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Dashboard summary

Selecting this menu option will allow a user to navigate through
the Employer Portal, regardless of the page they are on.

aware’iQ Clearmg HCUSE @ olton@aware.com.au v
S UPER
Welcome to the Aware Super clearing house and STP service
N
qwqre-;-;(- Using the Aware Super

“ur-t.  Employer Portal

erful reporti

Resources & support
£ \ 4 Employer User Guides and Resources for vicSuper employers can be found at the
W » @ 0P 3 VigSuper Leaming Hub

For support, [ se contract the Employer Operations team 1300878 737

Employer User Guides and Resources for Aware Super employers can be found at

The links on the home page will connect you to the Awiare Super Learning Hub
the learning hubs where you can find instructional For support, please contact the Employer Relations team 1300 118 632 or
. . . employers: are.com.a
videos, user guides and other helpful materials. \ ke J
Contributions User Guide & STP User Guide ©
Superannuation Single Touch Payroll Maintenance
You can pay contributions for employees Upload and view past Singie Touch Payroll You can add users and maintain employer
through a number of options: Pay Events: and user details:
( ) ( ) ( )

X Upioad a new contribution file X Upload a new STP Flie

B Manuatty key a contribution EB sTP Submission History

[ create an ad hoc contribution

€} Reuse a previous contribution fliie

-

Submission History

J
e N\ N\ N
Upload a new contribution Upload new STP file — Allows a Employer Details — Allows a
file — Allows a user to upload a file user to upload a STP file. user to update details about their
exported from their payroll system. STP Submission History — Allows business.
Manually key a contribution — a user to view their past STP User Details — Allows a user to
Allows a user to manually process submissions. update details about their user
contributions, add and edit account, as well as set up new
employee's details. This shows all user accounts.
| link hei loyer. .
employees linked to their .emp.oyer Member Maintenance — Allows
Create an ad hoc contribution a user to update existing member
— Allows a user to create an ad hoc details.

contribution.
Put Add Member — Allows a user to

Reuse a previous contribution add/create a new member account.
file — Allows a user to reuse a
previously submitted contribution.

History — Allows a user to view a
history of their past submissions
and response messages.

aware.com.au/employer 1300 118 632 employers@aware.com.au



Upload a new file

Employers are able to upload files exported from their payroll system.
These files can be the ATO SAFF or a Custom File in CSV format,

Note: If you are new to the Employer Portal and wish to upload a customised file please contact your

Administrator and ask them to organise for your Custom Files to be mapped by SuperChoice Services Pty Ltd
prior to uploading your first file in the Portal.

3
2 Dashboard v | l ) olton@aware.com.au v

qaware’i ClearingHouse o

Welcome to the Aware Super clearing house and STP service

& Usingthe Aware Super
aware Employer Portal

Welcome to our Employer Portal (UAT)

W s o1

Select Upload a new
contribution file.

Contributions User Guide @ STP User Guide ©

Superannuation Single Touch Payroll Maintenance

You can add users and maintain employer

Upload and view past Single Touch Payroll

Pay its: and user

X Upload a new STP Flle

-

Submission History

Curremt
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Select Pay Cycle
o Select Dates:

- Use Default Employer Pay Cycle — This will default to the Pay Cycle if it has been set in Employer maintenance or;

-+ Use Specific Date — Allows manual selection of Period Start and Period End dates or;

+  Use dates in File — Will defer to a Period Start and Period End date in the upload file (if present)

e Click on Select File to upload which will allow you to browse your PC for the saved contribution file.

9 Once you are happy with date choice and file selection, click Next.

e
awq re i Employer Portal

sSuUPER

Select Pay Cycle: Review File Mapping: Employer Matching Exceptions: Member Matching Exceptions: Validation Issues:

We need to know how to set the contribution Start and End Dates;

0 Default Weekly Pay Cycle - weekly -

Previous Pay Cycle |RWTLEIEaYETS

Current Pay Cycle selected. Start date is 31 Mar 2021, End date is 06 Apr 2021, number is 40, frequency is weekly.

Period Start Period End

=] =]

Use specific dates

Use dates in File

Select File to upload

Employer Matching Exception

- a
= navigation v () clten@aware com.au v

Review: Summary and Submit:

If there is a mismatch between the ABN in the file and the ABN you are registered against, you will be prompted to select the
correct employer. This will override the employer details in the file with those of the employer you are registered with.

Select Employer

Once the correct employer has been selected, select Apply All. A pop up will ask you to Confirm or Cancel. To continue loading

the file, select Confirm.

2t
qwqre"i\ Employer Portal

suPER

Select Pay Cycle: Review File Mapping: Employer Matehing Exceptions: Member Matching Exceptions: Validation Issues:

Exceptions related to employer data will need to be resolved before continuing

[l Thefollowing employer matching exceptions have occurred:

° No Employer Specified - Select the correct employer.

No employer specified. Please choose the correct employer from the dropdown list

® Pickan employer

SuperChoice Pty Ltd [ ABN:78109509739 | -

m Fist | Previous Nexe

== Navigation v () olton@aware com.au v

Review: Summary and Submit:

1 Exception

Please confirm your selection

Are you sure you would like © apply your p—
selection to all items?

aware.com.au/employer 1300 118 632 employers@aware.com.au
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Member Matching Exceptions

A member matching exception will occur when the database cannot create a member record based on the information in an
upload, or there is a possible match with an existing member record. For example, the file may not contain the complete details
for a members Self-Managed Super Fund. You will be prompted to Create SMSF.

Select Pay Cyele: Review File Mapping: Employer Matching Exceptions: Member Matching Exceptions: Validation Issues: Review: Summary and Submit:
Exceptions related to employee data will need to be resolved before continuing. Please expand each section to make the necessary amendments before proceeding
&  JohnSmith—432 —2TESTPTYLTD
° Unrecognised SMSF [80710502354] - Select the correct fund. v
We haven't been able to match the fund for this member. Following is the data we have found in the uploaded file:
Fund Name  The SelF-Managed Super Fund EsA
BN BSE No.
usi Account Name
Account No.  Self-Managed Fund
Please select whether this s a Fund or an SMSF:
Fund (8 SMSF
Pick the correct fund
\ Create SMSF: enter all SMSF details and Save. This

‘I‘ record is then verified with the ATO. The SMSF will

need to be 'Compliant' to process Super payments.

g

Validation Issues

The Validation Issues page will be displayed if there is data within a file that is not compliant to the SuperStream requirements
and therefore fails validation. This screen will display a count of the errors and warnings that are present and the reason why it
has failed validation.

Errors: You will not be permitted to submit a file with Error Validations. Errors will need to be corrected within the source
payroll system or on screen prior to submitting.
Warnings: You will be permitted to submit a file with Warning validations.

Select Pay Cycle: Review File Mapping: Employer Matching Exceptions: Member Matching Exceptions: Validation Issues: Review: Summary and Submit:

D @ ©

All data matching exceptions have been resolved now, butwe found the following validation issues:

& JohnSmith  DOB: 2TESTPTYLTD
o Member o
Title Mr GivenName John
FamilyName Smith Gender 1
Address Code  RES Address Line 1
Suburb Postcode
State Country AU

Phone

The Member Birth Date must be a valid date n the format yyyy-mm-

dd. (MIG R Mem.0016) Payroll No.

Status  ACTIVE

Employment ° >
o Contribution ° >
@ o Download a csv file of the errors and o>
O warnings present in your upload file. (- 4

- I S

Errors and warnings can be resolved in the validation issue screen, downloaded in an error report to be worked on offline, or,
by selecting the Next button these can resolve in the Review screen.

Note: The Download feature is most useful where there are a large number of validations which can be used

® {0 resolve the issues in their payroll system prior to re-uploading the contribution file with corrected data.

All data errors should be also fixed in the source payroll system to avoid having to do the fixes every time you upload a
contribution file.

Employer User Guide: Clearing House — Contributions



Review

The Review screen will be the last stage that you can review the data that has been uploaded and fix any remaining errors

and/or warnings.

aware’i

suPER

e
N Employer Portal

ile Mapping:

Here is all your data for the final check before submitting it

a®  Member Employment Contribution Employer Fund

showonly: [] Rowswitherrors [] Rowswithwarnings (] Rowswith changes ' < |

Action & PayrollNe. # FamilyName 3 GivenName ¢ BirthDt & | Title 3+ Suffix $ Other Name

Ooa 62 Keegan |MR

Do & 12381234 Jason |MR

@ @ & P1234567 — John -..|MR
‘

Totals:
Showing 1to 3 of 3 entries
Show |10 ventries

Employer Matching Exceptions:

Member Matching Exceptions:

= A
= Navigation v (§) olton@aware.com.au v

Validation Issues: Review: ‘Summary and Submit:

Gender 4 AddressCode $ Addresslinel 4 Addressline24 AddressLine3? AddressLine4$ Suburb$ Postcode & State 3 Country & E-mail
1 POS AU vulputate@Huncsed.cm.
1 RES AU Smart@pev.vic.gov.au
1 RES I Py St - - - AU smar@ptv.vic.gov.au
»
Previous 1 Next

dd Member L Downlead 7|

Filter rows to show records with
Errors, Warnings or Changes.

—

Once all errors have been resolved
the Next button will be enabled.

Summary and Submit

The Summary and Submit screen will provide a fund breakdown of the submission, allow you to review the grand totals and

confirm the payment summary details.

e
qwqre’i\ Employer Portal

= o
= navigation v () clon@aware com.au

SUPER
Select Pay Cycle: Review File Mapping: Employer Matching Exceptions: Member Matching Exceptions: Validation Issues: Review: Summary and Submit:
Employer
AllEmployers - 9
Fund Breakdown
Fund Name “ usi * No. Members = Amount$ ¥
AMP Flexible Lifetime Super AMP0O195AU 1 0.00
Superannuation Fund 61919520879001 1 0.00
VicSuper FutureSaver 53226460365011 1 0.00
Grand Totals: 3 $0.00
Previous ok Next

© GoBack

Once submission and payment details
have been confirmed, selecting Confirm
and Send will submit the contribution.

aware.com.au/employer 1300 118 632 employers@aware.com.au
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Manually key a contribution

Ye ,
qwqre i‘ Clear'mg jouse a () Dashboard v I@ olton@aware.com.au »

SUPER

Welcome to the Aware Super clearing house and STP service

by :
=&  Using the Aware Super
aware ! Employer Portal

Resources & support
Employer User Gu
VigSuper Learning Hub

Fo pport contractth

Welcome to our Employer Portal (UAT)

Select Manually key
a contribution.

Contributions User Guide © STP User Guide ©

Superannuation Single Touch Payroll Maintenance

for employees Upload and view past Single Touch Payroll

You can pay contributions

through a number of options: Pay nts:

L Upioad a new contribution file

> B Manuan a contribution
[} create an ad hoc contribution

Submission History

Employer User Guide: Clearing House — Contributions

an add users and maintain employer

A
P Peused praaa s e o
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Select Pay Cycle

0 Select Dates:

- Use Default Employer Pay Cycle — This will default to the Pay Cycle if you have set one up in Employer Maintenance;

or

- Use Specific Date — Allows manual selection of Period Start and Period End dates

e You can choose to enter a New Filename for the submission, then select Next to progress.

e
qware’i.‘ Employer Portal

suPER

Select Pay Cycle: Review File Mapping: Employer Matching Exceptions:

©

We need to know how to set the contribution Start and End Dates:

0 Default Schedule - weekly -

Previous Pay Cycle | IR SVVENS

Current Pay Cycle selected. Start date is 29 Mar 2021, End date s 04 Apr 2021, number is 40, frequency is weekly.

Period Start

=]

( New Filename | Datz EntryFile )

Use specific dates

Member Matching Exceptions: Validation Issues: Review:

Period End

=]

aware.com.au/employer

1300 118 632

— N
= Navigation v () olton@aware.com.au +

Summary and Submit:

employers@aware.com.au
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Review

The Review/Contribution Grid screen will display all associated member records for an employer, if the contribution contains a
new member, you can manually create these by selecting Add Member. You can then enter the contribution amounts for each
member by selecting the related contribution field.

aware’i

Employer Portal = Navigation v (§) olton@aware.com.au v
SUPER
Select Pay Cycle: Review File Mapping: Emplayer Matching Exceptions: Member Matching Exceptions: Validation Issues: Review: ‘Summary and Submit:

Here s all your data for the final check before submitting it:

o
Al Member Employment Contribution ¥ Employer Fund
]
showonly: [] Rowswitherors ] Rowswithwarnings [_] Rowswith changes Search: I:l ]
Action #  PayrollNo. & FamilyName & GivenName & BirthDt & PayPeriod StartDt$ Pay Period End Dt & ion Guarantee $ & ivi $4 Personal$ ¢ salarysac.$$ Voluntary$ 4 Spouse$d Child$$ Other$$ PreTax$$ PostTaxsé
O & 5486426564 s Kathy m‘mzlmrzs 2021-04-04 ool 7] ﬁ
Om & 23423 John ‘2“21—0]729 2021-04-04
« »
Totals: 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Showing 10 2 of 2 entries
B Show[10_vJentries Previous | 1 | Next
3]
© Previous & Download © Next
Click into the contribution type field to
manually enter an amount.
-

Once all amounts have been entered, selecting Next will take you to the Summary and Submit screen where you can review a
fund breakdown of the submission, the grand totals and confirm the payment summary details.

4
qwqre’i.‘ Employer Portal = Navigaton v (§) olton@aware com.au »

suPER
Select Pay Cycle: Review File Mapping: Employer Matching Exceptions: Member Matching Exceptions: Validation Issues: Review: Summary and Submit:
Employer
AllEmployers ~ ©

Fund Breakdown for Cycle 40 (Period 29 Mar 2021 to 04 Apr 2021)

Fund Name * usi * No. Members + Amount$ ¥
LGS Accumulation Scheme LGS0101AU 1 100.00
VicSuper FutureSaver 53226460365011 1 0.00
Grand Totals: 2 $100.00

Previous | 1 Next

© GoBack © Confirm and Send

Once submission and payment
details have been confirmed,
selecting Confirm and Send will
submit the contribution.
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Member maintenance

The Member Maintenance function allows an employer to maintain their member/employee details.

This could include:

a. Surname changes

b. Address changes
c. Change of Fund

d. End of employment

¥

i
qwqrepi‘ Ciear'img House Q () Dashboard v @ olton@aware.com.au v

SUPER

Welcome to the Aware Super clearing house and STP service

N
Tor our mei
and STP 5
3 Using the Aware Super I
i
aware, Employer Portal Our clearing house service allows you to:

B re uper

Resources & support
Employe
VigSuper Learnt

For port

Welcome to our Employer Portal (UAT) o

gHub

nd at the

Employer User Guides and

erLearning Hub

Contributions User Guide © STP User Guide ©

the Aware Su

Superannuation Single Touch Payroll Maintenance

Touch Payroll rs and maintain employer

B Empioyer Detalls

for employees Upload and view past Single
PayE

X Upload a new STF Flie
BB sTP Submission History

You ca f contributior

gh a number of options;

& Upioad a new contribution fite

B manuany key a contribution

[ create an ad hoc contribution

€} Reuse a previous contribution fiie

£ submission Histo! y

Select Member

Maintenance.
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Select Employers

If you have access to multiple employers, you will be requested to select the relevant employer record. You can select all
employers you have access to and all members will be displayed in the Review screen.

Select one or all employers and select Next.

= N
= Navigation v () elton@aware.com.au v

)
awdare’ it Emloger Foral

SUPER

select Employers: Employer Matching Exceptions: Member Matching Exceptions: Validation Issues: Review:

o

Select employer(s) to maintain
Allselected - @

Note: If you have access to only one employer record, you will be directed straight to the Review screen.

Review

To edit a member's details, click on the person icon @ under the Actions column.

Click on the person icon &

Select Employers: Employer Matehing Exceptions: Member Matehing Exeeptions: Validation lssues: Review:

Hereis all your data for the final check before submitting it

Member ®  Employment Employer Fund AL

Showonly: [] Rowswitherrors ] Rowswithwarnings [_] Rowswith changes

Action &  PayrollNo. & Family Name & Given Name & BirthDt & Title & Suffix $ OtherName2 Gender & AddressCode $ AddressLinel$ AddressLine2$ Addressline3$ Addresslined$ Suburb 2+ Postcode Stated Country $ E-mail 2 Phi
_—% @zzn Louise ‘MR 2 RES AU 02¢
W& 23423 John ‘MR 1 RES AU smart@ptvvic.gov.au 03¢
« >
Showing 1to 2 of 2 entries
show[10_ Jentres Previous | 1 | Next

&Download ¥ © Confirm and Send

Previous

You will be presented with the Member Management screen. Here you can update the required details and select Save.

[E] MEMBER MANAGEMENT

Member Details Contact Details Employment Product Details Employer Details

Member Details

Title Given Name Other Name

Mister John

Last Name suffix Date of Birth

Select Suffix =
Gender Payroll No. Member No.

Male 23423

TFN Status

Active

Contact Details

Address Code AddressLine Address Line 2

Residential

Address Line 3 AddressLine 4

Postcode Country
Australia ve

»

.
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Once updated, you can view an audit of the change by clicking the (& icon under the Actions column.

This outlines the changes that have been made, by which user and the date the change was made.

(£ AUDIT HISTORY

Field Name + Changed From + Changed To % Changed By % Date Changed -
Family Mame Smith Foot olton@aware.com.au 15 Apr 2021, 1:37:52 pm
Family Mame SMITH FOOT olton@aware.com.au 15 Apr 2021, 1:37:52 pm
) ) - .
Showing 1 to 2 of 2 entries Show entrles Previous 1 Next

Review

Once you have made all the required changes, clicking Confirm and Send will update the database and send a
Member Registration Request through to the super fund notifying them of this change.

“,
aware’ i emoloyerPoral g @ otengowecoman~

SuPER
Select Employers: Employer Matching Exceptions: Member Matching Exceptions: Validation Issues: Review:
Here s all your data for the final check before submitting it:
B
Member Employment Employer Fund Au
Showonly: (] Rowswitherrors (] Rowswithwarnings [ ] Rowswith changes Search: |:| ®
Action &  PayrollNo. + FamilyName & GivenName & BirthDt 3 Title & Suffix$ OtherName 3 Gender 3 AddressCode 3 Addresslinel & Addressiine2$ Addressline3$ Addresslined s Suburb 3 Postcodes State? Country + E-mail =
@& 0220 Louise ‘MR 2 RES AU
W & 123123123 John ‘MR 1 RES AU SMan@piv.vic.gov.at
« »
Showing 1to 2 of 2 entries
Show[10_ Jentres Previous | 1 | Next

Once updates have been finalised, selecting

Confirm and Send will submit the changes.

aware.com.au/employer 1300 118 632 employers@aware.com.au
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Add member

Employers can add a member/employee prior to uploading or manually keying in a contribution.

e v
qwqrefi\ Ciear'ing louse a (9 Dashboard = @ olton@aware.com.au v

S UPER

Welcome to the Aware Super clearing house and STP service

3% Using the Aware Super
.
aware! Employer Portal

Resources & support
Employe = I
VicSuper Learning Hub

For support contract the Employer Oper:

Welcome to our Employer Portal (UAT) er Guid yund at the

Employer User Guides and 5 for Aware Super employers can be found at

the Aware Super Learning Hub

t the Employer Relations team 1300 113 632 or

employersizaware.c .au

Contributions User Guide @ STP User Guide ©

Superannuation Single Touch Payroll Maintenance

You can add users and maintain employer

ay contributions for employees Upload and view past Single Touch Payroll

nts: and user d

B empioyer Detalls

number of options: Pay

L upload a new STP Flie
B8 5TP Submission History

& Upload a new contribution file

B Manualty key a contribution

& User Detalls
[ create an ad hoc contribution & vember Maintenance

S — ()

Select
Add Member.
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The Add Member screen will be presented to allow you to add in the new member details.

[E ADD MEMBER

Member Lookup Member Details Contact Details Employment Product Details Employer Details

Member Lookup

Lookup existing member (typeahead search)

Start typing member name

Member Details

Title. Given Name Other Name

Select Title

Last Name Suffix Date of Birth

Select Suffix B DD-MM-YYYY

Gender Payroll No. Member No.

Select Gender

TEN Status

Active

Contact Details

Address Code Address Line 1 Address Line 2

Residential

If you do not provide all the mandatory information required, you will be presented with the relevant validation error and will
not be able to submit until the error has been resolved.

Review

Once you have made all the required changes, clicking Confirm and Send will add these records the database and send a
Member Registration Request through to the Super Fund notifying them of the new member.

aware’ i Employer Portal Svogon e (@) smonganaovecmon s

€A Dashboard i= Contributions = STP Submission History & Upload a new contributionfile & Upload 2 new STPfile & Upload a new Memberfile & Maintain Users /& My Custodian

Select Employers: Employer Matehing Exceptions: Member Matching Exeeptions: Validation lssues: Review:

Here is all your data for the final check before submittingit:

-]
e Employment Employer Fund AU
o
Show only: (] Rowswitherrors [ ] Rowswithwarnings [ | Rowswith changes sarcni[ e
Action & PayrollNo. = FamilyName = GivenName < BirthDt & Title T suffix & OtherName ' Gender ' AddressCode T Addresslinel T Addressline2$ AddressLine3 < AddressLine4 < Suburb $ Postcode T State T Country $ E-mail < Phone
W& 23423 John ‘MR 1 RES AU smart@ptv.vic.gov.au
Showing 1 to 1 of L entries how . e, T
@ Delete Errors. ' & Add Member ’ & Download |
A~ A~
Select Add Member to add Once all new members have been added,
any additional members. select Confirm and Send to submit.

aware.com.au/employer 1300 118 632 employers@aware.com.au
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Submitted

Once you have submitted, you will receive a summary view of the submission you have made according to your payment method
as shown below.

If you are set up for Direct Debit, the payment will occur automatically and there is no further action required.

»,
%
q are ;i\ Clearing House = navigation v () simon youn@aware.com.au v

supPER

(A Dashboard  i= Submission History = STP Submission History Wl ContributionReports & Upload anew contributionfile & UploadanewSTPfile & Upload a new Memberfile & MaintainUsers  J MyCustodian W Review Employees

Review Requests: Select Pay Cycle: Review File Mapping: Employer Matching Exceptions: Member Matching Exceptions: Validation Issues: Review: Summary and Submit:

Fund Breakdown (Period 29 Nov 2021 to 30 Nov 2021)

Fund Name “ usi < No. Members & Amount § +

Vicsuper FutureSaver 53206460365011 1 10,000.00
Grand Totals 1 $10,000.00

Previous Next

Payment Summary
Payment Reference For Employer Direct Debit
511961015520011412 @ FEmployerTest123 Account to be debited:
ABN: 57147002857 BSB: 123456 A/c: 856412589

Save and Hold

© Confirm and Send

If you are set up for Direct Credit, your payment details are located on this screen, as shown below:

-,
e
a are ;i'\ Clearing House = nNavigation v () simonyoun@aware.com.au w

suPER

€A Dashboard = Submission History £ STP Submission History Wl ContributionReports L Upload a new contributionfile & Upload anewSTPfile L Upload anew Memberfile & MaintainUsers MyCustodian ¢ Review Employees

Review Requests: Seleet Pay Cycle: Review File Mapping: Employer Matching Exceptions: Member Matching Exesptions: Validation lssues: Review: ‘Summary and Submit:

Fund Breakdown (Pzriod 03 Dec 2021 to 04 Dec 2021)

Fund Name s usi < No. Members & Amount $ ¥
VicSuper FutureSaver 5326460365011 1 10,000.00
Grand Totals: 1 $10,000.00
Previous Next
Payment Summary
Payment Reference. ForEmployer Direet Credit
512199823620011412 @ [EmployerTestl Please pay to
ABN: 54511646778 BSB: 012352 A/c: 836728894

Telephone & Internet Banking - Beay®
Canact your bark or finanical institution to make this.
payment from your cheque, savings, debit. eredit card
or transaction sccount. Hore nfo: wwew: bpsy.com.2u

14 Employer User Guide: Clearing House — Contributions



Employer maintenance

Employer Maintenance allows you to update certain details about their business.

e
*§*  Clearing House
aware’

Using the Aware Super

st
aware ! Employer Portal

Welcome to our Employer Portal (UAT)

Superannuation

You can pay contributions for employees

throu a number of options:

X Upioad a new contribution file

B Manuatty key a contribution

[} create an ad hoc contribution

€ Reuse a previous contribution flie

Submission History

Q

=
) Dashboard ¥ IE olton@aware.com.au v

Welcome to the Aware Super clearing house and STP service

Employer User Guides and

re uper

Resources & support
Employe
Vicsuper Leaming Hub

For support, pb

User Gu

the Aware Super Learning Hub

plea: he Employer Re

employ

Contributions User Guide @ STP User Guide ©

Single Touch Payroll

Upload and view past Single Tou

Pay

nts:

X upload a new STP Flie

ch Payroll

contract the Employe

Our clearing house service allows you to:

Maintenance

You can add

and user d

be found at the

sers and maintain employer

g )

/My custodian

r Detalls
nber Malntenan

Select Employer

Details.

aware.com.au/employer

1300 118 632

employers@aware.com.au
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Select Employer

The Employer Maintenance screen will show a list of employers that you have permission to access. There are a range of filters
available to search for associated employer records, leaving these filters blank and selecting Search will provide a list of all

employers.

You can select the employer record you wish to update.

e
ey
awa re I Em ployer Portal B employer Maintenance v (§) simonyoun@avare.com.au v
suPER
Employer Maintenance 2 Dashboard i= Contributions {=STPSsubmission History L Upload a new contribution file L upload a new STP file X Upload a newMemberfile & Maintain Users & My Custodian
&  SchemeMaintenance
ILTER EMPLOYERS

&  UserMaintenance

Employer Name FEN ABN Payment Method
2 Product Maintenance ‘ ‘ (] (] e Allselected v @

status Date Created

*  Mycustodian
Active - @ Al

ELECT FROM LIST OF AVAILABLE EMPLOYERS

Showing 1to 1of 1 entries :
g Search: &

s + status *

Employer Name: “ ABN + FEN + _Category + _Main Contact < _Payment Method + _Date Created
l 2TEST PTY LTD . 0000 Ho-Jung Youn Direct Debit Sun, 04 Apr2021, 12:06 Active s l

Fisc | Previous Next Lot

Employer Maintenance

Depending on your access level, you can update business, contact and payment details, manage associated superannuation
funds, schedule pay cycles, manage users and preferences.

You can move through the Employer Maintenance screens by navigating through the tabs.

& Maintain Users # My Custodian

Employer Maintenance 2 Dashboard ontributions  $=STP Submission History & Upload a new contribution file L Uploadanew STPfile & Upload a new Member file

e Employer Maintenance / 2TEST PTYLTD
&  UserMaintenance (Emplﬂyer Details  PaymentDetails ~ Manage Funds  File Type and Template y Users & p: ) <
L2 ProductMaintenance
Employer Details Employer Name
My Custodian
* My Please fillin the employer details. Allfields n this section are LTESTRTVLTD ©
required.
® ABN WPN Location
L] ]
Employer 1d Last Updated
7e035544-a145-4337-90b3-c87b553242ea Thu, 15 Apr 2021, 12:18 by simon youn@aware.com.au
Access Name Date Created
2TEST PTY LTD (ABN: 80638153438) Sun, 04 Apr 2021, 12:06 by Self Enrolment
Legal Name Custodian
OLTON CONSULTING PTY LTD FIRSTSTATESUPER
Employer Arrangement
°

Click Save to save any changes made to an employer's details.
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Additional Employer ABNs

After you have registered your initial ABN, you can login to add your additional ABNs.

When you have logged into the clearing house, click on Employer Details
L from the maintenance menu and then click on Add Employer.

sde

aware i cpeingrovse B o @ iresmseons

SuUPER

Dashboard = Submission History £= STP Submission History sl Contribution Reports & Upload a new contribution file & Upload anew STPfile .L Upload a new Memberfile B Maintain Employers & Maintain Users

My Custodian

STP Portal Quick Guide ©

Superannuation Single Touch Payroll Maintenanc
You can pay contributions for employees Upload and view past Single Touch Payroll You can add userg §d maintain employer and
through a number of options: Pay Events: user details:

Clearing House H Employer taintenance +  (§) simon.youn@avare.com.au v

2 Dashboard = submissicn History = STP Submission History b Contribution Reports L Upload a new contribution file X Upload a new STP file X Upload a new Memberfile & Maintain Users # My Custodian A

£ FILTER EMPLOYERS

Employer Name Payment Method

[} o ©  Allselected v e

Status Date Created

Active -~ e Al -~ e

You'll need to enter the additional employer ABN.

]
She
a A Ceornghouse S
wqre earing House B Ermployer Maintenance (§) simon youn@avare.com.au
SUPER

 Dashboard 4= submission History = STP Submission History uk Contribution Reports L upload a new contribution file o Upload a new STPfile & Upload a newMemberfile & Maintain Users # My Custodian

Employer Maintenance / New Employer

* EmployerDetails *  PaymentDetails  ManageFunds  File Typeand Template  Schedufe Pay Cycles  Users & User Groups

Employer Details Employer Name

Please fill in the employer details. Al fields in this section are

required
® ABN WPN Location
11111111111 ]

Employer Arrangement

Q

If the ABN already exists in the clearing house when the additional ABN is entered, this popup message will appear in the
corner of the screen:

A Just to let you know._this ABN is a x

duplicate of an existing Employer!

You must call your Employer support team to complete the linkage of the additional employer ABN to your initial ABN.

- Aware Employers call 1300 118 632
+ VicSuper Employers call 1300 878 737

aware.com.au/employer 1300 118 632 employers@aware.com.au
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If the additional ABN does not exist, continue and add Employer name and Contact Details for the employer.

A
awqre)i'\ Clearing House B Employer Matntenance v () simon youn@aware.com.au w

suPER

2 Dashboard = Submission History = STP Submission History b Contribution Reports & Upload a new contributior file 2 Upload a new STP file 2 Upload a newMemberfile & Maintain Users & My Custodian

Employer Maintenance / New Employer

* Employer Details *  Payment Details ~ Manage Funds  File Type and Template  Schedule Pay Cycles  Users & User Groups

Employer Details Employer Name
Pleasefill in the employer details. All fields in this section are Example Employer Name ©
required
® ABN WPN Location
11111111111 o (]

Next, you'll need to choose a Payment Method.

Clearing House H Employer taintenance v (§) smon youn@avare.com.u v

SuUPER

2 Dashboard = submission History = STP Submission History b Contribution Reports L Upload a new contribution file X Upload a new STP file X Upload a newMemberfile & Maintain Users # My Custodian

Employer Maintenance / New Employer

Employer Details ©  Payment Details ~ ManageFunds  File Type and Template | Schedule Pay Cycles  Users & User Groups

Payment Details Payment Method )

Please select the payment details. Al fields are mandatory. Select Payment Method - ‘ @

Direct Credit

Direct Debit
Refund to Employer Bank Account - J Account Number
) )

This is the bank account that refunds will be paid to.

Account Name

You can choose from either direct debit or direct credit, or for easier straight through processing we do recommend the direct
debit form of payment.

You'll need to provide the BSB, Account Number and Account Name for both your payment and your refund accounts.

2

a‘ A 'qre»i-\ Clearing House [ employer Mamntenance v () simon youn@aware com.au =

sSuUPER

2 Dashboard = submission History = STP Submission History b Cor tribution Reports & Upload a new contribution file & Upload a new STP file & Upload a newMemberfile & Maintain Users # My Custodian

a Employer Maintenance / New Employer
* Employer Details * PaymentDetails *  Manage Funds  File Typehnd Template  Schedule Pay Cycles  Users & User Groups
Payment Details Paymen{ Method
Please select the payment details. All fields are mandatory. Direct pebit v e
o q 4 )
Direct Debit Account 838 Account Number
Please fil n the direct debit fields. Allields are required. 1L ©  unmm ©
Account Name
Bank Account [}
Refund to Employer Bank Account BB Account Number
Thisis the bank account that refunds will be paid o 111111 ©  mmnm ]
Account Name
Bank Account [}
\. J

And for direct debit you'll need to Accept the Terms and Conditions or click on the Download button.

Refund to Employer Bank Account BB Account Number

This is the bank account that refunds will be paid to R (] 1111111111 -]

Account Name

Bank Account (-]

I'have read and agree to the Superchoice DDR form for Clearing & Download
House Solution May 2021

If you have other users that require access to your new employer record, you will need to create those users and connect them
to the new employer record.
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Maintain users

The User Details section allows you to update details about your user account, as well as set up new
users if you have the appropriate level of access.

qwqre‘}i‘ Clear'mg House [l ) Dashboard + I@ olton@aware.com.au v
SUPER
Welcome to the Aware Super clearing house and STP service
N

by :

==  Using the Aware Super

"\

aware| Employer Portal our clearing house service allows you to:

super

siness needs

Resources & support

Employer User G e and B

VigSuper Learning Hub
n e cont

Employer User Guides and R rces for Aware Super employers can be found at
the Aware Super Learning Hub

Fo he Employer Relations team 1300 118 632 or

emplor are.com.au

Contributions User Guide © STP User Guide ©

Superannuation Single Touch Payroll Maintenance

You can pay contributions for employees Upload and view past Singie Touch Payroll You can add users and maintain employer

through a number of options: Pay nts:

oL Upload a new contribution file &L upload a new STP Flie

[ create an ad hoc contribution

# member Maintenance

& Add Member

) Reuse a previous contribution flie

F My custodian

-

Submission History

Select
User Details.

aware.com.au/employer 1300 118 632 employers@aware.com.au
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Manage Users

There are a range of filters available to search for associated user records, leaving these filters blank and selecting Search will
provide a list of all related users.

You can update an existing user record by selecting the record from the list of related users.

e
aware’ it emoloyerPoral B e+ @) stonganaecaman

sSuUPER
i FILTER USERS

B Employer Maintenance

&  UserMaintenance

User1d User Firstname UserLastname UserRole
e (2] 2] Allselected v @
Status Last logged in Date Created
Active v @ All v @ All v @

ELECT FROM LIST OF AVAILABLE USERS

sh 1toloflent 5
owing 1to 1of 1 entries et s
Userld * FirstName % LastName % Email % Phone % UserRole 4 Lastloggedin 4 Date Created 2 CreatedBy £ status s
(ul(on@aware com.au Ho-Jung simon youn@aware com.au Employer Master User Full Service Fri, 16 Apr 2021,12:10 Sun, 04 Apr2021, 1207 SelfEnrolment Active 1)

First | Previous Next  Last

Update any required changes using the tabs at the top of the screen to navigate through each section. Select Save to save changes.

Employer Portal B EmployerMaintenance () simon youn@aware com au w

SUPER

Employer Maintenance Dashboard  I=Submission History  i=STP Submission History &k ContributionReports & Upload a new contribution file £ Upload anewSTPfile L UploadanewMemberfile & MaintainUsers My Custodian

&  Scheme Maintenance User Maintenance | testolton@aware.com.au
&  UserMaintenance .(mmmmils UserAccess  ProductAccess  Employer Access  Preferences
LS ) Select Deactivate User
User Details User1d .
%  Mycustodian : testolton@aware.com au © to deactwate the user.
Please fill in the user details. All fields in this section are required.
“This user will upload fles using SFTP Note, user accounts
User Firstname. UserLastname cannot be deleted‘

Oleon ° Test

)
Account Details status LastLogged In 6 I
Active Never
User account information for this user.
— e
No Never

Number of invalid login attempts Date Created

0- (maximum of 5) Wed, 21 Apr2021, 12:34 by olton@aware.com.au

Select Reset Password
to create a temporary
password for the user.

Create a New User

Depending on the level of access, new users can be created via the User Maintenance screen.

Employer Portal B Employer Mainenance »  (§) simonyoun@aware.com.au v

Employer Maintenance 3 Dashboard TP Submission History & Upload a new contributionfile & Upload a new STP file 2 Upload a new Member file & Maintain Users F My Custodian

&  Scheme Maintenance

&  UserMaintenance
Userld User Firstname User Lastname User Role
le  Product Maintenance ° =} © All selected ~ @
Status Last L din Date Created
*  MyCustodian RS
Active ~ @ A - e A -~ @

L Select Add User.
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User Account

Enter in the following details:

User ID:

First Name: Enter in the user's first name.

Surname:
User Role:

Each user must have their own User ID. We suggest using the user's personal work email address to help

them to remember it.

Enter in the user's surname.

Select the appropriate user role.

The table below outlines the different levels of access that will be available to employer users. A User can have more than one
user roles assigned to them i.e if a user requires access to submit contributions for read only access to STP you can assign them
Contributions Master and STP Read Only.

Capability

Cont and STP master Cont Master

Cont clerical

Cont read-only

Contributions

Employers

Members

User Accounts

STP

View contributions
Create new contributions
Update contributions
Delete contributions
Submit contributions
View employers

Update employer SMSFs
Update employer bank accounts
Update employers
Create employers

Delete employers

View members

Update members

Create members

View user accounts
Reset user account passwords
Unlock user accounts
Update user accounts
Update user roles

Create user accounts
Delete user accounts
View STP file submissions
Upload STP files

Submit STP files

v

N S S S S SN S SN S NS NS NSNS NSNS NS S

v

S S S S S S S S S NSNS NS S S S S

aware.com.au/employer

v

v

N RN

1300 118 632

v

employers@aware.com.au
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Capability STP master STP clerical STP read-only

Contributions  View contributions
Create new contributions
Update contributions
Delete contributions
Submit contributions
Employers View employers v v v
Update employer SMSFs
Update employer bank accounts
Update employers
Create employers
Delete employers v
Members View members
Update members
Create members
User Accounts View user accounts
Reset user account passwords
Unlock user accounts
Update user accounts
Update user roles
Create user accounts
Delete user accounts
STP View STP file submissions

Upload STP files

S S S S S S S S sSSs

Submit STP files

Note: Selecting one of the STP user roles will prevent the user from accessing all contribution submission services.
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Employer Maintenance 2 Dashboard = {=STPSubmission History L Upload a new contribution file L upload a new STP file X Upload a newMemberfile & Maintain Users & My Custodian

R User Maintenance / New User

&  UserMaintenance cnmaunuails UserAccess  ProductAccess  EmployerAccess  Preferences

|  Product Maintenance
New User Userld
%  MycCustodian
E Test v @
nter a unique user id. A temporary password will be
automatically sent to the new user when saved.
‘This user will upload files using SFTP.

UserFirstname User Lastname
[} [}
User Roles Available User Roles
Select User Role v @

This section allows you to manage user roles.

Assigned User Roles

Select at least one role.

The 'This user will self-manage their own private group of users' checkbox, when enabled, will allow the newly created user
to self-manage any users which they create. Any users which are created by that user will by default be assigned to that user.
If this option is disabled, a higher-level user will need to manage these users. This checkbox is enabled by default.

Contact Details

Enter the user contact details. The initial login password for the user will be sent to the email address entered in this screen.

Employer Maintenance 2 Dashboard {= Contributions {=STP submission History & Upload a new contribution file & Upload a new STP file & Upload a newMemberfile & Maintain Users # My Custodian

e User Maintenance / New User

O MR User Account UserAccess  ProductAccess  EmployerAccess  Preferences

l»»  Product Maintenance

Contact Details Email Address Landline
%  MyCustodian -
Contact details for this user. emailaddress@email.com.au ) °
Mobile Phone
(-]

Employer Access

The Employer Access tab allows a user to be assign access to employers. Select Add/Remove Employers to display a list
of the associated employers that a new user can be granted access to.

Employer Maintenance  Dashboard ntributions {=sTPsubmission History & Upload a new contribution file & Upload a new STP file & Upload a newMemberfile & Maintain Users # My Custodian

& T User Maintenance / New User

& Usermaintenance Userhccount ContactDetails*  UserAccess HA. Select Add/Remove Employers.

l#  Product Maintenance

. Emploer cces ¢ '
%  MycCustodian N

This section will give this user access to the selected employers

Employers

No emplayers directly assigned to this User.

Select the employer and click on the > button to move the employer to the Selected Employers section. Select Update.

Select employers for this user

Move the employers you wish this user to access, to the right hand side area and click Update.

Available Employers Selected Employers
120 unselected

Enter text to filter list below

Nothing selected

Select Update.

aware.com.au/employer 1300 118 632 employers@aware.com.au 23
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Once the required employers have been associated, within the Employer Access screen, scroll to the bottom of the screen and
select Save. The new user will receive an email to complete their set up and set their password. The email will not contain their
User Name, you will need to communicate this to them directly.

Employer Maintenance 2 Dashboard = Contributions {=STP Submission History & Upload a new contribution file & Upload a new STP file 2 Upload a newMemberfile & Maintain Users & My Custodian

@  SchemeMaintenance User Maintenance / New User

&  UserMaintenance UserAccount  ContactDetails  UserAccess  ProductAccass | Employer Access ™ | Preferences

e  Product Maintenance

* s ey fcees o

This section will give this user access to the selected employers
Employers

Test Employer (Chocolate) (ABN- 32148889730} o

Employers from Groups
Group assigned Employers
This section shows employers that this user has access to
through Group Associations {e.g. User Groups). This section will
update on save.

Mot available until this user has been created.

All Employers Access Custodian realms

This section will give this user access to all employers and users selectirom avallable custodian realms ~|e

within this custodian (tenant)

Select Save. =

Contact us

Aware Super Employers

Web  aware.com.au/employer

Phone 1300 118 632
Email employers@aware.com.au

Important information

The clearing house is provided by SuperChoice Services Pty Limited (ACN 109 509 739), Authorised Representative (Number 336522) of PayClear
Services Pty Limited (ACN 124 852 320) holder of Australian Financial Services Licence Number 314357. The Superchoice Product Disclosure
Statement (PDS) will be provided by SuperChoice at the time of registration. You should consider the PDS before deciding to accept any offer made
by PayClear Services to issue the product.

Issued by Aware Super Pty Ltd ABN 11118 202 672, AFSL 293340, the trustee of Aware Super ABN 53 226 460 365. Financial planning services

are provided by our financial planning business, Aware Financial Services Australia Limited ABN 86 003 742 756 AFSL No. 238430. Aware Financial
Services Australia Limited (ABN 86 003 742 756, AFSL 238430) is wholly owned by Aware Super.
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