	Slide 1 – Welcome to the Duties Online eLearning Module!
	
	This eLearning module allows Duties Online (DOL) users access to information about this new payment and lodgement system. 

It also provides a series of 12 multiple choice refresher questions to reinforce some important points. 

Enjoy!

	Slide 2 - Introduction
	
	Duties Online (DOL) has provided significant benefits to customers who have converted to this online service. In particular, DOL does away with the need to attend the SRO to lodge and pay on the most common types of property transfers and declarations of trust. Other benefits include:
not having to queue at the SRO in order to transact 
no need to post documents to the SRO and wait for an assessment of duty
more flexible payment options – EFT, BPay and cheque
electronic verification of duty payment for easy registration at Land Victoria
improved efficiency and control for users in meeting settlement times
greater convenience for customers in remote locations
maintaining control of your documents
extensive system reporting capabilities

	Slide 3 – What is Duties Online?
	
	DOL is an internet-based system which allows registered users to submit details of the most common types of property transfers and declarations of trust for assessment from the convenience of their office. 

Land transfers will no longer have a stamp; instead, once a transaction has been finalised, DOL will instantly transmit confirmation of the duty assessment to the Registrar of Titles. For declarations of trust, users can print a certificate of duty directly from DOL as evidence of the duty payment.

	Slide 4 – The roles within Duties Online
	
	DOL has three different user profiles – lodger, approver and administrator. This function was built into the system to cater for all users and their level of experience. Users can be assigned to one role type, or alternatively users may have access to all profiles as nominated by the registered organisation.

The lodger can only enter in all of the data regarding the transaction.

The approver can only finalise the transaction, by committing to pay. The approver is also responsible for initiating the payment outside of the system by EFT, Bpay or cheque.

The administrator can amend the user's access, reset passwords, add a new user and amend the organisation's contact details.

	Slide 5 – Helpful resources
	
	For further information please refer to the Duties Online User Guide, FAQs and/or the Customer Education Video Library. 

These can all be accessed from the SRO website.


	Slide 6 – How to register?
	
	Simply complete and print the online application, and with the originally signed terms and conditions, mail these documents to Duties Online, GPO Box 1641 Melbourne VIC 3001. 

A link to the terms and conditions can be accessed via the SRO website.


	Slide 7 – Refresher question #1
	
	What types of transactions can be processed on Duties Online?

Transfers of land only
Declarations of trust only
Most common transfers of land and declarations of trust

Answer: c


	Slide 8 – Refresher question #2
	
	How do I apply to become a user of Duties Online?

I don't need to apply. I can simply login with my email address and subsequent password,
By completing an online application and mailing a hardcopy of the signed terms and conditions to the SRO
By filling out an online application.

Answer: b

	Slide 9 – Refresher question #3
	

	A user with the "Lodger" profile can only.....

Make payments
Reset passwords and amend the Registered organisations details
Enter data relating to a duty transaction
All of the above

Answer: c

	Slide 10 – Data accuracy
	
	Duties Online (DOL) has been built to limit the requirement for users to make difficult judgments on what the duty payable is, or to make any duty calculations. Users are not liable for any duty underpayments resulting from incorrect information provided to the user by the taxpayer or their agent. 

Users are, however, required to accurately enter the information provided by the taxpayer into DOL. Therefore it is very important to source information from the right sections of the supporting documents. Instructional help text is available throughout the transaction. This appears as a question mark in a blue box beside the question. 

The purpose of the instructional text is to:
Describe the purpose and meaning of the field
Explain any tax or system details relevant to the field. 
Refer the user to the appropriate SRO form where the field value can be found
Provide technical information

The SRO conducts regular audits to ensure the quality of data entry by all users, as well as the timely payment of duty.

	Slide 11 – Data accuracy continued
	
	A transaction in DOL can be edited any time up until the point of clicking the 'Committing to Pay' button. After this point, a transaction is finalised and deemed to be assessed. Any changes after that point need to be brought into the SRO for re-assessment. However, there are many checks and balances in the system that allows you to make sure that the data you entered on a transaction is correct.

You can also save a transaction at any point in time, if you want to go back to it. A unique transaction ID will be assigned to it.

It is especially important to enter data correctly, because lodgement at the Registrar of Titles depends on a successful match of data entered. For example, if you have entered an incorrect volume/folio reference, your transfer may be refused for lodgement at Land Victoria.


	Slide 12 – Screen shot help text
	
	Help text question mark icons appear throughout Duties Online. Selecting the icon provides the users with detailed information such as where the lodger can source information from.

	Slide 13 – Help text
	
	Here is an example of some help text which is displayed when the blue question mark is selected. The information is very detailed, and provides users with guidance and assistance.

	Slide 14 – Refresher question #4
	
	At which point is a transaction finalised and can no longer be edited by the user?

After acknowledging a transaction,
After the DOL user has paid the SRO, or
After the DOL user has committed to pay a transaction.

Answer: c

	Slide 15 – Refresher question #5
	
	For further clarification the user can.....

Refer to the help text and/or video tutorials
Call the Duties Online support team on 03 9628 0857 or
All of the above

Answer: c

	Slide 16 – Land Transfer Transactions
	
	Duties Online can process 13 of the most common transaction types as well as nine combination transactions. 

Basic combination types include transactions where more than one concession is applied to a transaction such as a transfer with an off-the-plan and PPR concession.

A list of the transaction types can be accessed from the SRO website.

	Slide 17 – Declarations of trust
	
	Users can also process basic Declarations of Trust over non-dutiable property. DOL provides a streamlined process to complete three of the most common declarations of trust with minimal data entry. They are as follows:

•Discretionary trust,
•Fixed trust, and
•Unit trust

The system is low risk and as such only the most common transaction types may be processed online. The following transactions cannot be processed in DOL and must be impressed by the SRO:

•Declarations of trust over identifiable or dutiable property,
•Disability or child maintenance trusts,
•Declarations of trust not executed in Victoria,
•Declarations of trust where deeds have not been originally signed by all parties involved (photocopies are not acceptable), and 
•Hybrid trusts

The main benefit of online processing is that duties transactions may be processed instantly. After the user enters the data into the system and finalises the transaction, they may print off a certificate of duty. The user must make sure that all data is correct before finalising the transaction is it cannot be edited afterwards. The need to come to the SRO for an impression is no longer applicable as the certificate of duty will replace the impression (see Duties Act Bulletin MAR 12 DUT1/12) for all online transactions.


	Slide 18 – Refresher question #6
	
	Which of the following cannot be processed on Duties Online?

Discretionary trust
Hybrid trust
Unit trust

Answer: b

	Slide 19 – Refresher question #7
	
	For duty transactions processed online the impression issued by the SRO will be replaced with?

Certificate of duty
A gold star
The stamp must always appear on the declaration of trust. It can never be replaced.

Answer: a

	Slide 20 – Refresher question #8
	[image: ]
	John signs the contract of sale and nominates his wife, Mary, as the transferee on the transfer of land. Mary wishes to apply for a principal place of residence (PPR) concession. Can this transaction be processed on Duties Online?

Yes
No, all documents must be submitted to the SRO for assessment

Answer: a

	Slide 21 – Duty exemptions
	[image: ]
	Duties Online allows users to process several transactions involving an exemption or concession.  For pensioner concessions each applicant must have a valid Centrelink or Department of Human Services (DHS) card in their own right which is valid at the time of settlement/transfer. If the applicant is a secondary card holder on a Family Assistance (FA) or Parenting Payment (PP) card, then the secondary card holder is also entitled to the exemption/concession, provided that the card is valid at the time of settlement/transfer. 
For any further information the user may select the help text for a detailed description coupled with images of eligible cards. 
The following duty exemptions can be processed via Duties Online:

•Principal place of residence concession (PPR),
•First-home buyer duty reduction,
•Pension card holder concession,
•Land and building (off-the-plan) concession,
•Deceased estates exemption (only where the transfer is in accordance with the will or probate),
•Marriage and domestic relationship exemption,
•Breakdown of marriage/domestic relationship exemption,
•Changes in the manner of holding in equal shares exemption,
•Transfers of farm to relatives exemption (natural persons), and
•Sub-sale – subsequent transaction to relatives exemption.

	Slide 22 – Screen shot concessions and exemptions
	[image: ]
	Here is a screen shot of the Duty Deductions, Concessions and Exemptions screen. Note that there is a blue help text question mark next to each topic if you require assistance.

	Slide 23 – Help text expansion
	[image: ]
	Here is an example of the expanded help text in relation to the pensioner concession or exemption.

	Slide 24 – Refresher question #9
	[image: ]
	Which of the following exemptions/concessions cannot be processed via Duties Online?

Marriage/domestic relationship exemptions
Charitable exemptions
Pensioner exemptions
First home buyer duty reduction

Answer: b

	Slide 25 – Refresher question #10
	[image: ]
	For a pensioner exemption/concession each applicant must have a card in their own right except in the case where........

the applicant earns less than $100,000
the applicant is a secondary card holder on a valid Parenting Payment (PP) or Family Allowance (FA) card
the applicant doesn't have a job

Answer: b

	Slide 26 – Refresher question #11
	[image: ]
	Can Pensioner exemptions/concession transactions be processed on Duties Online?

No, never
Yes, always
Yes, provided the contract date is after 1 July 2011

Answer: c

	Slide 27 – Payment methods
	
	Payment of duty happens outside of Duties Online, but the system will provide you with the correct payment reference if you choose to pay by EFT or BPay. There are three options available to pay duty.

You must click on 'Commit to Pay' even if a transaction is exempt and attracts no duty. This is because only upon committing to pay is the transaction finalised and electronic evidence sent to Land Victoria.

EFT: Conditions for EFT: Must transfer money into SRO account within 24 hours of committing the payment.

BPay: Conditions for BPay: Must transfer money into SRO account within 24 hours of committing the payment.

Cheque: Cheques made payable to the SRO must not be banked into the user's own bank account.
Cheques must be submitted to the SRO with a cheque remittance slip within seven days from the date of committing payment to the SRO.

	Slide 28 – Adding payment details
	
	A lodger can add payment details when entering data for a transaction. To do this, the lodger can click "Add" before acknowledging a transaction.

	Slide 29 – Selecting payment options
	
	After selecting `Add', the user then must select a payment type. This can be done by selecting a payment option and clicking `Assign Payment Method'. The lodger can then click `Acknowledge'. 
Payment references for EFT and Bpay transactions for individually paid transactions will appear on the screen after a payment method has been assigned. For cheques, the user needs to input the cheque number.

	Slide 30 – Acknowledge confirmation
	
	To finalise a transaction, select the `Pay' link from the `Acknowledgement Confirmation' screen, or alternatively go to the 'Pay' tab. Please note transactions can only be finalised by users with payment approver rights.

	Slide 31 – Acknowledge confirmation continued
	
	Once on the `Pay' tab, select the relevant transactions that you wish to finalise payment for. Before you select a transaction, you can click on the SRO reference number to verify certain transaction details.

	Slide 32 – Transactions ready for payment
	
	Select the `Commit to Pay Selected' button. A confirmation screen will also appear showing the number of transactions to be finalised with the corresponding duty amount. Please make sure these amounts are correct before proceeding. Select `Yes, Finalise' to confirm the payment. 

Please note that transactions cannot be altered after they have been finalised, so be sure to make sure that you have entered correct data before finalising.

	Slide 33 – Final payment schedule report
	
	This screen will appear after you have finalised the payment. You are also able to print a variety of reports for your records.

	Slide 34 – Refresher question #12
	
	EFT and BPay payments must be transferred into the SRO's account within 24 hours from the date of committing payment.

True
False

Answer: a

	Slide 35 – Handy tips
	
	Tip #1: If paying by cheque, remember to print the cheque remittance report.

Tip #2: The detail payment report shows more detail, such as the EFT/BPay reference numbers and the SRO's bank details. 

Tip #3: The duty statement is for your own records, or you can give it to your client. It can be re-printed as many times as needed.

Tip #4: The duty statement can also be presented to a bank with the transfer of land when conducting a related parties transaction. 

Tip #5: A transaction cannot be amended after `finalising'. Please contact the Duties Online team on 03 9628 0857 if you have finalised a transaction with incorrect data. 

FAQs have been compiled for your reference, which you can accessed via the SRO website.

	Slide 36 – Searching transactions
	
	The search function allows users to find previously saved transactions. Transactions are automatically saved after reaching the "estimate" stage. To save prior to this simply select "Save" which can be found on the bottom of every stage of the transaction. 

There are several different filtering and searching options which make finding the nominated transaction simple. The data elements that can be filtered and reported on include:

•Transaction status (in progress, ready to pay, finalised, completed) and

•Transaction identifier (your reference, transaction ID, date last modified, User ID, transaction type

•You can also arrange the data alphabetically or in number/date order by clicking on the light blue column headers.

•By clicking on "Advanced Search" in the top right hand corner of the "Search" tab the user will be prompted with several additional searching options. 


	Slide 37 – The Duties Online team
	
	The Duties Online team is on call to assist with queries and provide training for new users so they can grasp the system quickly and easily.

Phone support is available from 8.30am until 5pm on weekdays. Alternatively you can email dutiesonline@sro.vic.gov.au with your query. 

This brings you to the end of the module. 

If you have any further questions about the system please contact us as we are more than willing to assist you.
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