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ABN REGISTRATION

The following steps show how to register a client's ABN Number:

1. Greet the customer

2. Tell them is cost $66 to register for an ABN

3. Have client fill CIF and ABN Registration Declaration – Go to Templates folder

Ezytax(T:)>Location>Templates>ABN Registration Declaration OR 

https://www.ezytaxblue.com.au/admin-portal > Client Forms > ABN Registration

4. Once completed and you have determined what they wish to be registered for (see

below) click here: https://www.abr.gov.au/business-super-funds-charities/applying-

abn 

5. Click on “Apply for an ABN”

6. To reactivate or apply for an ABN 

7. Tick that you agree to provide true and correct information.
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8. Click on sole trader for the type of entity the client is applying for. 

9. For sole trader answer YES, YES, In the form of a business and YES. Once they

are answered click NEXT.
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10.A page will appear to confirm that what you select is correct before continuing. If 

not press restart. 

11. Select YES if they are an Australian resident for tax purposes. Leave the tax agent 

information. Select NEXT.
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12.  If the client is reactivating an ABN select YES to previously held an ABN. Enter 

their ABN (This can be found on ATO portal under client details). Select YES that 

they wish to apply or reapply for an ABN. If they have a Tax file Number select YES

followed by NO. Click NEXT.
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13.Fill in the details of the clients. TITLE, GIVEN NAME/S, FAMILY NAME,DATE OF 

BIRTH and TFN. Select NEXT.

14.Select the date they wish to activate the ABN (This can also be back dated if 

needed). Select which best describes the nature of  business they wish to carry 

out. Select if they are going to operate and agricultural property.

15.Enter the address where the business will be carried out (this is usually the client's

address). Select if the postal address is the same as the client's address. Enter the

email that will be used for correspondence. Select if there will be more than one 

location and enter a phone number. 
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16.Enter in the postal address for the business (this is usually the client's address). 

17.Enter the contact information such as mobile number and email address for the 

business. 
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18.Select the reason for applying for applying for an ABN (Most common is to receive 

payment for service or contractor).

19.Fill in the client's name and their position (this will be sole trader). Enter the date 

the registration is being completed.
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20.Once you select submit the application should be approved.  If it is not you will 

have to start the application again. 

NOTE: If registering for GST or PAYGW at the same time, there are futher steps to 

complete.  Follow the on-screen instructions.  Or you can update it via Portal per the 

Updating ABN Details manual.

Important information

Ezytax Blue's Tax Agent Number is 70776007.
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