
 

  

 

 

 

 

Use of the Value Added Tax (VAT) Excel Downloadable Templates  
 

To process your Tax return online through the Taxpayer Online Service portal (TPOS), 
you may use the Excel upload functionality (where available) to upload large sets of 
data. Download these templates directly from TPOS or from the FRCS website - click 
here.   
 
Few important points to note when using the templates: 
a) DO NOT copy the columns from the template into another Excel workbook as this 

could invalidate certain rules within the templates.  

b) You can copy data from a different Excel document into the template. To copy 
data from your document, highlight the dataset and click on ‘Copy’. In the Excel 
download template, click on ‘Paste’, select ‘Paste Special’ and ‘Paste Values-
Values(V)’ functionality. This ensures you are copying values without any 
formatting into the Excel template and it is in the correct format required for 
uploading into TPOS.  

c) Insert date format into the Date fields using (/) or (-) and either mm/dd/yyyy 
format (e.g. 11/25/2019 or 11-25-2019) or dd/mm/yyyy format (e.g. 
25/11/2019 or 25-11-2019). After adding this date format, the output should 
read 25 November 2019. If the output does not change, this means your dates 
have not been entered correctly. The date format is the same as the date format 
on your computer which you can view at the bottom right hand corner of your 
screen.  

      E.g. Insert date into date 
field 

           Output         Comment  

      11/25/2019       25 November 
2019 

 - correct 

      11-25-2019       25 November 
2019 

 - correct 

      25/11/2019       25/11/2019     x - incorrect, check if using 
correct date format & re-enter 

      25-11-2019       2511/2019     x - incorrect, check if using 
correct date format & re-enter 

 

d) Please do not insert dashes (-) while inputting TIN into the TIN column. Example, 
insert 010001000 instead of 01-00010-0-0.  

TPOS INSTRUCTIONS   

https://www.frcs.org.fj/our-services/taxpayer-online-service-tpos/users-guide/
https://www.frcs.org.fj/our-services/taxpayer-online-service-tpos/users-guide/


e) The Amount columns should NOT contain currency symbols ($). Example, insert 
1000.00 instead of $1000.00.  

f) The Amount columns should NOT contain any negative values. Example, insert 
100.00 instead of -100.00. 

g) The Amount columns should be rounded to the nearest 2 decimal places. 
Example insert 1015.15 instead of 1015.149. 

h) Please ensure to select the correct ‘Taxable Activity Name’ from the dropdown 
list provided on various templates. The activity should be registered or should 
be declared on the current VAT return under ‘Taxable Supplies for the period’ 
field. You will encounter upload errors if your taxable activity(s) is not registered 
or declared correctly. 

i) Dropdown values are preset for specific columns across the templates. You 
cannot enter a value that is not in the dropdown list. Dropdown lists are available 
for: 

(i) Taxable Activity Name field – list of activities listed under the Fiji Standard 
Industrial Classification (FSIC) 

(ii) Asset Type field – lists different asset categories 
(iii) Capital/Revenue field – select capital or revenue type 
(iv) Fringe Benefit Type field – lists different types of fringe benefits 

 
j) Customer TIN field – in Business to Customer transactions, the TIN is not always 

known. In such instances enter the FRCS TIN. 

 
 
 
For more information, please visit any of our offices Fiji wide or email us on 
info@frcs.org.fj | Telephone:  3243 000 

mailto:info@frcs.org.fj

