRQUQT3Q-

When you have completed your registration on the Queensland Fuel Sellers' Portal please save the website to your favourites or as a bookmark. Please remember for future
ogins that your username will be the email address you have registered in the portal.

Should you have any questions about this matter, please do not hesitate to contact the Department of Energy and Public Works on 13 43 87 or email

oiofuels@dnrme.gld.gov.au.

<ind regards

Rinfiialc team
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Once you have read and agreed to the disclaimer, privacy and obligation information, click the blue

"Register" button.

) Sign | Redderm il st
Please lnlt:-f your invitation code belowr. This code would have been sent to your email f you have previously registered with the department. =
HSCLAIMER
Fior general infeemation (elating To your uke o the depantiment’s websile, phease dick hess: Disclaimar.

By registening and using the Quesnsland Fusl Sellers’ Portal vou agree and acknowledge that:

L your use of the Portal is 8 your dwn risk gnd the Stale does not warast or guarantes that ihe Portal will B+ sccessble, available. compatitle with your computer wysiem arE:
Softwarg, Tree from istersaption, mabeiie, vinuses o other malidious Iranimiseens i
2. o will take seasonable weps 10 saleguand youl COMPUIS Gribems fMom malissus o damaging content of anadh and you will appropiately munage and wCun Jcoess and use u;.‘-

o login and password details,
L the State accepts no laddiy for any loss o damage caused or contmibuted 1o by your use of the Portal or unauthosised access o misuse to your Portal information due to your 9

Faitare to seoere your detaily; and
& iee wall natity of immediately T you besome saire of sy bredch of secuity of corfidentisity in relition 16 yoor use of 1he Poral,

PRIVALY

Tre information you have provided, inckeding wour personal information, will b shared with the Department of Energy and Publc Works, the Department of Emvirooment and Science and

the Depatment of Transport and Main Boads for the purpose of managing the Postal. monitonng complance with, and Eaking sction 1o enforce, the Liguid Fuel Supoly Act 108y and the

Rifeals blaadms Tha G ahe wdl A il AF daias ihi salammari Tar e Ahar i iivials kil vt o sammasad P Ly AF sl himd uwee Aone samlinl  Frathis Al haasming T

Sign up with your invitation code
* Invitation Code FZz-20ninRe FVHpED orpm sBel WA Lo SawWER 4k GNX-Conw 5 CB & FoéleGN 0GR E typloci aG o MO EETA 7B aryMeH 10 oB mNPZF nZ| P S epaizy Ly AN gl

= 1 hiror @ ensling accoud

On the registration page, enter and confirm a new password. Your password must meet the
following minimum requirements:

e eight (8) characters; including
e one capital letter;
e one numerical digit (number); and

- g i Resbersm il sliom

Please enter yoor invitation code befoss. This code would have been sent 1o your email if you have previously registeed with the department.

-

[HSCLAINER
For general information relating 1o your usé of The depantment’s website, pheass dick hens; Disclaimer.

By regigtering and using the Juesnsand Fusl Sellery Portal you agres and senowledge that:

b your wse of the Portal i3 o1 your own risk and the Stale doss nof waeraet or guarantss that the Portal will be scoessble, available, compatitle with your compuler sysem or)
woltware, free from isterfuption, malwan, viuies or b maldioys Irin imresn

2. oo will take feasonable @eps 10 saleguard your (OMpUler Srems fom maliceus of damaging content of attack and you will appropiately manage and WCuTe Ac0RE and L of |
your |ogin and passwond drtails,

1. the State accepts no liability for any loss or damage caused or contrbeted 1o by your use of the Portal or unauthorised access or misuse to your Portal informabion due to your ™
Fadlgre b ssore your detals; and

& v vell Aty ok Emediibely T you bedome Bakie of iy bivkh of secuily of conlidentislily ia mellion 16 voor uie of 1he Padal,

PRIVACY

ke informatson you have provided, incleding: your personal information, will b shared with the Department of Energy and Publc Works, the Oepariment of Environment and Science and

the Depadment of Transpod and Main Boads for the purpose of managing the Postal. monitonng complance with, and taking action 1o enforce, the Liged Fuel Sopply At 108y and the

Fusthi Ariuny infanssming T

Rird cale Maesd@a Tha oa wdl nat ol ar dicideia the idfans #ian fae are dthir roomada onladd sdbondad s rarsoad b lee o sithie ® esor i andent
Register a new account
* Pasowoeds misdl be 2 leasl B choaden

& POSPEO0R McE B0k 3 SRl Grel Reed [9TTH 3D N0eh Sl

e

arate
= Foiimoids mud hawve & il ore loweicae (5 F)
= Faspsceds must bove of deast one upgercae [ATL

* Confirm passewerd

Click the blue "Register" button.
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Once you click the blue "Register" button, the "Profile" screen will display. You must confirm your
email before you can use the fuel sellers' portal. In the blue highlighted text box, click the "Confirm

Email" button.

Profile

Welcome to your profile!

ﬁ Portal User To complete your profile, you must complete the fields where marked with an asterisk.

@ Please click 'Confirm Email’ 10 send a vesification link to the email address you used o create the

Profile account. You must confirm your email address to continue using the Fuel Sellers P.)r.al.

& Security )
You must complete your prafile before using the features of this website.

Change password

Your Infarmation

Change email [1]
Salutation 1]
Cocoooobon
First name * Last name *
Partal Lsar

A confirmation email will be sent to your registered email address. Click the confirmation link, which
will return you to the "Profile" area with a message stating "Your email has been confirmed

successfully".

From: Biofuels

Sent: Monday, 3 June 2019 10:53 AM

To: CITIZEN John|

Subject: Queensland Fuel Sellers Portal - confirm email address

Dear lohn
Thank you for registering your details in the Queensland Fuel Seller Portal.

Please click on the below link to verify your account. Or you can copy the following URL and paste it into your web browser

https:/ffuelsellers.dnrme.gld.gov.aufen-US/ Account/Manager/ConfirmEmail fuserid=2creeSe0-36de-e711-81132- 88k JekkHwjjwid8999=RBCRR1 228 3 3mkikkoki0 783

owl217x TuB9BuickwiN IKelldp

Should you have any questions about this matter, please do not hesitate to contact the Department,

Kind regards,

Biofuels team

Profile

Welcome to your profile!

H Portal User To complete your profile, you must complete the fields where marked with an asterisk.

@ Your email has been confirmed successfully.

Profile
Your information

& Security

Salutation ]
Change password Cooooootog
Change email

First name * Last name *

Paortal User

Complete your profile information and then click the blue "Update" button.

A confirmation will be displayed on the screen that your email and profile details have been

successfully updated.
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Welcome to your profile!

Portal User To complete your profile, you must complete the fields where marked with an asterisk,

@ Your email has been confirmed successhully.
Profite

Your profile has been updated suc

& Security
Ehange:password Your information

Change email

Salutation D
Coooooobog
Signin
To sign into a previously registered account, click the "Sign in" tab.
In the email field, enter the email address you have previously registered with the fuel sellers' portal.

Enter the password you created during registration. Click the "Sign in" button.

Queensland Goverr A Contacdus  Signin

Queensland Fuel Sellers' Portal

%) Sign in Redeem invitation

DISCLAIMER
For general information relating to your use of the DNRME website, please click here: Disclaimer.

By registering and using the Queensland Fuel Sellers' Portal you agree and acknowledge that:

-

. your use of the Portal is at your own risk and the State does not wamant or guarantee that the Portal will be accessible, available, compatible with your computer system or software,

free from interruption, malware, viruses or other malicious transmissions;

w

you will take reasonable steps to safeguard your computer systems from malicious or damaging content or attack and you will appropriately manage and secure access and use of
your login and password details;

the State accepts no liability for any loss or damage caused or contributed to by your use of the Portal or unauthorised access or misuse to your Portal information due to your failure

w

to secure your details; and

4 you will notify us immediately if you become aware of any breach of security or confidentiality in relation to your use of the Portal
PRIVACY

The information you have provided, including your personal information, will be shared with the Department of Matural Resources, Mines and Energy, the Department of Environment
and Science and the Department of Transport and Main Roads for the purpose of managing the Portal, monitoring compliance with, and taking action to enforce, the Liguid Fuel Supply Act
1984 and the Biofuels Mandate. The State will not use or disclose the information for any other purpose unless authorised or required by law or without your prior consent. Further privacy

information can be found on our Intemet site by clicking here: Privacy. &

Sign in with your account

* Email lohn.Cit

* Password [ S840 0080808

If you have forgotten your password, enter your email and then click the "Forgot Your Password?"
button.

This will take you to the "Forgot your password" page. Enter your email and click "Send" to request a
password reset.

Queensland Government # Comadus  Sign in

Queensland Fuel Sellers' Portal

Forgot your password?

* Email john.citizen@dnrme.gld.gov.au
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Open the email and click "Reset Password".

Jear John

f you have requested to reset your password, or you have forgotten your password, please click on the link below to reset your password. Or you can copy the following URL and
»aste it into your web browser.

eset password

attps://dews-biof-tst.microsoftcrmportals.com/Account/Login/ResetPassword?userld=970370c4-ee8f-eal1-a811-
)00d3a797268&code=W90u0yZYD11dJviOUSmnQgACpbV3R%2BS4IVEBF7dWF1dLg72W8rVSNrxU3RXb0089jb2ihhxIIPL8IPt8DG1sQCrBhhhLU3SC24XSVAKIP3zX%
2Bmag1Zf4pBOWSRD8K6itymdzjaw%2BnPghNSrieodepP9Wplp4y3pSVqUEskcl6XMeDzylXFim2BclxxzkYmhgbXQICtgKASYtISZUactmIQ%3D%3D

Should you have any questions about this matter, please do not hesitate to contact the Department of Natural Resources, Mines and Energy on 13 43 87 or email

Yiofuels@dnrme.qld.gov.au.

<ind regards
3iofuels team

Enter a new password and confirm your new password, then click the blue "Reset" button.

. Wist be ast 8 cf o1,
* Passwords must have at least ane non letter and non digit character.
» Passwords must have al least one lowercase ('a-'z").
* Passwords must have at least one uppercase ('A'-'Z"),
Reset password
New password TTIYTITYT]
Confirm new password YT

A message will display confirming "Your password has been reset". Click the blue "Sign in" button.

s
M Queensland nment - Contact ws  Sign in

Queensland Fuel Sellers' Portal

Reset password

Complete the sign in process, entering your email address and the password created in the reset
password step, and then click the blue “Sign in”

=) Sign in Redeem invitation

DISCLAIMER
For general information relating to your use of the department’s website, please click here: Disclaimer.

By registering and using the Queensland Fuel Sellers’ Portal you agree and acknowledge that:

[

your use of the Portal is at your own risk and the State does not warrant or guarantee that the Portal will be accessible, available, compatible with your computer system or

software, free from interruption, malware, viruses or other malicious transmissiens;

™~

. you will take reasonable steps to safeguard your computer systems from malicious or damaging content or attack and you will appropriately manage and secure access and use of
your login and password details;

w

. the State accepts no liability for any loss or damage caused or contributed to by your use of the Portal or unauthorised access or misuse to your Portal information due to your
failure to secure your details; and

4. you will notify us immediately if you become aware of any breach of security or confidentiality in relation to your use of the Portal
OBLIGATION TO NOT PROVIDE FALSE OR MISLEADING INFORMATION

By clicking on Sign In you acknowledge that you must not provide information that is false or misleading in any material particular, and that providing false or misleading information may
constitute an offence under section 35Q of the Liguid Fuel Supply Act 1984 (Qld).

linder Section 2c()-
Sign in with your account
* Email
* Password

Forgot your password?
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The security code screen will then appear. A security code will be automatically sent to your
registered email address. Copy this code and enter it into the code field, then click the blue "Verify"
button.

Queensland Government

Queensland Fuel Sellers' Portal

Enter security code

Veri

The "Queensland Fuel Sellers' Portal" home page will display. Use the tab menus at the top of the
page, to access the portal functions.

#  Wysuppom  Fuelseller regitration  Mamage my regisiration information < Repodt my sales volumes - Contactus  jae Ciizen -

Weitome 10 The Quesrsland Fuel Seilers' Foral
This poral Allows Fuel SEHES 10 ManNILe TREI (EGELIIEI 0N InfoimeXion, fuel faCilities, 20 DUSINESS CONLOCTS 4N T600M S01ES vOULMES J5 Per IequiTement under POM GA OF Liguid Fusl Supoly AT 2084,

A user guide for the poetal can be found here or  pau requise furher information on the requinements for Queensiand Fuel Sellecs, plecse click sere.

Navigating the portal

If this is the first time you have logged in to the Fuel Sellers' Portal, you must register/review your
business details. If you redeemed an invitation to access the portal use the "Manage my registration
Information" tab to review and confirm or update the business details already recorded in the Fuel
Sellers' Portal. The information within the portal is based on the information you have previously
provided in relation to your fuel business and facilities.

If your fuel seller business information is not already registered, use the "Fuel seller registration" tab
to register your business details. More information regarding managing your fuel seller information
or fuel seller registration is provided in page 9 of this guide.
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Once you are logged into the portal, use the tabs across the top of the page to access:

e "My support" — where you can obtain information on how to contact the Department of
Energy and Public Works for support in using the Fuel Sellers' Portal.

e "Fuel seller registration" — where you can register a business as a new fuel seller.

e "Manage my registration information" — where you can undertake a range of activities
including:

o managing your fuel seller information;
o managing your fuel facilities;
O managing your business contacts; and

o viewing a record of any requests to expire or remove a fuel seller, fuel facility or
business contact.

e "Report my sales volumes" — where you can:
o report sales volumes per facility;
o report sales volumes for multiple retail facilities;
o report sales volumes for multiple wholesale facilities; and
o submit and view the status of data uploads.

The "Contact us" tab contains information on how to contact the Department of Energy and Public
Works by mail or telephone and provides links to other feedback options.

The last tab, displayed as your registered name, contains links to access your account profile and sign
out of the portal.

#  Mysupport  Fuel sefler rgetration.  Manage my registration iformation -+ Report my sales volumes - Contact = Joe Citiren -

Weitoma 1o 1he Quesnsland Fuel Seliers’ Pamal.
Tnis pomal allows Fuel sellers 10 Mandge thew TegsTration (wFormarin, fuel faclities, ang DUSINESS CONTACTS aNd FEPOM Sales VOlUMes 05 per requersment under Pan A of Liguid Fuel Supaty A 1061,

A user guide for 1he pomal Con be fownd hers of ¥ you require Fuber information on the requiremens for Quesrslind Fuel Selless, pleise cBk here.
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Profile management

The profile page contains additional information about you, including your name, job title, email
and phone number.

When you are logged into the portal, click your profile name in the top right-hand corner of the page,
and select "Profile" from the drop down menu. The fields marked with an asterisk, must be
completed.

#  Mysuppon  Foel selles registration  Manage my registration information - Repost my sales volames -

Queensland Fuel Sellers' Portal

Wekcome T the Queensiond Fusl Seler’ Pamal,
This potal ablows fusel sellers to manage their registrarion information, fuel faciliies, and DuUsiNess CONTACEs and repor Sales valumes 35 Jer requinement under Fam G of Liguir Flel Suode 4cT rpd.

A Lger guice FOr e POl Can De Foung Ivere oOf § yeu fequire FUIThEr INFOrmITion of the requinements for QuesnsLand Fuel Sellers, pledse click e,

Queensland Fuel Sellers' Portal

Home » Profie

Profile
Wakame tc yoar prafilel
H Joe Chizen T Cempke your profie, yau Mus Complets te Nside whers marked wiin an aeisk,
Your information
Prafie i "
...... 0553
First mame Last name *
Jonn Chizen
nange en
o titls * E-mail
DvRctar seitdat qidgov.au
Fhene - Alternarive phane
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You will receive a confirmation email following any changes made to your profile details. Please note
that if you change your registered email address the system will also advise any other portal users
from your business that your email address has been updated.

From: Resources Fuel Seller <ResourcesFuelSeller@resources.qld.gov.au>
Sent: Thursday, 20 May 2021 1:32 PM

To: CITIZEN John|

Subject: Business contact details updated

Please be advised that John Citizen's details have been updated by John Citizen.

Should you have any questions about this matter, please do not hesitate to contact the Department of Energy and Public Works on 13 43 87 or
email biofuels@dnrme.gld.gov.au.

Kind regards
Biofuels team

Fuel Seller Registration — setting up a new fuel seller

It is a requirement under the Liquid Fuel Supply Act 1984 (the Act) for all fuel sellers to register their
business information with the Department of Energy and Public Works, within one month of becoming
a fuel seller. This part of the Fuel Sellers' Portal is the approved form for providing registration
information under section 35M of the Act.

If you have logged into the Fuel Sellers' Portal as a user, but not yet registered your business, you will
need to complete the fuel seller registration process.

If you previously registered your business with the former Department of Energy and Water Supply
or the former Department of Natural Resources, Mines and Energy and redeemed an invitation to
the Fuel Sellers' Portal, your business details will already be recorded. Due to legislative
requirements to notify any changes to your business registration information under section 35N of
the Act, it is recommended that you review any pre-recorded business information and make any
necessary updates. Refer to the section "Manage my fuel seller information" of this user guide for
more information.

To register a fuel seller business, click the "Fuel seller registration" tab at the top of the page.
Click the "Create new" button.

#  Mysupport  Fuel seller registration  Manage my registration information ~  Report my sales volumes -  Contact us  Ryan Smith ~

g
k@? Queensland Government

Queensland Fuel Sellers' Portal

Home »> Approved form No. 3- Giving registration information under sectiofizcM of the Liguid Fuel cudbly Act 1984

Approved form No. 3- Giving registration information under section 35M of the Liquid Fuel
Supply Act 1984

N

n 1 of approved form ne.3 which allows you to register as a fuel seller. This approved form includes the screens which are accessible when you click

D Fuel seller 4 ABN Address line 1 Address line 2 Suburb State Posicode Country

There are no records to display.
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Follow the steps within the "New fuel seller application" to complete your registration and click the "Next"
button.

- My support Funl sellor registration  Manege my regstation information - Report my sales volumes - Contact ws

Queensland Government

Queensland Fuel Sellers’ Portal

¥ Wew tuel sefler apglication

New fuel seller application

¥ou must provide the following information to complets your Bpplcation And the ceclaraticn page must be checked

FRLTSIES ST EE = Fuel facilities 3 Addiiansl business contaces 54 Declaration

Tacontinue your appication, plasss input your detais below. Flos marked with an asterisk must be 2 omgiate d

Fuel seller details

L Physical address
. L Unatie
Tae
MHame * Locate
Lire 3
ABN *
Lire 2
Phone Number *
Subwrh State Postrode
Qe
Country *
Tl Pestal same as physical
Postal address
L s ble
Te
Locam
Line 1
Line 2
Subirh St Postr e
Qe

For some fuel sellers, the business location may be a head office rather than a fuel facility location.
Fuel facility and business details must be recorded separately.

Once complete, click the “Next” button. You will see that your information has been successfully
completed and saved.
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Fuwl selles reg ntration M mage my regntration info mation Report my sales volwmes

k@? Queensland Govemment

Queensland Fuel Sellers’ Portal

Hame + Approved form No. 3 . Mew fuel seller application

New fuel seller application

Wi must provide the fallowing infor marion te compiete your 3 ppiEaTion and the declaration page must b checke d

L Fusl seller datais +* [EERETIRCRI BT 3 Additional business comiacts 4 Dedarstion

Tocontinue you apdkation. Fesse inpet ihe detais of your Fuel facilities below. Fielcs marked with an astersk must be compleind
Fuel facilities

L] Faclity name 4 Bisioess matre Address line 1 Address line 2 Suburb Seate Postcode Coumry

Enter the details for your fuel facility, using the magnifying glass button to select the "Business nature"
(retail or wholesale). Ensure you select all the fuel types offered at the facility, then click "Submit".
[ Create

To create a new fuel facility, please enter the information below. Fields marked with an astensk must be
completed.

Fuel facility means a place from which a fuel seller supplies petrol or diesel sold by the fuel seller.

s Example for a fuel retailer— A service station
« Examples for a fuel wholesaler— A depot, refinery or terminai

Facility details Physical address
b 1 William Street, Bisbane ! Unable
To
Locate
Facility name * Line 1%
Citzen Brisbane 1 William Strest
Effective date * Line 2
20/06/z019 i
B R e Suburb * State Postcode
Retail x Q Brisbane Cily ’ ’
Country *
Australia
Petrol types supplied Biobased petrol Diesel and biobased
O RULP g1 supplied (incl. diesel supplied
1 PULP g5 ethanol) [l Diesel
PULP g8 ] Ewn | Premium diesel
! LAF ] Premium E1o | B2o
(Low Aromatic Fuel, a specialized "] other premium Eio 1 Bg
petrol available in certoin ares ] E8g L] other biobased diesel
to combat petrol sniffing. Further [ other biobased petrol blends
Informacion is avaliable here) blends
Orher hiohased petrol blends defails Drher biohased diesel blends details

If a facility has both retail and wholesale activities occurring at the same site, the Fuel Sellers' Portal

requires you to register this as two separate fuel facilities — one as a wholesale facility and one as
a retail facility.
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To enter additional fuel facilities, click the "Create" button again and repeat the process. When all fuel
facilities have been entered, click the "Next" button.

E ] My support Fued seller registration  Manage my registration wfermation - Report my sales volumes - Contad us  Ryan Smith -
Queensland Govemment

eensland Fuel Sellers' Portal

.+ Hew fuel seller application

New fuel seller application

You mus provide the followirg mfarmation 19 completa your application and the declaration page must be chacked.

To continue your aoplication, pleass ingut the details of your fuel Facilifies below. Fietds markad with an asterisk must De completed

Fuel facilities

1] Faility name 4 Business nature  Address line 3 Address fine 7 Suburb State  Postoode  Country
PRODODII54 Citizen Brisbana Retail 1 Willizm Strest Brisgane WD 4000 Australia [e
Clry

Add any additional business contacts by clicking the "Create" button, complete the details and

click submit.

: #  Mysupport  Fuel seller registration  Mamage my registration ifformation -~ Report my sales volumes - Contact us  Ryan Smith -
Queensland Government

Queensland Fuel Sellers' Portal

Home Approved form No. 3 » New fuel seller application

New fuel seller application

You must provide the following information to complete yoer application and the dedaiation page must be checked

t Fuel seller detalls o 3 Fuel facilities 3 Additicnal business contacs  [EOEIEREELCH

Please enter the details of your business contacts below, You must specify the beval of scoess you would like each contact to have.
Additional business contacts

Access Level — at a minimum, a fuel seller must have one primary contact nominated at all times.

A "Primary" access level allows the user to add additional business contacts. An "Additional" user
cannot add new business contacts. "No access" is only used to temporarily disable user access, for
example, during periods of leave or when an employee is undertaking alternate duties.
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[# Create

Please input the details of your business contacts below. Fields marked with an astensk must be

completed.
Salut ation 1]
First name * Last name *
Job title * Email *
Phone * Alternative phone
Access level *
NO ACCess
Additional
Primary

Where a business contact is no longer associated with the business, a user with "Primary" access
can use the "Manage my business contacts" function to expire or remove the business contact.

Once complete, click the "Next" button. You will see that your information has been successfully
completed and saved.
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To enter more business contacts, click the "Create" button again and repeat the process. When
all business contacts are entered, click the "Next" button.

Ensure you have read the terms and conditions and checked the declaration box.

A = #  Mysuppot  Fuel seller rogisiration  Manage my registration information -~ Report my sales volumes -  Contadt us  Ryan Smith -
Queensland Government

Queensland Fuel Sellers' Portal

Homs 3 Approved form Ho. 5 . » New fuel welles application

New fuel seller application

You must provide the following infarmation te complete your application and the dedaration page must be checked,

To submit your application, you must agree te the dedaration below,
Declaration

By submitting this form you are declaing that the information provided is not false or misleading except to the axent explaingd. IF the information s found to be
false and misleading, except 10 the extent explained, legal action may be taken against you and serious penalties may apply.

Section 350 of the Liguid Fusl Supply At 1984 deals with the provision of false or misleading information and states (1) & parson must not give the chie
sxacutive informetion under this part the person knaws is false ar misleading in & matadal particular. Maximum penalty 180 penalty units.
ot apply 1o infarmation it @ document & the persan, when gring the infarmation (s) tells the chief executive, to the best of the person’s ability, how the
document 15 false or misieading: and (k) f the person has, or can reasonably obtain, the cored information  glves the corrent information to the chief executive.
[ Declaration acepted

Subsection (1) daes

Once complete, click the "Next" button. You will then receive a confirmation screen that your
application has been successfully completed and saved.

] My suppart  Fuel seller registration  Manage my registration information - Report my sales volames Contact us

i@ Queensland Government

Queensland Fuel Sellers' Portal

Home Approved fomi Mo » Application saved
Application saved

Your application has been successfully submitted
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Manage my registration information

You can make changes to your registration information, including fuel seller details, fuel facility details
and business contacts by clicking the "Manage my registration information" tab and selecting the
appropriate option from the drop down menu.

The last option from this drop down menu "View my expiry requests"”, allows you to view all requests
previously submitted to remove, delete or expire a fuel seller, fuel facility or business contact.

#  Mywuppadt  Fuel seller registration  Manage my registration information ~  Repoet my safes volumes - Contact us  Ryan Smith -

e
*@? Queensland Gove

Queensland Fuel Sellers'

e » Manage my registration information
Manage my registration information

From this page you can select one of the options betow to manage your registiration information

Shoudd you require amy assistance, please click an My support’,

Manage my fuel seller Manage my fuel faclities Manage my business View my expiry requests

Information contacts

Manage my fuel seller information

Section 35N of the Liquid Fuel Supply Act 1984 requires a fuel seller to notify any change to the fuel
seller's registration information within one month of the change. Fuel sellers should use this section of
the Portal to comply with this obligation.

Click the "Manage my registration information" tab and select the "Manage my fuel seller
information" option from the drop down menu.

& My support  Fuel selles registiation  Manage my registiation information Repoat my sales volumes « Contat us  Ryan Smith -

? Queensland Government

Manage any registramion iéonmaion

Queensland Fuel Sellers’ Portal
fome » Manage my registration information Manag e ey Fuel sefler informatian
Marags my Tuel fRnies

Marsge my Busin £ 0

Manage my registration information s e

From this page you can select one of the options below to manage your registration information.

Should you require amy assistance, plaase click on ‘My support’,

View my explry requests

Manage my fuel seller Manage my fued facilities

information

This page allows you to view or update your registration information, or notify the Department of
Energy and Public Works that you are no longer a fuel seller.

Using the blue arrow button beside your fuel seller record, you can access three update options:

. view and update your details, including telephone, facsimile, physical or postal address;
° request an entity (fuel seller) name or ABN change; and
° request an expiry or removal of a fuel seller.
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# My mpport  Fuel sellef registration  Manage my registration information - Repomt my sales volumes - Contact us  Ryan Smith -

# Queensland Government

Queensland Fuel Sellers' Portal

Mansge my ragiserat

a. + Manage my fued selier information

Manage my fuel seller information

This page allows you ta view ar update your regiseration nfarmation, or natify the department that yau are na langer a fuel safler, Please choose ane of the options

below.

Ll Entity name 4 ABN Address Status

FSocanaslls Citizen Fuals Pty Ltd o7 75973 1 William Strest Brishane City LD goco Australia  Active )

# My sipport  Fuel seller registration  Manage my registration information -~ Report my sales volismes -

Hame 3 Marage my registratia.. Aanage my fuel seller. 3 Requess fuel seller namafABH change

Request fuel seller namefABN change

To charge your entity name of ABM, please anter new details below. Fislds marked with an asterisk must be completed.

New fuel seller information
Current Entity Name *

CEizen Fuel

Mew Entity Name ©

Hew ABN *

Roason for change

Complete the change details, noting the fields with an asterisk must be completed, and click the blue
"Submit" button.

Note: A name or ABN change will not display in the portal until it has been verified by the department.
Once the change has been verified, you will receive an email confirming the change.

The department will refer to details held in the Australian Business Register as part of confirming the
change. If the updated details do not match the Australian Business Register the change will not be

confirmed.
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To notify the department that you will no longer be a fuel seller, select the "Request expiry" option
from the blue drop down arrow beside your fuel seller record.

Complete the expiry request fields, then click “Submit”.

My support  Fuel selles registration  Manage my registration information ~  Repost my sales volumes Contat o Ryan Smith -

Queensland Govemment

nsland Fuel Sellers’ Portal

Hume Manage my regisiration. » Manage

oy fuel sefler., > Request fuel seller expiey
Request fuel seller expiry

T notify the deparimant that you will no longer be 2 fuel selier, pleass complete the below information, All sales volumes for this fuel seller must be submitted
prioe to the axpiry date. Plaase remember to review 3nd subenit il yer sutstancing repons before you eupire 2 fuel seller.

Yeu ean view sxpired Fusl sellers om the Manags my registeation infomation page by seiecting Expired fusl sellers.

Mate - the requas 1o expire a fuel seller will not deactivate your accout, Should you with To deactieale your account, go o the Manage my business cortacs page
and select Request expiry.

Fuel seller *

Citiren Fusls Pry Ltd

Expiry date *

i3

Expiry reascn

Once submitted, your expiry request can be viewed by clicking the "Manage my registration
information" tab and selecting the "View my expiry requests" option from the drop down menu.

Manage my fuel facilities

If you acquire or sell a fuel facility, or change the fuel types supplied, it is a requirement under section
35N of the Liquid Fuel Supply Act 1984, to update these details within one month of the change.

To manage or remove a fuel facility, click the "Manage my registration information" tab at the top
of the page.

From the drop down menu select the "Manage my fuel facilities" option.

Queensland Government

Queensland Fuel Sellers’ Portal

L My support  Fuel seller registration Manage my registration information Report my sales volumes ~  Confact us John Citizen -

Manage my registration informatio
Welcome [0 the Queensiand Fuel Sellers’ Poral. Manage my registiation informatior

This poral allows fuel sellers (o manJge their registration information, fuel Facilities, and business contacis = b 1ent under Pam 5A of Liguid Fuel Supply Act 1083,

A usef guide for the poral can be found here o IF you require further information on the raquirements for Qu

Manage my business ¢

View my sxpiry request
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Create a new fuel facility
If you are adding a new fuel facility, click the blue "Create New" button.

If a facility has both retail and wholesale activities occurring at the same site, the Fuel Sellers' Portal
requires you to register this as two separate fuel facilities; one as a wholesale facility and one as a
retail facility.

ueensland Government

Queensland Fuel Sellers' Portal

#* My support Fuel seller registration Manage my registration information - Report my sales volumes - Comact us johin Citizen -~

Home Manage my regisiratio... 3 Mannge my fuel facilities

Manage my fuel facilities

Nature of business
L Retail

[ Wholesale

&= Active fuel Facilities « € (=} | Create New

L] Fuel facility 4 Fuel seller Business nature 4 Status

SFFo002673 Citizen Buranda Citizen Fuel Retail Artive [ ]

Complete the details highlighted with an asterisk, also selecting the fuel types sold at the facility. To
complete the fuel seller and business nature fields, click the magnifying glass, choose the correct
response, and click the "Select" button.

Once the required details have been entered, click the blue "Submit" button.

# My suppord Fuel seller regrtration  Manage my reprtration mformation - Report my <ales volumes -  Contart us John Citiren -

Queensland Government

Queensland Fuel Sellers’ Portal

Home Manage my regstiatio_ ¢ Manage my fuel Facili_ + Coeate new fuel Facilty

Create new fuel facility

Ta ereate a new fuel facility, nlease entes the infarmation belaw. Fisids merked with an sstenck must be completed
Fusel Facility means 2 place from which & fuel seller supplies patrol or diesel sald by the fuel seller

= Example for a fuel retailer— A service station

* Examplis for 2 fuel wholessler— A depet, refinery o teminal
Facility details Physical address
] T Unable
To
Loate
Fucl scller * G *
a
Effective date * Line 3
Business nature * Suburb * State * Posicode *
a L
Facility name * Country *
Aus
Petrol types supplied Biobased petrol supplied lincluding  Diesel and biobased diesel supplied
RULP g1 athanal) Diesel
1 PULP 95 L B0 Premium diesel
1 PULE 98 Premium F1a L
LAF Dther premium F10 a5
{Low Aromatic Fuel, 3 specialized petrel availazle in jul - T Othver biobased diesel blends
cer a6 1o Wing. Fuither Dther biobased petrol blends
irfarmation & avail ]
Other biobased petrol blends details Dthes biobased diesel blends details
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Updating fuel facility details, fuel grades and expiring a facility
By clicking the blue arrow beside the fuel facility record, you can:

e view and update fuel facility details including name and fuel types supplied;

e update and request an address change;

e  orrequest to expire a fuel facility (that is perhaps no longer in operation or is no longer
owned by your business).

uisknsland Covetment ®  Mysuppord  Fuel seller regisiration  Manage my regisiration information « Report my sales volumes «  Contact us john Clizen -«
Lovemnment

A
Queensland Fuel Sellers' Portal

Home Manage my registratio... > Manage my fuel facilities

Manage my fuel facilities

To create an additional Facility, or update or expire a fued facilzy, plecse chacse one of the options beiow

Mature of business
1 Regail

1 Wholesale

SFFoooz6rs

SFRo00267Y

SFFO002675 Caizen Hawthome CRzen Fuel Retall Artive Heculiel iy

SFFoD02676 Citizen Hawthmme Whalesale CRtizen Fue Wholesale Active =]

For example, to expire (remove) a fuel facility (site), click "Request expiry" from the drop down menu.

In the Fuel Sellers' Portal you can remove or expire a fuel facility that you no longer own or is no
longer operational. When submitting a request to expire a fuel facility you can only select today's
date or a future date. If the facility was sold or not operational prior to the day you are submitting
the expiry request, then please enter the actual expiry date in the Expiry reasons field and EPW will

update your record correctly.

Before expiring a fuel facility, please ensure you have submitted all outstanding fuel sales reports for
the facility. If the option to report those volumes is not available within the Fuel Sellers' Portal, please

contact biofuels@epw.qld.gov.au for assistance.

Complete the details as required. All fields with an asterisk must be completed. Once you have
completed the information, click the blue "Submit" button.

Fusl siler PpRiTESGS  Manons oY MeRTOn ifomaion - Gepon my e eskame - (oMot ohnCnwes -

Ll
W Queensland o

Please note that the status of the expired fuel facility will not be updated until it is verified by the
Department of Energy and Public Works. Once the change has been verified, you will receive an
email from the department to confirm the expiry.
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Manage my business contacts

Section 35N of the Liquid Fuel Supply Act 1984 requires a fuel seller to notify any change to the fuel

seller's registration information, including business contacts, within one month of the change.

To manage business contacts, click the "Manage my registration information" tab at the top of the
page. From the drop down menu select "Manage my business contacts".

Queensland Government

Queensland Fuel Sellers’ Portal

£ My support  Fuel seller registration ~ Manage my registration information - Repom my sales volumes = Comtact us fohn Citizen =

- Manage my registration infarmation
Welcome to the Quaensiond Fuel Sellers’ Pomal.

Manage my fuel selier information

This peral allows Fuel s@ilers 1o manage theit reg siration infonwation, fuel Faciities, and Dusiness contacts al VR UNdar P A of Liguid Fuel Supoly AT 198,
Manage
A user guide for the poral can be found here or if you require furter information on the requirements for Q.

Create new business contact

To add a new business contact to your fuel seller details, click the blue "Create New" button.

#  Mysupport  Fuel seller registration  Manage my registration information - Repoit my sales volumes «  Contact us

k&;{ Queensland Government
Queensland Fuel Sellers' Portal

* Manage my business contacts

Manage my business contacts

Access level
Mo Access
Additianal
I Primary
o |
o Fuull name 4 Email Pliane Fued seller ol title Arcess level
Cooooonss [ohn Chizen ahn citizen@daf.qidgav.au 12 34 56 Cirizen Fuel Directar Erimary [=

Enter the information for your new business contact, noting that all fields with an asterisk must be
completed.

Access level - at a minimum, a fuel seller must have one primary contact nominated at all times.
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The "Primary" access level allows the user to add additional business contacts. An "Additional" user
cannot add new business contacts.

The "No access" option should only be used to temporarily disable user access, for example, during
periods of leave or when an employee is undertaking alternate duties. Where a business contact is no
longer associated with the business, use the "Manage my business contacts" function to expire or
remove the business contact (rather than changing their access level to "no access").

Once complete, click the blue "Submit" button.

a fond My cupport  Fuel cefler regisiration  Manoge my regEIration information ~  Repodl my siles volumes <« Costact ss joha Cilizen
M yueensian =mment

Queensland Fuel Sellers' Portal

Home o Manage my egisiatio., » Manage my business co., » Credre fuel sefler business Conia

Create fuel seller business contact

Tocreate a new business contact, please emer the information below, Frelds marked with an astesisk must be completed.
Salutation 0
First name * Last name *
Jabs vithe *
o g
Phone * Altermative phome
ACCESS level ~ Fuel seller *
Addeianal x|a

Click “Close” to exit.
Update or expire a business contact

Where a business contact is no longer associated with the business, use the "Manage my business
contacts" function to expire or remove the business contact.

To update the details of a business contact, click "View and update details" and update the relevant
fields. Once all updates are completed, click the blue "Submit" button.

g ~ L] My support Fuel solier registration Manage my registration information - Report my sales volumes - Contact us lotn Citzen -
Vil Queensland Govemment

Queensland Fuel Sellers’ Portal
! feanage my regitrTio., » Manage sy business contais

Manage my business contacts

To Credte, LpdXe of remowe your business contact(s), please choose one of the options below.

Access level
o Accwn
O Adcrionat
O Primary
- E=E3

(] Fall name 4 Email Phane Fued sotler o title fax s lovel
C000000603 - Carn Chizen Carnz34 5 BT izen.com.a 12 34 &7 CRigen Fuel ACOuNts Momager  Additional )
CoooooossE  Jahn Citaen n.;azen@dat.gldzov.au 12 34 56 Crman Fusl Chrector Poimary -]
Ceacsangel - Oskar Dannsily S5E45AG44EEBANME A GOV 50 13 34 56 Cieren Fusl Manager Primary

To remove a business contact, click "Request expiry" and complete the details. Once complete, click
"Submit".

Note: There must always be a primary business contact listed for the fuel seller. A request to expire
a primary contact will only occur if an alternate primary contact has already been provided.
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View my expiry requests

This page allows you to view all requests that have been made to remove, delete or expire a
fuel seller, fuel facility or business contact.

To view your removal or expiry requests, click the "Manage my registration information" tab at
the top of the page. From the drop down menu select "View my expiry requests".

Queensland Go

Queensland Fuel Sellers’ Portal

L. My support Fuel seller registration Manage my registration information Report my sales volumes Contact us Jobn CRizen -

. . Manage my registration information
Weicome 10 the Queensiand Fuei Sellers' Poral.

This potal allows fusl sellers to manage their registration information, fusl Fcilities, and business contacts o Manage my fusl sellevinfarmation  sune i gar Part A oF Liguia Fue! Supply Act 19084,

A user guide for the portcl can be found herz or if you require further information on the requirements for Qu

Select the appropriate option from the drop down menu to view:

o fuel seller expiry requests;
o fuel facility expiry requests; or
e business contact expiry requests.

L My suppot Fuel seller registration Manage mry registration information Report my sales volumes - Comtact us Jabm Citiren -

. b View my Expity fequests

View my expiry requests
This page allows you 1o view &ll your requests to exgire 1 fusl seller, fusl facilities of Business contacts,
1 BUSIRESS CONLACTS BAMTY IEQUESTS

fuel sefler expiny requests
|ated By Sratws Request

Funl facilities s
Seller Erpiry Mate Description Submistod By Reason Decision Created On

utsts

¢ equests
PRODOOIZ4?  Cada Citizen Chizen Fuel no longer acount manager fJahn Citizen Submitec 1Biok2019
45 AM

Report my sales volumes

This part of the Fuel Sellers' Portal is the approved form for the purpose of submitting quarterly
reports under section 35E and annual reports under section 35P of the Liquid Fuel Supply Act 1984.

Fuel retailers and wholesalers that are required to meet the biofuel mandate need to report sales
volumes on a quarterly basis, within one month of the end of each quarter.

e All wholesalers must complete quarterly reports

e All retailers over the threshold must complete quarterly reports. This threshold applies if they
own or operate 10 or more sites OR sell more than 500 000 litres of all grades of petrol at any
site in a calendar quarter.

Fuel sellers who have applied for or have been granted an exemption from the biofuel mandate must
still provide quarterly and annual reports.
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All fuel retailers and fuel wholesalers in Queensland must submit an annual report at the end of each
financial year, even if they are not required to meet the biofuel mandate and regardless of the
threshold. If you have already submitted quarterly reports, you do not need to submit the same data

again in the annual report.

The mandatory annual report details the total sales volumes of all fuels sold in each calendar quarter
of the last financial year. This information is used to help determine whether fuel sellers are complying
with the mandate.

To submit a report, click on the "Report my sales volumes" tab on the home page.

#  Mysupport  Fuel seller registration  Manage my registration information - Report my sales volumes Comtactus  johm CRtizen

k‘ig? Queensland Govenment

Queensland Fuel Sellers' Portal

Welcome 20 the Queensland Fuel Sellers' Fostal,

This poral sllows fuel selles to monage thelr registrotion informerion, fuel faclieles, and business contacts and repon sales volumes as per Tequitement under Part 54 of £iqn
Submit and view dats wploads

A user guide far the pomal can be found here of i yoo requite further isfarmation on the requitements for Queensiand Fusl Sellem, plesse click here.

From this page you can select one of the options listed to submit your sales volumes:

e report per facility;

e report multiple retail facilities;

e report multiple wholesale facilities; and
e submit and view data uploads

Report per facility
This option can be used to manually enter sales volumes per facility per calendar quarter.

If a facility has both retail and wholesale activities occurring at the same site, the Fuel Sellers' Portal
requires you to register and report against this as two separate fuel facilities — one as a wholesale
facility and one as a retail facility.

Under the retail facility, you must enter all petrol sales volumes for that facility. You also have the option
to report your diesel sales volumes for this reporting period or in the annual return.

Under the wholesale facility, you must enter all sales volumes to a retailer or bulk user for that facility.
You also have the option to report your sales volumes to other wholesalers for this reporting period or
in the annual return.

If you have no sales of a particular fuel grade, you must enter a zero for that particular fuel grade. From
the drop down menu select the "Report per facility" option.
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#  Mysuppon  Fuel seller registration. Manage my registration information Zeport my sa Comtaci us  John Ciizen

k&ﬁfdueenslandu

Repar my sales volumes

Queensland Fuel Sellers’ Portal

Wek ome to the Queensianc Fuel Seliers’ Poral

2 & Fepar multiple wholesale facilities
This portal allows fuel sellers 1o manage their registration information, fuel facilities, and business contacts and report sales volumes as per requirement under Part 54 of Ligu »

Submit and view dats sploads

A user guide For The posal can be Found here o0 iF you requirs Fumher infermation on the requirements far Queersiand Fuel Selless, please click

Select the correct nature of business option — retail or wholesale, financial year and reporting period.

Select "Report retail volumes" from the drop down arrow option beside the retail facility you wish to
report.

L] My Suppom Fuel selies pegtration Manage my regisiration informaion - Repon my sale oo Jain Citizen -
Queensland

Queensland Fuel Sellers' Portal

Home »  Approved form No. 1—.. > Report per facilmy

Report per facility

Tao repast your saies volumes, select ‘Report additional retail [ wholesale volumes' from the drop down option against each facility,
FOUCAN URE ERE SRAMCA O filer oprions palcw 1o (ocate 3 Facilicy for 3 Specific financial year of reposting period.

IF you cquine or sell 4 fuel Fcility, you mUsT Lpdare your reginaicn infamation within te monath of e eENange. Piease e awaIre Ths May Nave In iMPJET on The
frequency For which you are required to report. For Further Information, please ClEk here,

Moee: If you cannat locate 3 faciiiy, please setect ‘Manage my fuel faciitles® from the Manage my registrothon infarmation menu 1o add the facility royour business,
Hing

BAPORTANT — HAVE YOU SUBMITTED ALL REPORTS?

Him: If oy reports appeor im the table befow, you have not complered all reporing requiements

For recailers - the “Samus™ calumn will Tell you:

1. IFthe guamer's peteol dara is due now [and must be submered by the close of the quamers feporting period), and
2. IFthe quamer's diesed dora is ye 10 be submitted. Note, rerafier diesel oota for the quarter may be submitted eiher now or by the end of july 201G

Far wholesalers - the “Statws column will el you:

1. IFTive quamer's diesel 0302 I8 Jue NOW (NG MUED DN SUDMSTED DY The Ciobe OF The QUITTErs Meporting pericd). and
2. IF the guaiter's sales fo wholesalers 2nd peteol data is yet to be submitted. Mote, It may be submitted sither now o by the end of July 2015

Nature of business  Fuel facility Financial year Repaorting period
O Recail T T T
[ Wholesaie

| Aopt fm |

a
(LR Repoiting petod  Fuel sells Fuel Facility Business nalure Report Status
ORoseaize; avae 1 lan- 3 Citizen Fuel Citizen Cocpers Plains Ratail Patrol Oi. Diesel due by 32 uly
3]
ORopozizoy 2020 (1 Jan - 31 Citizen Fugd Citizen Coorparoa Retail Petrol due now. Diesel due by 31 july
L Repor refall valumes
ORooozizoB o8 (1 0t - 1 Citizen Fuel Citizen Coorparon Retait Petrol dug now. Diesel due by 31 july | %ot repoming s period
Dec)
ORooozizon  zozo (1 lan - 31 Citizen Fuel Citizen Eight Mile Plains. Retail Petrol due now. Diesel due by 31 luly e |
Mar]
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Enter all relevant fuel grade volumes sold for the reporting period.

If you have no sales of a particular fuel grade, you must enter a zero for that particular fuel grade. If you
don’t complete all mandatory fields, you will not be able to submit your report.

#  Mysuppom  Fuel seller regisiration  Manage my regisiragion information - Repom my sales volumes - Comar s john Ciiizen -

Queensland Government

Queensland Fuel Sellers' Portal

farm No. 1 Repart per facility » Data reponting retail volumes

Data reporting retail volumes

Pleae enter the volume of fuel soid in 1his reparting perod

i Repoi St
Fuel seller * Repoming periad *

Citizen Fuel 2o 1 Oct - 31 D
Fuel Facility * Business nature *

Citizen Hewthome Pt

Petrol sold (litres) Sichased petrol including ethanol (litres)

Regular unleaded * Ewo*
Premium unleaded” (.9. 95, 991 * Premium Eio (3. PULP 95 + added athanol) *
Low armmatic fuel * Edg *

(Low Aromatic Fued, a specialised petrol avallable in cemain areas o
combat petrol snifing. Funher informanion is avallable nersl Other Petrod Not Already Captured® ™

Other petrol nat captured™ (LPG, Adblue, €1 & not petrod a5 defimed in
the Liquld Fuel Supply Act 198g"

If you are a fuel retailer, you may also choose to report your diesel sales for this period, or you can provide
the diesel sales data at the end of the financial year. While retailers are not legislatively required to report
diesel sales quarterly, the portal provides a fuel seller with the opportunity to provide that information if
you wish to do so. If you do not want to voluntarily provide this information on a quarterly basis, you will
be required to report quarterly diesel sales when submitting the annual reporting period in July.

Select “Report now” or “Report later” (annual report in July). If you chose to report now, complete
the diesel volume for this reporting period. If you choose to provide this information now, you will not
need to resubmit this information in your end of financial year (annual) fuel sellers' report.

Petrol sold (litres) Biobased petrol including ethanol (litres)
Regular unbeaded * Ewa ®
Fremium unbeaded” (e.g. 95, 98 * Premium Exo (eg. PULF g5 + added ethanol) *
Low aromati fuel * FS} -

L i Fuel, 3 specislised petral avdilable in cestain areas 19
combat petrol snifing. Further infermation i awailable he Duhes Petnal Mol Alresdy Capluied® *

Othar patrol not Captured” (LPG, AADIUE, 090 1 ROt pECrod 35 definad In
tFe Liguid Fuel Sopply Aot 1584~

t . P i SR
Diesel and biobased diesel sold (litres)
Tagal diesel *
Piease s@ect Repar now of Report Laber (annal report in joky) below B meport your dissel sals. ¥ you don't submit 1his guamers disdel volumes now, you
will have to swbmit this quarters diesel volumes at the end of the financial year

If you sefect “Report mow’, you will be prompded 1o repot the volume of diesel fusl sold for this reporting persod. ©
® Repor Now
Eeport later [annual report in jeiy)
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Complete the “Sustainability compliance declaration” section. If you are unsure about the sustainability
criteria, click on the blue "this" for further information.

Sustainability compliance declaration
You must specify whether the biobased fuel sold meers the sustainability criteria. For maore information on the sustainability criteria, please visit this page on
Business Queensland.
Wote: Only those volumes of Blobased Fuel Sold thal meet The sustainability criteria will be inCluged in detenmining whether a fuel seller has sold at ledst the
minimum amount of sustainable biobased fuel in each calendar quarter.

Please answer:

Yes - i your bio based petrol i sustainabie,

Mo - if your bio based petrol is not sustainable,

Nene sold - if no bio based petrol Is sold.

Does all biobased petrol sold comply with the sustainability criteria? You must be able to provide evidence if required. *

Yes
2 Np
J None seld

I biobased petrel sold is not sustainable, please provide a reason (noting this is optional)

! | have reviewed my reported fuel volumes and they are corect. *
1 understand that it is an offence to wly give false or "L in this repart, *

Check the two boxes indicating you have reviewed all reported volumes and that you understand it is an

offence to knowingly give false or misleading information. Once all fields are complete click the blue
"Submit" button.

Once submitted, the Report per facility page will display. If you click to change the view from "Awaiting
Submissions" to view "All Submissions" from the drop down menu, your report status will display.

Report
(LY Beporting period Fuel seller Fuel Facility Business nature Status

QRoooz0630 2018 (1 Oct - 31 Dec) Citizen Fuel Citizen Buranda Wholecale Wholesale Raport 'q
Submitted

QRoooz0625 2018 (1 Oct - 31 Dec}  Citizen Fuel Citizen Hawthome Retail Ezport -]
Submitted

ORooozo630 208 (1 Oct - 31 Dec)  Citizen Fusl Citizen Hanthome Wholesale  Whalesale Diesel sales )
1o retailers
due now
Sales to
wholeszlers
and petrol
sales due by
3t july

QRooozobs5 zoiB (1 Oct - 31 Dec)  Citizen Fuel Citizen Buranda Retai Report o
Submitted

QRoooz1072 2020 (1 Jan - 31 Mar) Citizen Fuel Citizen Buranda Retail Report [ o |
Submitted

QRoooz1125 zo0z0 (1 Jan - ;1 Mar) Citizen Fuel Citzen Hawthome Retail Report lo|
Submitted

QRooo21205 2020 (1 Jan - 31 Mar) Citizen Fuel Citizen Coopers Plains Retail Petrol Ok. [ o
Diesel due
by 3 July

QRoooziz06 2018 (1 Oct - 31 Dec) Citizen Fuel Citzen Coopers Plains Retail Report [@ |
Submitted

QRoooz1207 2020 (1 Jan - 31 Mar) Citizen Fuel Citzen Coorparog Retail Patrol due -]
now. Diesel
due by 31
July

QRooco31208 2018 (1 Oct - 31 Dec) Citzen Fusl Citizen Coorparso Retail Patrol due Q.
now. Diesel
due by 31
July

The “Report Status” column lets you know which sales volumes need to be submitted and when.
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In a successful quarterly report for retailers, the “Report Status” will display “Petrol Ok. Diesel due by
31 July”. Where a quarterly report is yet to be submitted the “Report Status” will display “Petrol due
now. Diesel due by 31 July”. Where a complete report has been submitted (both petrol and diesel
volumes) the “Report Status” will display “Report Submitted”.

When reporting per retail facility, if you do not enter total diesel volumes sold in the calendar quarter,
you will need to submit this data by 31 July each year, on a quarterly basis for the preceding financial
year.

In a successful quarterly report for wholesalers, the “Report Status” will display “Diesel sales to retailers
ok. Sales to wholesalers and petrol sales due by 31 July”. Where a quarterly report is yet to be submitted
the “Report Status” will display “Diesel sales to retailers due now. Sales to wholesalers and petrol sales
due by 31 July”. Where a complete report has been submitted (both petrol and diesel volumes) the
“Report Status” will display “Report Submitted”.

As a security measure, you are only able to see the report status. You are unable to view the volumes
submitted. If you realise you have made an error after the status has changed, please contact
biofuels@epw.gld.gov.au for assistance.

Report multiple retail facilities

To report sales volumes for multiple retail facilities using a bulk upload function, click the "Report my sales
volumes" tab at the top of the page. If your business also has wholesale facilities, these will need to be
reported separately.

From the drop down menu select "Report multiple retail facilities".

L Wy SUDpOIT Fuel seller registration  Manage my registration informarion - Eepart my sales volumes - Contact us lahn Citezen

K Queensland Government

Queensland Fuel Sellers' Portal

Wekome 1o the Queensland Fusl Sellers’ Pomal.

This poral allows fuel sellers ta manage thelr registration information, fuel facilities, and business comacts and report sales volumes o5 per requirement under Pam 5A of Ligat

A user guide far the poral can be found hese or if wou require fumher information an ihe requiements for Queensland Fuel Sellers, please click ers,

Click "Download retail template". This template will allow you to enter sales volumes for multiple facilities
for the reporting period.

When prompted, select "open" in the download pop-up box. The MS Excel file will open.

Note: Do NOT edit the column headings, or pre-populated cells, or your submission will not be processed.
You may expand the column width so that you can easily read each heading.

Enter your fuel sales against the grades sold for each fuel facility listed, using whole litres only (i.e. no
decimal places). If your facility does not sell a particular fuel grade enter zero (0) in the cell for that fuel
grade.
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Note: if you are a retailer and utilising the spreadsheet to report, you will also be required to provide
your diesel sales for the quarter. If you do not wish to provide your diesel sales for the quarter, you will
need to use the 'per facility' option in the portal to provide your quarterly petrol sales volumes. You will
then be required to provide the diesel sales volumes for each quarter during the annual reporting
period.

A My support Fuel seller registration Manage my registration information - Eoport my sales volumes -  Contactus  john Citizen

il )
MQueensland Govemnment

Queensland Fuel Sellers' Portal

Home + Approved form Mo =.. > Report multiple retail Facilities

Report multiple retall facilities

Ta rapart your sales wolumes for
multiple retail Faci

riple retail facilitles, plaase elick the 'Download reail templase’. This template will allow you to enter sales velumes against
ng periods

The templete allows for the reporiing of diesel volumes. Fuel retailers are required to report their dissel es annuzlly, however vou may wish to consider the

option of reparting dissel volumes thoughout the year in your quartesly submisiors. This will reduce tF

e imvolved in submiting these volumes ans

¥ou zan use the seaxch or filter options below 1o locate a Facility For a specific financial year ar reporting

If you 2o tion within one month of the change Please be aware this may have sn impact on the

+ YO Mt
reguency for whic e required to report. For further

of locate a facility, please sabect "Manage my fuel facilities” fram the Mansge my regotration info

Mote: menu to add the faciley to vour Business.

in the Dow retml femplate, anly enler “Yes', *No' or "Mone sald” in column *Does sll biohased camply with sust sinabiity « rdena’ You

must be able te provide evidence ¥ required

Fuel facility Finandal year Reporting period
T - T T
Prowmiinm Lo
10 (Seller unieaded®  Aromatic
I (Fuel Fuel Fuel Business  Regulan g o5, Dihzadion
0 Seller) seller  Facility) Fuel Facility 4 Reporting period 4 wature  Usleaded o8] Fuel [

Be sure to answer the sustainability question in column "0". You must answer as either “Yes”, “No” or
"None sold" and include an explanation in column "P" if you have entered "No".

Failure to use the required wording will result in a failed submission. Evidence of compliance in

relation to your declaration that your biobased petrol meets the sustainability criteria may also be
required by the department upon request.

Once the data has been entered save this document to your local hard drive.

Return to the Fuel Sellers' Portal, click the "Report my sales volumes" tab and select "Report multiple
retail facilities" from the drop down menu.
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Click the blue "Upload reporting data" button.

W  Mysuppoid  Fuelseller egstration  Manage my regstration nformation - Report my sales volumes Cantact us

Queensland Fuel Sellers' Portal

dfarm Ha. 1 - » Report multiple retasl faciities

Report multiple retail facilitles

To repor your sales volumes for multinle retail faciities, please chek the ‘Download retail template’. This template will allow vou to enter sales volumes against
maltiple retail Facilities for pending reporting perigds

The template allo

far the reporting of dissel volumes. Fuel ietailers a

squired 1o repod their diesel volumes annually, however you may weh to comsider the
aption of repanting diessl valumes thraughout the vear in your cuaterly submissions. This will redues the fime invalved in submitting these volumes annually.

¥ou can ue the seamh o filter options bebow to locste  facility for @ speciic financial vear or reporting perind

W you acgquare of sell 3 fuel facility, v

must update yous registration infarmation withis one menth of the change. Please be aware this may have an empact on the
ney for which you are required to report. For further information, pless.

Free

ik R

Mote: ¥ you cannat locate a Facility. please select ‘Manage my fuel facili n the Manage my registration information menu to add the facdity to your business

in the Gownload r lste, please only enter 'Yeu', ‘Mo’ of ‘Nane sold’ in column "Does sl

bicbased petrol sold comply with sustainsbility criteris? You
mist be able to pi

Fuel facility Financial year Reporting period
4 Y T
Premium Low
10 seller uleaded®  Aromatk
D [Fuel Fuel Fuel Bsimes Meguler  [eg g5, Unieaded
] Seller) seller Facility) Fued ity 4 Reporting pefing 1 nature  Unleaded  98) Furel Fin

The "Report data upload" screen will display. Enter a name for your file submission. Using the
magnifying glass, select your business nature — retail or wholesale, click browse to locate your saved
MS Excel file and click the blue submit button.

L n Fuel selier registration  Manage my regstration information = Report my sales volumes -+ Contact ws  John Citizen =
M Queensland Government

Queensland Fuel Sellers' Portal

Home +  Agpgraved Fem N Subimit ad view data 5 Report Data Upload

Business nature *

11 hawe veviewed my reported fuel volumes and
they are conect *

[ 1 understand that it & an offence to knowingly
give false o misleading information in this
repart. ¢

Uplaad file *
Brawse..

Your submission is now lodged and the status will display as "New upload" on your "Submit and view
data uploads" page.

Click your browser’s refresh button and check the status column has changed from "New upload" to
"Processed successfully”. If the status does not change or says "Processing", try again.

If you receive a status other than "Processed successfully" use the arrow drop down to select "View
upload details", noting the processing errors identified. Access the excel file saved on your hard drive,
rectify the error and upload the full spreadsheet to resubmit the entire report again. You must
resubmit the whole report, not just the fields in which there were errors, to prevent further
problems with processing.
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Report multiple wholesale facilities

To report sales volumes for multiple wholesale facilities, click the "Report my sales volumes" tab at
the top of the page.

If your business also has retail facilities, these will need to be reported separately.
From the drop down menu select the "Report multiple wholesale facilities" option.

#  Mysuppont  Fuel seller regstration.  Manage my registration information ~ Report my sabes volumes -+ Comactus  jobn Citizen

Repart my sales volumes

fepart per facility
Welcame to the Queensland Fuel Sellers' Posal,

This portal aliews fuel sellers to manag e their registration information, fuel facilities, and besiness contacts and report sales volumes. 25 per requirement under Part 54 of Liqu|

A user guide for the poral can be found here or F you require furthes b ian on the regui fou Fuiel Seliers, please click here.

Click "Download wholesale template". This template will allow you to enter sales volumes for multiple
wholesale facilities for the reporting period.

M Queensland Govemnment

Queensland Fuel Sellers' Portal

#  Mysupport  Fuel seller registration  Manage my registration ifformation - Report my sales volumes ~  Contact ws  john Citzen -

Home +  Approved form Mo, 1 -, Report multiple wholesale Facilities

Report multiple wholesale facilities

To report your sales volumes for multiple facilities, plesse cBck the ‘Download wholesale template”. This template will allow you to enter sales volumes against
muliple Facilities for pending reparting periods.

The template allows for the reporting of wholesaler to wholesaler volumes, petrol and petrol-biobased petrol blends. Fuel wholesalers are required to report their
wholesalar ta wholesaler velames and sl petrol blends annually, hawever you may wish to consider the option of reporting wholesaler to whabesaler aad all patrol
blends thraughaut the year in yaur quarterly submissisne when submitting your diessl and diesel blend volumes. This will reduce the time inveked in submitting
these volumes annuaily.

Wou can use the seanch or filter options below to locate a facilty for a specic financial year or reporting peniad

If you acquire or self a fuel facility, you must update your registration information within one month of the change. Please be sware this may have an impact on the
frequency for which yau are required te repart. For fursther informatian, pleass elick here.

Mote: If yau eanrot locste a facilty, plesee select ‘Marage my fuel facilities” fram the Manage my registration infarmation menu te add the facility ta your businsss

In the Download wholssals template, plesse only enter “Yes |, ‘Mo’ or ‘Mone sold m colur Do all bichased petrol soid comply with sus abilty creria’ You
must be able to provide evidence & reguired’ and ‘Does 2l bigbased diesel sold comoly with the sustainabdity critena® You must be able to pravide evidesce #
required.
Fuel facility Financial year Reporting period
T T v ¥
Appty fite
Premium  Low
0 (Seller unleaded  Aromati

1D (Fuel Fuel Fuel Business  Regulas teg- 95,  Unleaded
1] Seller) seller Facility) Fused Facility 4 Reportmg penod 4 nature Unlesded  98) Fuel E
QRescz0630  FSooooo4s? Citizem SFroop2676  Citizen Hawthome 28 1 Dt - 3 Dec) Whaolesale

Fuel Whalesale

When prompted, select "Open" in the download pop-up box. The excel file will open.
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Note: Do NOT edit the column headings, or pre-populated cells, or your submission will not be
processed. You may expand the column width so that you can easily read each heading.

Enter your fuel sales against the grades sold for each fuel facility listed. Please note, you must enter all
sales volumes to retail/bulk users and then, in separate columns on the right-hand side of the
spreadsheet, enter sales volumes to other wholesalers. If your facility does not sell a particular fuel
grade enter zero in the cell for that fuel grade.

The bio-based diesel element is the volume in litres of unblended biobased diesel that was blended
into mineral diesel and sold.

Be sure to answer the sustainability questions in columns "0" and "AB". You must answer as either
"Yes", “No” or "None sold" and include an explanation in column “P” if you have entered "No". Failure
to use the required wording will result in a failed submission. Evidence of compliance in relation to
your declaration that your biobased petrol meets the sustainability criteria may also be required by the
department on request.

Once the data has been entered and all cells are complete, save this document to your local hard drive.
Return to the Fuel Sellers' Portal and click the "Upload reporting data".

The “Report data upload” screen will open. Enter a name for your file submission. Using the magnifying
glass select your business nature — retail or wholesale. Click browse and locate your saved excel file and
then click the blue submit button.

Queensland Government

Queensland Fuel Sellers' Portal

- My suppost Fuel selles registration Manage my regstration infosmation - Report my sales volumes - Contact us john Citizen ~

s Report Data Upload

Report Data Upload

Name *

Business nature *

[a]

[.] 1 have reviewed my reported fuel volumes and
they are comect. *

[ 1 understand that it is an offence to knowingly

give false or misleading information in this
report. *

uplaad file *

Browse..

[ subne | [JERRY
| I

Your submission is now lodged and the status will show as “New upload” on the “Submit and view data
uploads” page.

Click your browser’s refresh button and check the status column has changed from "New upload" to
"Processed successfully”. If the status does not change or says "Processing" try again.

If you receive a status other than "Processed successfully" use the arrow drop down and select "View
upload details", noting the processing errors identified. Access the excel file saved on your hard drive,
rectify the error and re-upload the total file again.
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My support

For support with using the Queensland Fuel Sellers' Portal click the "My Support" tab. This tab allows you
to log and manage requests with the Department of Energy and Public Works and provides departmental
contact details for urgent enquiries.

To contact the Department of Energy and Public Works, click the blue “Open a new case” button.
Give your case a name or subject heading for example, “Trouble submitting report”.

Your fuel seller and contact details are pre-populated from your fuel seller registration. Identify your case
type from the drop down options — “Question, problem or other”.

Provide a brief description of the problem, issue or enquiry.

Attach any supporting documents that may assist the department with your enquiry. Once completed,
click the blue “Submit” button.

If the matter is urgent, contact the Department of Energy and Public Works by telephone or email as
indicated on the "My support" page. Clicking on the email hyperlink on this page will open a new email
pre-populated with the department's email address.

Complete and send your enquiry and a departmental representative will respond.
Contact us

Should you need to contact the Department of Energy and Public Works, click on the "Contact
us" tab on the top right of the home page.

This takes you to the department's website, where you will find full contact details and other feedback
options.
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