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The purpose of this user guide is to
navigate through the PSSap Super
Employer Acurity Online (“AOL”).

Use this guide when you are required to
perform the below in AOL:
Search and view employee details
View employer details
Manage employer users
Upload and view employer
contribution information

Commonwealth
Superannuation
Corporation
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Section 1: Home

Search for an employee and quick links to tasks that can be performed.

Employees

Search for

employee

Hyperlinks

Below are the Hyperlinks instead of selecting individual tabs.

Employees My account

Lookup emgloyees and view thelr Manage your account

details and contributions . B conkacl detalls

= Employee search * Manags usess

Section 2: Employees

Employee Search
To search for an employee enter one of the following details into the Search for employee field.

The search can be filtered further by selecting the following options:
Active members only;

or

Surname

Given name

Date of birth

Member number (Client ID)

Active and terminated members

Contributions

Log inta the PSSap dearing house
or upload a file directly

= PSSap dearing house

= ContibuSion Sle upload

= Contibafon Se opload history

Search for employee

Display members ® Active members only (O Active and terminated members
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Employee Display

Member # Payroll ID Date of Birth Employed Account
From Name

Client ID Payroll ID Client name

Employee Details

Field
Employment Details

Personal Details

Address Details

Contact Details

Export Employee Details

Information from the employee details screen can be exported into the following format:

e PDF
e Excel

In Export field select Excel Format and press Go.

Client DOB Employment Account type

start dates

Details

Member number (Client ID)
TFN (can be updated by employer)
Payroll number

Date of employment

Last name

First name

DOB

Gender

Mailing address

Residential address

Phone

Mobile

Work email

Excel Format
Export IEEEEIT
R

Click on Save as and save in your personal folder.

Do you wantto seve Employeedetails.pd

Save and open

Click on Open to view file.

The Employeedetails.pdf download has completed.

‘ Open ‘YH Open folder H View downloads | X

Active
Terminated
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Section 3: My Account

My User Details
Complete the below fields and press Save if correct, Cancel if incorrect.

Title * v
Given names "
Surname *
Work phone number
Mobile phone number
Fax number
Email address *

Category *

Job title *

Update password

Complete the fields below and press Save.

Please enter your details below and click the Save changes button.

Old Passwaord *
New Password *
Confirm Password -

- Your passvrord must be at least 8 characters including at least one number, one uppercase letter, one lowercase letter and
one symbol character

+ Your password is case sensitive and it must be entered exactly as it is displayed (eg. if your password is 123zbe, entering
123ZEE will not be accepted)

+ For added protection, you should change your password regularly
- You should freat your password as you would any password - keep it secret from others
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Section 4: Employer Details

Employer business details

This information is unique to the employer. The employer is unable to update/edit this information through
AOL. They must call the Service Centre to update these details:

e Employer name

e Employer code

e ABN/ACN

Employer contact details
The employer is able to update/edit this information through AOL:

e Address

e Telephone
e Mobile

e Fax

e Email

Section 5: Manage Users

This screen shows all users who are authorised to access the employer account in AOL. A user can be added
or deleted.

Title * V|
Given names *
Surname "
Work phone number
Mobile phone number
Fax number

Email address *

Category *

ATO Contact
CEO
.. = | Client Relationship Manager
Job title Correspondence Contact (inc Email)
Payroll Contact
Payroll Manager
SuperStream

6 of 11



Section 6: Contributions

This screen will allow you to upload a contribution file.
1. Enter the correct Pay period date range
2. Press the ‘Select contribution file’ button
3. Inthe pop up file browser window, browse and select the contribution file for uploading
4. Press the ‘Upload’ button

Contributions Employses Employer details Manage usars

Contribution file upload

I Sector
Superannuation Home = Contribution file upload
accurrmlation plan

m Make contributions

Contribution file = =
o istory

From | aipq1z016 To | 7112018

Select contribution e

10364_PAF_DS500875_FP201671121_W2010000_R2

Canceal

h

This screen will appear to show it has been loaded successfully, click Next.

Contributions Employees My account Employer details Manage users

Contribution file upload

Home = Caontribubon file upload

Make contributions

Contribution file
upload history

Pay period

From | pinazo16 To  y7112016

ntribution file

- e o — = - = i il e S e e e
100%

10364_PAP_DS500875 P20161121_V3010000_R2 bt

Cancel

Upload compieted on 16/11/2016 5:25:38 PM

‘m
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This screen will appear to show the file is being uploaded with the Uploading Status displayed.

Contributions Employees My account Employer details Manage users

Contribution file upload history

Public Sector
Superannuation
accurnulation plan

Home = Contribution file upload history

Contribution file
upload Iake cc

Con file
upload history

Showing contributions from 01/07/2016 to 16/11/2016 Search

Filename Raference Start End date Status

Submitted

number date

16/11/2016 10364_PAP_D5500875_P2016 3024 £30.100.00 01112016 71172016
1121_V3010000_R2 txt o

This screen will appear to show the file is being uploaded with the Uploading Status displayed.

Contributions Employees My account Employer details Manage users

Contribution file upload history

Public Sector
Superannuatio:
accumulation plan

Home = Contribution filz upload history

Contribution file
upload

Showing contributions from 01/07/2016 to 16/11/2016 Search

Submitted

Filename Reference Start End date Status ‘

number date

16/11/2016 10364_PAP_D5500875_P2016 3024 $30.100.00 01112016 1711112016
1121_V3010000_R2 wa T
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The Contribution file upload history screen shows a list of all contributions file uploaded. It will not show

SuperStream files

nerbutions Employer deails Mamage e

PSSap Contribution file upload history

PUbi Secto
SuprEsMETT = Cowtribation fis uplosd hstory
sccumidiiisn plan

upH ol

Bribiriion fife

history

Showing conibutions. frem 01072016 80 1611/2016

Sabmitted Filemzme Rejerence L End date
mmrber
1 T 11209 F
TEE1R2016 0364_PAP_DSS00BTS_P2016 024 230,100,100 M/ 20TE 1TAR2016

TI20_V3MD000_R2 s

The search link will open up a set of search fields:

Showing contributions from 01/07/2015 to 20/05/2016

Dates O All
() Last 30 days
@ Current financial year
1 Custom date range

Submitted Filename Reference number Total Start date End date

Sapawch

Seatus

Search

Status
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The user is able to click on a file that has been fully uploaded and translated. This will show the following
screen detailing the line items within the contribution file. The user can export the file as PDF or Excel.

Employer SYSTEMS OF THE FUTURE (AUSTRALIA) PTY, LTD. i AboulPsSap B Contsct PSSap

Employer desails Manioge users

Contribution file upload

Pl Seckor
E.p.-un‘-.uﬂ.-.n Hime - Conliibulion e dijload

arunwalaklon glam

Contribution details

Centriation dutalis for 0 ABA2016 1o DSOB20 18
Rel Mo 78

U Kl ARy

« Westnibe ey, iy number of nams

Frrployer Mambor Membnr Fmploynae

Mrmhar Paymd Semame  (Wvon

numbhsr mmher name|s] 5G wolanary |betone wilinrary jafer tovtnl

ns) tax]

1“:: = BRgcCs Chant Hanry .00 £5480 55000 $119.00
i .00 L6l 00 850,00 S110.00

Export | POF Farmat i -
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If the user clicks the Payment details button, the following summary screen is displayed. The user can export
the file as PDF or Excel:

Public Sector

Contnbution filz upload

accumulation plin

Contribution file

upload Contribution payment details

Contribution file
upload history

Employer details

Employer

SYSTEMS OF THE FUTURE (AUSTRALIA) PTY. File name GUIE3187
LTD. Period end date 10/0872016
Refno 875

Period start dat 01082016
clams Payment instructions

Due datz 12/09/2016

Contribution details

Employee summary

Employees contributed to 1 Employees not contributed to 2
Total employees

Employer SG

Member voluntary (before tax)

Member voluntary (after tax)

Payment for contribution period $350.00
Payment summary
Total payment for contribution period $350.00

Export PDF Format !

Email Phone Post
employer.service @csc.gov.au 1300 338 240 ) Employer Service

GPO Box 2252

Web % Overseas Callers Canberra ACT 2601
csc.gov.au +61 2 6275 7000
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