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To Login, users must enter their : 

¶ Employer Number 

¶ Internet Username 

¶ Internet Password 

...Then click the Login  button 

¶ If you would like to familiarize yourself with the Returns form select the link to visit the Returns óPracticeô site  
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Once logged in, click the link ñSubmit an Online return ò, to view all outstanding returns 

Click ñGo to CBS Homeò link to be taken to the CBS Home Page (www.cbserv.com.au) 

Click the Logout  button to Exit the site & return to the login page  
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On the Returns screen, users MUST complete the earliest returns first before they can complete New (Later) ones 

Click the Select  button to start Data Entry for a return  

Click the Cancel  button to return to the main menu  
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If any Contractors or Working Directors exist  for the return , the user will be taken to the Data Entry screen for 

Contractors/Directors. 

Otherwise they will be taken directly to the Worker Data Entry screen (see below)  

The user can select the Amend Payment  button to select either a Zero contribution, or the Monthly/Bi -Monthly contribution 

amount 

Click the Cancel  button to return to the Outstanding Returns screen  

Click the Continue  button to proceed to the Worker Data Entry screen  
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On the Data Entry screen, users should input: 

¶ The number of Days  each worker has worked in the period - this is set to the default number of days in the period & will 
not accept any more days than this.  

¶ The Remuneration  paid to the worker during the period ï left at $0 for apprentices  
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¶ Click the Remove  button to remove Any New Workers that have been incorrectly added by you to the return ( This feature 

will not remove existing workers that have ceased) 

¶ Remuneration Info  button can be selected to display a new window with details of what Does and what Does Not 
constitute as Remuneration                                                                                      

¶ If the user enters a value that will not be accepted a Required Change message displays, this means that the data needs 

to be changed before the user can proceed 

¶ If the user enters a value that looks irregular the user will be prompted with an Information Message , the user can either 

modify the data and select the óSave Returnô or óNext Pageô button, alternatively If the data is correct the user can select the 
Radio button to confirm the data and then proceed by selecting the óSave Returnô or óNext Pageô button  
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¶ Row Selection  can be used to change the number of rows displayed in the grid  

¶ Start/Cease Employment will display the columns when the user needs to input the date a new worker started or 

terminated employment. The user will be prompted to confirm the actions they wish to take.  

¶ Inputting Dates can either be done manually or by using the calendar control.    
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¶ Click the Contractors/Directors  button to be taken back to the Contractor/Director Data Entry screen  

¶ Click the Cancel  button to return to the Outstanding Retu rns screen 

¶ Click the Add Worker  button to be taken to the Worker Search screen (see below)  

 

On the Worker Search screen, users should enter either (or all) of the Worker Number, Surname or Given Name , DOB or 
Telephone number fields & press the Search button 

If any worker s are found they will be listed.  

Click the Use for  Return  button to add the worker to the current return . 
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If no workers are found from the search screen, a message will be shown & a New Worker  button will appear . 

Click the New Worker  button to add a new worker to the return ï see below.  This is only to be used when a worker  has not 

previously been registered with CBS and does not already have a worker registration number.  
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¶ The New Worker  form requires all compulsory fields to be completed and the click óAdd worker to Returnô 



13 | P a g e 

 

 

 



14 | P a g e 

 

 

 

 

You will be presented with the following screen to enter the details that you want to be included on the return for this Work er 

 

¶ Click Save Return to have the workers details entered onto the Return 

¶ Click Cancel to return to the main data entry page Without having this worker included on the return  

 

 

 

 

The new worker will appear on the list of workers for the Return ï with a worker number of Zero (0)  
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¶ Worker Details View/Amend  is used to view or amend the personal details of an existing worker. This option can only be 
used if the worker has been registered and given a Worker number. There are a number of compulsory field within this 

page that require Data input  



16 | P a g e 

 

         When changes have been made the user needs to commit the changes using the Update Details button 

 

 

 


