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Where to find Australian Taxation Office (ATO) Documents 
and how to save them as PDFs.

Logging in
1.	 Ensure you are logged into your Australian Taxation Office (ATO) Account for Business.  

Visit ato.gov.au and select Log in to online services.

Select Log in within the Business section.
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Select Continue with Digital ID to log in.

Alternatively, if your business account is linked through your myGov account, you can log in through 
myGov. Scroll to Linked Services and select Australian Taxation Office (ATO). You will then be directed 
to ATO Online Services.
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Accounts Summary
2.	 Once you’ve logged in, select Accounts and payments in the header and select Accounts summary. 

3.	 You will be directed to an Accounts Summary page. Select Print-friendly version underneath your 
list of Accounts.
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4.	 A page like this will appear. Select Print on the top right.

 

5.	 On the Print pop up window, under the drop-down options for Printer, rather than send to a physical 
printer, select Save as PDF. Then click Save.

 

6.	 You will then be able to save this file as a PDF on your device. This file is your Account Summary PDF 
document on our list of required documents. 

Account Transactions 
7.	 For every Account listed on your Accounts Summary page (Step 3) you will need to submit a PDF for 

each. These are called your Account Transactions. 

NOTE: In the Account Summary example above, you would need an Account Transaction PDF for 
“Income Tax 001” and “Activity Statement 002” as these are all the accounts listed. Every business is 
different; therefore, you may have more Account Transaction documents listed here. Payment Plans (if 
applicable) will also be listed here and will need to be included as an Account Transaction PDF.
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8.	 Once you have returned to your Accounts Summary page (Steps 2-3), select your first Account.  
In this example you would select “Income Tax 001.”

9.	 A page like this will appear. Select Printer-friendly version and follow the steps to save the file as a 
PDF as outlined in Steps 4-6.

 



10.	Repeat Steps 8-9 for all the Accounts listed on your Accounts Summary page (including any 
Payment Plans listed there, if applicable).

11.	Once you have saved all these files, they will qualify as your Account Transaction PDF documents on 
our list of required documents.

Frequently Asked Questions (FAQ)
Q: What if I can’t see my business account in the ATO portal?
Make sure you are logging in via the ATO website through your Business account and not your Personal 
myGov account. If your business is not linked to your myGov account, follow the ATO’s instructions for 
linking your business.

Q: 	I have more than two accounts listed (e.g., Activity Statement, Income Tax, others). Which ones 	
do I need to provide?
Please provide documents for all accounts listed in your Accounts Summary. Each can be saved using  
the same steps 8-9.

Q: The “Save as PDF” option isn’t available on my device. What should I do?
Try using your browser’s print function and select “Save as PDF.”

Q: My document is missing the ABN or business name. What should I do?
Ensure you are logged in under your Business account. The ABN and business name should appear at the 
top right of your documents. If missing, check your login method or contact the ATO for assistance.

Q: Do I need to include payment plan transactions?
If you have payment plans listed, please include transaction details for these as well, following the same 
save steps 8-9.

Q: Can I just provide screenshots ? 
We can only accept PDF format files and no other formats including JPEG, Excel, or Word are accepted.

This guide was prepared by NAB in January 2026 using publicly available information. The functionality 
and layout of the myGov and ATO Online Services may change in the future.
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