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Login

• Go to the First Supplier portal through the URL: 
https://business.containersforchange.com.au

• Login using the credentials provided to you as a First Supplier. 
If you have problems logging in, or do not have access but 
was nominated by your organisation, please contact your 
scheme coordinator for more details.

Annual Statutory Declaration for First Suppliers

https://business.containersforchange.com.au/
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Access to the portal

• A nomination from your organization is required for portal 
access. If this was not created, please contact your scheme 
coordinator

• An activation email will be sent to you once access is 
created. Please check your spam / junk folder in case none 
was received

• Click the activation link in the email and you will be taken to 
the portal to nominate your password. Once successful, 
please login to validate your access through the URL: 
https://business.containersforchange.com.au

• It’s recommended to bookmark the link to make it easier to 
come back when needed

Annual Statutory Declaration for First Suppliers

https://business.containersforchange.com.au/


4 Annual Statutory Declaration for First Suppliers

• Find and click the First Supplier Annual 
Statutory Declarations at the top of the page

• As a First Supplier it is a contractual 
requirement for you to complete a Statutory 
Declaration, confirming your sales made in the 
financial year. When the scheme starts the 
process, you will see a new tab appearing First 
Supplier Annual statutory declaration to 
complete this process online.

• This tab disappears when the statutory 
declaration period is over,  so please ensure to 
complete the process in time.

Annual Statutory Declaration
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The home page is where the process 
starts.

3

Annual Statutory Declaration for First Suppliers

1 Select a site and process its annual 
statutory declaration

2
Read the instructions carefully to 
complete the process

3
The submission status is very 
important and guides you through the 
submission process

4
You will see the scheme coordinator’s 
comments here when they’re 
reviewing the submission

5 Click Next to begin the process
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Statutory Declaration status

Annual Statutory Declaration for First Suppliers

The submission status could be one of the 
following:
Status Description

New The status is "New" until you have started the Statutory 
Declaration. To begin, please provide and save the required 
information. From there, the status will move to “Draft”

Draft The status is "Draft" when you have started the process and 
are filling in information in the "Details" and "Update sales 
volumes" pages

Awaiting Signature The status is “Awaiting Signature” when the you have 
downloaded the PDF on the “Generate Statutory declaration” 
page

Signed The status is “Signed” when the once you have uploaded the 
signed statutory document and then clicked on “Submit” to 
finalise the submission

The scheme coordinator will now review the information 
submitted and come back to you, if required

More information 
required

The status is “More information required” when the scheme 
coordinator has asked for more information (detailed in the 
Approver comment section) while reviewing

Approved The status is “Approved” when the scheme coordinator has 
completed and accepted the declaration
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• Verify that the stored supplier information 
is accurate

• The ABN is displayed by default for 
businesses with both ACN/ABN

• Please contact 13 42 37 should there be 
any information that needs updating

Details

Annual Statutory Declaration for First Suppliers



8

• Please provide the information of the 
mandatory fields

• Nominated Signatory (who signs this 
statutory declaration) NAME

• Nominated Signatory (who signs this 
statutory declaration) ADDRESS

• Nominated Signatory (who signs this 
statutory declaration) OCCUPATION

• Click Save to store this information into the 
system or Save & Next to store and move to 
the next tab

Details

Annual Statutory Declaration for First Suppliers

Note: A nominated signatory is required to sign the final 
declaration
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• Sales volumes are broken down per 
material type as rows and each month in 
the financial year as columns

• Each material type has two rows:

• Grey rows are for submitted volumes 
before the Statutory Declaration 
period and cannot be edited

• White rows are for final volumes and 
can be used to record an update to 
previously submitted volumes

• In case of months with no submissions 
during the year, the system would have 
invoiced a forecasted value hence during 
stat dec its mandatory to provide an 
actual volume for that period

Update Sales Volumes

Annual Statutory Declaration for First Suppliers

Note: First Suppliers will be able to review or update actual sales volumes 
from the scheme’s commencement date 01 Nov 2023.
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• The bottom of the grid shows three 
distinct rows:
• Monthly Total Submitted Volumes 

display the total for all submitted 
materials and months (gray rows)

• Monthly Total Final Volumes display 
the total for all user input rows (white 
rows)

• Adjustments show the difference 
between the two above

• Once finalized, click Save to store this 
information into the system or Save & 
Next to store and move to the next tab

Update Sales Volumes

Annual Statutory Declaration for First Suppliers

Note:
• It’s important to provide volumes for all months and container 

materials even if none were sold for a period. In that case, input 0 as 
the amount

• The system uses highlighting to draw attention to cells in two 
scenarios:
Updated Final Volumes: If you’ve made changes to the final volumes, 
the system will highlight those cells. This ensures that any recent 
adjustments are easily identifiable
Missing Final Volumes: When no volumes were provided earlier in the 
year, the system will expect you to enter the final volumes. In this case, 
it will also highlight the relevant cells, prompting you to input the 
necessary data
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Generate Statutory Declarations

Annual Statutory Declaration for First Suppliers

• Please review the contents shown in 
the preview which contain the 
signatory details and final volumes 
from the previous pages

• The section in green will have 
additional important information for 
signing the declaration

• When everything is in order, click 
Download to have the PDF onto your 
computer. From this point, the status 
will move to Awaiting Signature
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Generate Statutory Declarations

Annual Statutory Declaration for First Suppliers

The first page of the system-generated declaration will contain information you provided and 
saved through the Details page. Please take time to review this information to ensure accuracy 
before submission.

1 2 3

4 5

4 5

1

2

3

4

5

Nominated Signatory (who signs this 
statutory declaration) NAME

Nominated Signatory (who signs this 
statutory declaration) ADDRESS

Nominated Signatory (who signs this 
statutory declaration) OCCUPATION

Beverage Supplier legal entity name

ACN / ABN
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Generate Statutory Declarations

Annual Statutory Declaration for First Suppliers

The lower portion of the PDF contains aggregated final volumes by material type, provided 
through the Update Sales Volume page. This can be verified by comparing each material type 
final volume rows.
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Generate Statutory Declarations

Annual Statutory Declaration for First Suppliers

The table on the third page (Annexure A) 
contains all months from the previous 
financial year across the material types. 
The system takes the final volumes 
submitted through the Update Sales 
Volumes page.

Validate the final volumes for each of the 
material types on this page before you 
take it through signing and eventually 
submission.
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Upload Signed Statutory Declaration
• Upload the scanned signed declaration 

on this page. It will appear as its own 
row in the summary box below when 
the upload is successful

• After the file is uploaded, click Submit 
to move the status to Signed and 
trigger its review by the scheme 
coordinator

• There are two possible results from a 
review:
More information required means the review 
requires additional information to progress. 
Comments from the scheme coordinator will be 
visible on the Home page for your review and 
resolution
Approved means the submission has been 
accepted and no further action is needed

Annual Statutory Declaration for First Suppliers

Tip: Use a descriptive filename to make it easier to find later!
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Email Notifications

Annual Statutory Declaration for First Suppliers

There will be multiple email notifications throughout the period that will help inform you of your declaration’s 
status or remind you of certain actions that need to be taken. Authorized contacts and people who have 
access to the portal are sent the emails below:

Status Description
Statutory Declaration 
period opening

This informs all first suppliers that the Statutory Declaration period has 
begun and can now start processing it in the portal

Outstanding Reminder This is a reminder for you that no declaration has yet been received 
through the system and to login and submit it soon

Overdue declaration When this notification is received, no submission has been received from 
you and that the declaration period has now closed. Please contact your 
scheme coordinator for next steps

More Information 
Required

During the review, the scheme coordinator may require more information 
from you to action through the portal

Approved No more action is required from you. You may continue to logon to the 
portal should you have more sites under your responsibility
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Email Notifications - sample

Annual Statutory Declaration for First Suppliers

Statutory Declaration period opening Outstanding Reminder
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Email Notifications - sample

Annual Statutory Declaration for First Suppliers

Overdue Declaration More Information Required
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Email Notifications - sample

Annual Statutory Declaration for First Suppliers

Approved
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FAQs

Annual Statutory Declaration for First Suppliers

1. When does the Staturoy Declaration take place for Victoria?
2. How do I make changes to the signatory’s details?
3. How do I make changes to the volume submission?
4. I lost the PDF of the declaration. How can I get another copy?
5. I have trouble uploading the signed declaration
6. I’ve uploaded the incorrect file. How can I delete it?
7. How can I share supporting documents when the approver asked of it?
8. How can I provide more information to the approver?
9. The approver has approved my submission. What’s next?
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FAQ: When does Statutory Declaration take place for 
Victoria?
Statutory Declarations for Victoria is from 
5 August to 15 October 2024. An email 
will be sent to you as a First Supplier 
notifying of its opening so that you may 
login to the portal to complete it.

Please contact your scheme coordinator 
for more details if you don’t see the First 
Supplier Annual Statutory Declaration tab 
after you login.

Annual Statutory Declaration for First Suppliers

https://business.containersforchange.com.au/
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FAQ: How do I make changes to the signatory’s details?
• After downloading the PDF, the editable 

fields on the Details page will be disabled
• To re-enable these, click on the Edit 

button found on the Details page to allow 
you to make changes and will set the 
status back to Draft

• After saving the changes, make sure to 
submit the declaration again by doing the 
following:

1. Review the declaration and download it from 
Generate Statutory Declaration

2. Print, sign, and scan, then upload the 
declaration to Upload Signed Statutory 
Declaration

3. Verify that the file is uploaded
4. Click Submit to restart the review process with 

the scheme coordinator

Annual Statutory Declaration for First Suppliers
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FAQ: How do I make changes to the volume submission?
• After downloading the PDF, the editable 

fields on the Update Sales Volumes page 
will be disabled

• To re-enable these, click on the Edit button 
found on the Update Sales Volumes page 
to allow you to make changes and will set 
the status back to Draft

• After saving the changes, proceed with the 
following:

1. Review and download the PDF on the 
Generate Statutory Declaration page

2. Print, sign, and scan, then upload the 
it on the Upload Signed Statutory 
Declaration page. Don’t forget to click 
Submit to restart the review process 
with the Scheme Coordinator

Annual Statutory Declaration for First Suppliers
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FAQ: I lost the PDF of the declaration. How can I get another 
copy?
• Log back into the portal and navigate to the 

Generate Statutory Declaration page found 
within First Supplier Annual Statutory 
Declaration

• Click the Download button found on the 
bottom-right corner of the page and a copy of 
the PDF will appear on your download folder. If 
no file appears, contact your scheme 
coordinator for help

• From here, have the document printed, signed, 
then scanned so that it’s ready for upload on 
the Upload Signed Statutory Declaration page

• Once uploaded and submitted, the Scheme 
Coordinator will begin the review process 
using the information provided

Annual Statutory Declaration for First Suppliers
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FAQ: I have trouble uploading the signed declaration
A file can be initiated for upload by 
either
1. dragging it into upload area or 
2. clicking the upload area to open your 

computer’s file manager. From here, 
you can browse your directory and 
choose the appropriate file

Note:
• File types supported are PDF, Word Documents 

(.doc or .docx), Excel Worksheets (.xls or .xlsx), 
Images (.jpg or .jpeg) and Email (.eml)

• There’s a maximum of 10 megabytes per file 
upload

• You can upload a maximum of 1 file per upload

Annual Statutory Declaration for First Suppliers
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FAQ: I have trouble uploading the signed declaration (cont.)
• Once you’ve confirmed file, it will 

appear below the upload area and will 
simultaneously enable the Upload 
button to the right

• Keep in mind that there’s a 10MB file 
size limit. Click the button once ready

• Depending on connectivity 
bandwidth, the upload time may vary

• Once uploaded, you should see it at 
the top of the summary of files

Note: If the file fails to upload, record the steps 
taken along with a screenshot of the resulting error, 
then contact your scheme coordinator for 
assistance

Annual Statutory Declaration for First Suppliers
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FAQ: I’ve uploaded the incorrect file. How can I delete it?
• Each uploaded file into the system will 

have its down Delete button that can be 
used to removed erroneously uploaded 
files.

• If you’re unsure which is the file in 
question, download each file by clicking 
the filename and open it in your 
computer’s file manager to check.

• Find the file you want to delete and click 
the Delete button beside it.

• Once confirmed, the deleted file will be 
removed from the list.

Annual Statutory Declaration for First Suppliers
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FAQ: How can I share supporting documents requested by 
the approver?
Sharing supporting documentation can be 
done through the Upload Statutory 
Declaration page. Please follow the steps 
to upload a document:

1
Choose a file by dragging it to this upload 
area or clicking it to open your 
computer’s file manager
Once a file’s chosen, don’t forget to click 
the Upload button once it’s enabled. 
Make sure the filename is descriptive to 
make it easy to find
When the upload is successful, validate 
that the file is part of the summary
Click Submit to move the submission 
back to Signed to trigger the review 
again with the approver

2

3

4

1

2
3

4
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FAQ: How can I provide more information requested by the 
approver?
An approver may ask for more information 
about the submission. Review the requested 
information through the approver’s comments 
found on the Home page.
In generally, one of the three actions below 
are expected. Please refer to the 
accompanying references on this manual for 
help in accomplishing it:
Action Reference

Update to signatory details Click here

Update to final sales volumes Click here

Request for additional document Click here

Should the scheme coordinator request for information 
that isn’t one of the options above, feel free to contact 
them directly

Annual Statutory Declaration for First Suppliers
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FAQ: The approver has approved my submission. What’s 
next?
Congratulations! There’s nothing more 
for you to do for this first supplier.
If you have access, you may choose to 
process statutory declaration for other 
sites and first suppliers by going to the 
Annual Statutory
Declaration home page and choosing 
clicking on the site’s name on the top 
left of the screen
Please expect the approved adjustments 
to appear on the next billing cycle

Annual Statutory Declaration for First Suppliers
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