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 Introduction
Employer online is a quick, easy and secure way to make contributions for Australian 
Retirement Trust members. This guide will explain how to register as a Australian 
Retirement Trust employer, obtain an employer number and make an online payment.

The benefits of Australian Retirement Trust Employer Online
Australian Retirement Trust Employer Online allows you to:
  enter and pay contributions by direct debit or BPAY®, 
  quickly add new and update existing employee records, 
 run and print reports, and 
 check your online transaction history.
  Gain free access to our clearing house service (if you choose Australian Retirement Trust as your 

default fund).

How to access Australian Retirement Trust Employer Online
  To access Employer Online, you will need to register to obtain an employer number.
  Once you've registered, you'll get instructions on how to make secure payments to your employees' 

super. 

 Security
Australian Retirement Trust Employer Online relies on Secure Socket Layer (SSL) encryption technology. 
This means that there is a secure connection between your web browser and web server(s). Any data 
that is sent via this method is encrypted to ensure added security.

When you log in to Australian Retirement Trust Employer Online you are in a “secure session”. You 
know you are in a secure session if the URL address begins with https://

 Privacy
Australian Retirement Trust respects the privacy of the information you provide to us. We have a 
formal Privacy Policy that sets out how we do this. You can find a copy of our Privacy Policy on our 
pubic website or on the login page of Employer Online. 

Important information:
Any records of your company’s bank account details in the Australian Retirement Trust 
system are kept secure in accordance with the Pay super online Terms and Conditions.

https://secure.australianretirementtrust.com.au/EmployerJoinOnline/
https://www.australianretirementtrust.com.au/disclaimers-and-disclosures/privacy-policy
https://www.australianretirementtrust.com.au/employers/pay-super-online-terms-and-conditions
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 Logging on
To log in to Australian Retirement Trust Employer Online, simply follow the steps below:
 1. Go to australianretirementtrust.com.au 
 2.  Click Log In, select Employer Log In.
 3.  Enter your six-digit username (this is your employer number) followed by your password1.
 4. Click Log in2.
 5. Confirming your identity – confirm where the verification code should be sent by providing   
  either a pre-registered email address or mobile number and click Send.
 6. The verification code should be received within 1 – 5 minutes, enter your verification code and  
  click Verify to enter Employer Online

 Menu options
Once you have logged in, you will be directed to the Dashboard. The menu items are located on the 
left side of the page. These are: 
  Dashboard
  Wizard
  Settings
  My Funds (Note: This will appear for Australian Retirement Trust clearing house registered 

employers only)
  Reports (Note: This will appear for Participating & Australian Retirement Trust clearing house 

registered employers only)

Important information:
1 If there are additional users on your employer account, these users enter their Username 
as your employer number_username (e.g. 666666_username). If you are logging on as the 
main user, simply enter your Australian Retirement Trust employer number.

 2 If logging in for the first time, you will be prompted to change your password and set up a 
security question.

While Employer Online can be accessed using different web browsers, we recommend using 
Google Chrome for the best user experience. For more information, please contact us.

An example of our multi-factor authentication process.

http://australianretirementtrust.com.au
https://www.australianretirementtrust.com.au/contact-us
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 Dashboard
The dashboard allows you to quickly access various tools of Employer Online. Some of these include:
   start a new contribution,
  resume a saved contribution,
   delete a contribution which has not yet been submitted,
  register for Australian Retirement Trust clearing house, 
   view any previously submitted contributions in the Completed section – you can also view the 

contribution receipt which includes payment instructions, and
   view messages such as new Australian Retirement Trust member   registrations.

Take advantage of tool tips functionality
Tool tips is a tour that takes you through Employer Online and gives you a brief explanation of the 
features. You can turn this functionality off at any time however once you have viewed all the tool tips, 
they won’t display again.

An example of a tool tip in Employer Online.

Employer Online
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How to upgrade and register to use the Australian Retirement Trust 
clearing house
1.  Make sure you have registered as an employer. 
2.  Complete the Australian Retirement Trust clearing house enrolment online via Employer Online. Once you 

have clicked on the Upgrade button you will be taken to the Settings tab of Employer Online.
3.  Choose how you would like to pay your employer contributions:

Option 1:  
 I would like to make one payment 
to Australian Retirement Trust and 
Australian Retirement Trust will 
distribute all payments on my behalf.

Option 2:  
 I want Australian Retirement Trust clearing 
house to distribute my data to each 
superannuation fund and I want to make 
payments to each fund myself.

4. Select your payment method – Direct Debit, BPAY® or EFT.  
  a)  If Direct Debit is selected, make sure bank information details are provided – BSB, 

Account Number and Account Name.
  b)  If BPAY or EFT is selected please provide bank account details to be used in the event a 

refund is required.
    Note: For the above payment method preferences, these are only available if Option 1 

from step 3 is selected.
5. Make sure all mandatory fields are completed.
6.  The Save button will become enabled once you have completed the form and confirmed that you 

have read and accepted the terms and conditions of Australian Retirement Trust clearing house 
service and the Direct Debit Service Agreement for direct debit users.

7.  After clicking Save, you will receive a confirmation message advising that you have been successful 
and the My Funds tab will become available. 

Upgrade to Australian Retirement Trust clearing house
Australian Retirement Trust clearing house is a service available to registered Australian 
Retirement Trust employers. It allows employers to pay multiple super funds for different 
employees quickly and efficiently via Employer Online. It’s available to employers (at no 
additional cost) who: 
   are enrolled for Australian Retirement Trust's Employer Online, and
  have selected Australian Retirement Trust as their default superannuation fund.
For more information on how our clearing house could benefit your business, read the  
Australian Retirement Trust clearing house Product Disclosure Statement. 

Web upload
If you wish to make contributions using Web Upload, you will need to follow these steps: 
1. Read our File Specifiations for Web Upload document detailing the requirements and format of a 

file to be uploaded. 
2. Send a sample file to clearinghouse@australianretirementtrust.com.au so we can configure 

your account and test your external fund data. If you are unable to provide sample data in your file 
via email, please upload it through our secure Contact Us page on our website.

https://www.australianretirementtrust.com.au/library/media/pdfs/pds/clearing-house-product-disclosure-statement.pdf
https://www.australianretirementtrust.com.au/library/media/pdfs/employer/web-upload-file-specifications.pdf
mailto:clearinghouse%40australianretirementtrust.com.au?subject=
https://www.australianretirementtrust.com.au/contact-us
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Employer Online

An example of the form you’ll see when you upgrade to Australian Retirement Trust clearing house or elect to  
change your payment option.
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Messages
The next time you log into Employer Online, you may see that a message has been sent to you for a 
grid you have previously submitted. 

New messages will appear under the Completed section on your Dashboard, next to the contribution 
grid to which they relate. You can view the message by either clicking on the envelope or Grid. Some 
messages you may receive include, but are not limited to the following circumstances:
   notification that a member number has been allocated for a new employee, 
   no payment has been received for a submitted contribution, 
   non-Australian Retirement Trust fund responses, such as returned payment advices, and
   an underpayment for a contribution has occurred.

Once you have viewed a message, the icon on the dashboard will change to an open envelope. 

 If paying via Direct Debit, enter the 
BSB, Account Number, and Account 
Name you would like your Australian 
Retirement Trust and external 
contributions to be debited from. 
These details will also be used in the 
event a refund is required.

 If BPAY or EFT is selected you will 
need to provide bank account 
details to be used in the event a 
refund is required.

Please note: new messages may be sent through for a submitted contribution, even after 
you have viewed a previous message for that grid. In this case the icon will appear as an 
unread message to indicate a new message is available to be viewed.

Important information:
  If you select option 2, Australian Retirement Trust clearing house will receive and 

distribute your data only. We’ll provide you with each fund’s payment details, so you 
can directly pay each fund and still meet SuperStream standards. 

  You will need to ensure you choose your preferred payment method:

Note: If the Your payment details section doesn’t appear, please select the payment 
method of Direct Debit and reselect BPAY® or EFT. Once completed, the payment details 
section should appear to enter the refund bank details. 
  Check the box to confirm that you have read and accepted the terms and conditions of 

our clearing house.
  If Australian Retirement Trust does not already have your ABN or email address on file, 

you will be required to provide it during the application process. If your business does 
not have an ABN, please contact us on 13 11 84 so we can assist further.

   For more details on using the clearing house service, you can refer to the ‘How to use 
our Clearing house’ factsheet.

https://www.australianretirementtrust.com.au/library/media/pdfs/employer/how-to-use-clearing-house.pdf
https://www.australianretirementtrust.com.au/library/media/pdfs/employer/how-to-use-clearing-house.pdf
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An example of a read and unread message on the Dashboard.

Employer Online

Employer Online

An example grid showing message details. 
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  Wizard
To enter your contributions, click the Start new button or click on Wizard in the menu on the left.

Contributions Wizard, Steps 1-4
Step 1: Start
Select the contribution frequency and period you want to pay for then select how you want to submit 
your contributions from the following options:

Note: If the period required isn’t available, select the contribution frequency ‘custom’ and enter the 
start and end date of the period required. 

   Enter employees’ information manually using this wizard presents you with two options:
  -  Start with a fresh contribution grid. This will load a grid that contains all active employees 

attached to your account and allows you to manually enter contributions.
  -  Pre-populate my contribution grid from a previous period. This will display members and 

their contributions from a previously submitted contribution grid. You have the option to 
choose from the last four grids that have been manually entered and submitted*. 

Employer Online

An example of the display screen to enter your contributions.

Please note: if you add a new employee and use this function, the new employee from the 
previous month will be displayed however you will be required to re-enter their contribution 
amount. Also note that you will only be able to select completed contributions, which means 
that all data and money has been sent to and received by Australian Retirement Trust. You 
may need to wait a day after submitting for your contribution to be complete.
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Step 2: Data
In the Data tab, you can:
  enter or edit contributions, 
  add a new Australian Retirement Trust member,
  cease an employee,
  save your contribution grid,
  print your contribution grid,
   add a new and edit an external member (Australian Retirement Trust clearing house employers 

only), and 
   customise the way your contribution grid looks.

Employer Online

An example of the display screen when ‘Custom’ contribution frequency is selected.

   Upload a file with my employees’ information. If enabled and logged in under an 
appropriate user level**, this option allows you to upload a file from your payroll system. Once 
you have selected your file, it will automatically fill your contribution grid with the data that 
was contained in your file, including new employees. Depending on your user level* you may 
still be able to edit employees and amounts once loaded into the grid if needed. For more 
information on uploading files, please refer to the Web Upload section in this guide.

*You’re unable to pre-populate a contribution grid that has been submitted via Web-Upload. 
**Please refer to the Users section for more information on user levels and functions.

Once you’ve selected the contribution frequency, period and your input method, click on the  
Next button.
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Entering or editing contributions
You can enter or edit your employee’s contributions by clicking in any of the contribution boxes. Totals 
will automatically adjust as you make changes.

If you upload a contribution file, the amounts in your file will populate your grid. You can edit the 
contributions if needed and customise which columns display in your grid. Refer to Customising your 
contribution grid for more information.

Customising your contribution grid
You can customise the view of your contribution grid by clicking on the Column Options button, which 
allows you to change the display of your columns. 

The following columns can be customised:
  member number,
  payroll ID,
  ceased employment date,
  superannuation guarantee,
  salary sacrifice,
  member voluntary,
  employer voluntary,
  employer award,
  other contributions, and 
  other details.

Important information:
  By default - member number, payroll ID, ceased employment date, superannuation  
 guarantee, salary sacrifice and member voluntary columns are visible. 
  If you wish to change which columns are displayed, simply check or uncheck the box  
 next to the column(s) you wish to customise, your preferences will be applied once you  
 click on the Save button. 
  Your preference to hide a contribution type column will be applied unless an amount  
 has been entered for one or more employees on the page.
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An example of the display screen you’ll see for all columns that will be visible.
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Adding a new employee
You can add a new employee by clicking Add Employee. Alternatively, if you upload a contribution file, 
simply uploading your file with the new employees required details.

Clearing house employers who manually enter their contribution details will need to link their 
employees fund(s) in the My Funds section before adding them into the contribution grid. Once the 
fund has been linked it will then be available to select in the Add Employee form. If no fund is selected 
for your employee their contributions will be allocated to Australian Retirement Trust.

The SuperStream legislation requires the following data be provided when first enrolling or making a 
contribution to an employee, unless after making reasonable efforts you are unable to obtain it from 
the employee: 
  surname,
  given name(s), 
  date of birth,
  tax file number,
  gender, 
  residential address, and 
  telephone number.

Additional member details are optional however to maintain high data standards we strongly 
recommend providing as much information as possible. Other details that you can include are:
  member number,
  title,
  payroll ID,
  start date,
  email address,
  end date (if applicable),
  occupation information, and 
  salary information.

Once you have entered your employee’s details via the Add Employee form, the member will appear 
at the top of your grid with a green bar indicating that they’re new.

If an Australian Retirement Trust member number has not been entered, one will be assigned after 
grid submission. Once it is available, you will see a new message next to your completed contribution 
on the dashboard. The member number will be populated with either the member’s existing 
Australian Retirement Trust member number or their new member number if an account is created.

Important information:
  Occasionally, matching to member accounts may require manual review. In these 

instances, the member number may not be populated for up to five business days.
  For Australian Retirement Trust clearing house employers, the details you provide  
 for your employee will be used to match to a member account at the destination   
 fund. To help other funds match to an existing account, you should always provide a  
 member number where possible.
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Employer Online

An example of the Add new employee screen
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Editing an employee’s details
To edit an employee’s details, click on the pencil icon in your grid (under the Edit heading). In this form 
there are three sections:
  Personal,
  Contact details, and
  Occupation information (optional).

Australian Retirement Trust clearing house employers will see additional editable sections for 
members of external funds:
  Fund,
  Salary information (optional), and
  Other details (optional).

Employer Online

An example of the Edit employee screen.

Important information:
  If we already have a valid landline number, mobile phone number, address, email  
 address or TFN for a Australian Retirement Trust member, this will be displayed as  
 ‘Provided’ and you will not be required to re-enter the information.
  If any of these details require updating, please have your employee contact us directly. 
  You will be presented with warnings where data has not been provided for any of the  
 mandatory SuperStream fields.

https://www.australianretirementtrust.com.au/contact-us
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Employer Online

Removing employees
Australian Retirement Trust members can be removed by adding a date to the Ceased employment 
date field in the contribution grid. 

An example of an error or warning screen.

Important information:
  If you are unable to resolve an error and you would like to submit your grid, you   
 can exclude the employee from your list by checking the box in the exclude column.  
 The member’s contribution is removed from your total, however if you view your grid  
 in future, all excluded members will be displayed. You will have to submit a separate  
 contribution for excluded employees.
  You will be unable to click Next until errors have either been resolved or the employee  
 is excluded. You will be asked if you want to proceed if there are any warnings on the grid.
  Click on Export Validations to extract all errors and warnings for you to download and  
 view in a spreadsheet.

If the contribution grid is not submitted or the employee is excluded, they will not be removed from 
your account.

If the date being entered is more than six months old for Australian Retirement Trust members please 
contact us to have the employee removed from your account, alternatively add a date that is within 
the past six months for Australian Retirement Trust or choice members.

Errors and warnings
Errors and warnings highlight potential issues with your employees’ information or contributions. 
Errors are identified by a red cross and must be resolved, or the member excluded from the grid in 
order to proceed. Warnings are identified by a yellow exclamation, and although you can proceed with 
warnings, we recommend resolving these where possible. A description of the error or warning will 
appear on the line below the member.

Clearing house employers who need to remove a choice member will need to add a date 
to the Super contribution cease date field under the Salary Information section in the Edit 
employee form.

https://www.australianretirementtrust.com.au/contact-us
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Saving your contribution grid
Your contribution grid is automatically saved each time you make a change or navigate to another 
screen so that you can resume later. The timer next to the Add employee, Print and Column Options 
buttons display when the grid was last saved. A Save & Close button is also available in the top right-
hand corner of the screen. When selected, this will save your contribution and return you to the 
dashboard.

Printing your contribution grid
You can print the contribution grid at any time by clicking on the Print button next to Add employee.
Note: this allows you to print employees that appear on your current page. At the bottom of the grid, 
you can change the number of employees that appear on each page by selecting from the drop down 
field. A maximum of 500 employees can be displayed on one page. Alternatively, you can navigate to 
the next page and click print again. 

Step 3: Summary
The summary tab confirms:
  the number of employees you have excluded,
  how many warnings appeared in your grid,
   totals including how many employees are receiving contributions, the total of each 

contribution type and your overall total, and
  payment details.

Once you have reviewed the summary and you are ready to make your payment, click the Submit & 
Complete button.

If you’re using BPAY, EFT or pay your fund directly you will receive your payment details on the 
Payment Instruction screen once you’ve clicked Submit & Complete. 

If you’re using Direct debit you will receive a receipt once you’ve clicked Submit & Complete. 

Important information:
  Don’t submit your grid unless you are ready to make your payment. 
  It’s fine if you aren’t ready yet. You can go back to the Dashboard and when you’re  
 ready to pay, resume the grid and submit. 
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Note: this summary screen refers to a BPAY® Australian Retirement Trust employer. If the contributions are 
made by EFT or Direct Debit then the payment details will display this method.

Employer Online

Step 4: Receipt/Payment Instruction

In this tab, you can:
   view your contribution receipt (if your payment method is direct debit), 
   view payment instructions (if your payment method is BPAY,EFT or pay your fund directly), and 
   print your contribution receipt or payment instructions. 

You are able to view this screen at anytime via the Dashboard in Employer Online.

If you’re using direct debit, the details of the account to be debited will be displayed on the Receipt 
screen. 

Important information: 
 The name of this tab will vary, depending on your payment method. If you pay via direct 
debit, the tab is named ‘Receipt’. If you pay via BPAY, EFT or pay your fund directly the tab is 
named ‘Payment Instruction’.
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Note: An employer using this option will submit their contribution data and Australian 
Retirement Trust clearing house will generate a payment details file for the employer to 
download and provide to their financial institution to process payments to each fund. 
Alternatively, the employer will use the fund payment details provided and manually 
make payment to each super fund. 
You will be given a unique transaction ID for each contribution submitted. Should you 
have to contact us in relation to your contribution, please quote this transaction ID 
along with your employer number. 

If you’re using BPAY® or EFT, your payment instructions will be displayed on the Payment Instruction 
screen 

Please note, contributions for your employees will only be sent to the choice fund once we’ve 
received your matching payment and you need to be mindful of your financial institution’s processing 
timeframes.

If you’re paying your fund directly your payment instructions will be displayed on the Payment 
Instruction screen. 

Contribution submited via Employer Online

Business day prior to 3:00pm (Brisbane Time) Debited that night

Business day after 3:00pm or non-business day (Brisbane time) Debited the following business day

Contribution submited via Australian Retirement Trust clearing house

Business day prior to 3:30pm (Brisbane Time) Debited that night

Business day after 3:30pm or non-business day (Brisbane time) Debited the following business day

The below table explains when your account will be debited:

https://www.australianretirementtrust.com.au/contact-us
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Employer Online

An example of the Receipt screen for a Clearing house employer paying by direct debit.
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This is the Payment Instruction screen for an employer paying by BPAY®. The same screen will display for 
EFT employers, but with the Payment Reference Number (PRN) and Australian Retirement Trust's payment 
details.

Employer Online
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Employer Online

This is the Payment Instruction screen for an employer who pays to funds directly. For instance, when 
an employer submits contribution data through Australian Retirement Trust clearing house and then pays 
directly to each fund. An employer using this option will submit their contribution data and Australian 
Retirement Trust clearing house will generate a payment details file for the employer to download and 
provide to their financial institution to process payments to each fund. Alternatively, the employer will use 
the fund payment details provided and manually make payment to each super fund. 

Settings
The settings tab allows you to:
  change your password,
  change your security question,
  review your employer contact details,
   change your payment method and bank account details, and
   add or remove users associated with your Employer Online account.
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Change password
When setting and changing your password, it must be between 8 and 35 characters and contain at 
least one letter and one number.

Employer Online

An example of the Change password tab screen.

Employer Online

Change security question
Your security question must be between 2 and 255 characters. Your security answer must be between 
2 and 255 characters and cannot be the same as the question.

An example of the Change security question tab screen.
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Contact
You can view your employer account details in the contact tab. If you would like any of your employer 
details updated, please contact us with the details and Australian Retirement Trust will update these 
for you.

Employer Online

An example of the Contact tab screen.

https://www.australianretirementtrust.com.au/contact-us


26

Payment
In the payments tab, you can view your current payment details, update your payment details and 
upgrade to clearing house (if eligible and not already registered).

Pay by Direct Debit
If paying via Direct Debit, you can update the BSB, account number or account name you would like 
your Australian Retirement Trust and external contributions to be debited from, the same account will 
be used for refunds to be processed to.

Pay by BPAY / EFT
If BPAY® or EFT is your payment method; you will need to enter your bank account details, which will 
only be used in the event a refund is required.

An example of the Payment tab screen.

Employer Online

Important information:
Only a ‘Global’ user can edit any information on Payment tab section. Note, a ‘Global’ user 
has access to all functions of Employer Online.
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Users
When setting up additional users on your account you can select four levels of user type access:
   Global – gives a user access to all functions within Employer Online.
   Process only – gives a user access to create, edit and save a contribution grid only. Process 

only users cannot submit contributions.
   Submit only - gives a user access to submit a saved contribution and view completed 

contributions. Submit only users cannot edit a contribution or employee information.
   Upload only – gives a user access to create a contribution by file upload only. Upload only 

users cannot submit or edit contributions or employee information.

How to add a new user
To add a new user simply:
 1.  Click on the Add User button, which will display the add user form. 
 2. Enter the users’ details. 
 3. Click the Add button. 
 4.  Once a new user is added, their Employer Online username and password will be emailed 

within an hour.

Important information:
  "Location” is only visible to employers who have multiple locations attached to their  
 employer account.
  Only a Global user can delete other users. They are unable to delete themselves.
  To edit or verify your email or mobile number for multi-factor authentication, click on  
 the pencil icon in the User Table, a pop-up will appear, enter your new details and click  
 Verify. 
  You can also confirm if your existing email address or phone number has been verified  
 on this pop-up screen when you see the words VERIFIED with a tick in green above your  
 details.
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An example of the Users tab screen.

Employer Online

 My Funds (Australian Retirement Trust 
clearing house only)
The My Funds component can only be accessed by employers that have upgraded to Australian 
Retirement Trust clearing house. The My Funds functionality allow employers to:
  link a new fund to your account, and
  view and edit linked funds.

How to link a new fund
 1. To link a new fund, click Link a fund. 
    Note: Where an Australian Prudential Regulation Authority (APRA) fund has multiple products, 

you will be required to enter a Unique Superannuation Identifier (USI). If your employee has 
not provided you with the fund USI, we recommend contacting the external fund directly. 

 2.  Once you have entered a valid USI, the fund will be returned along with the fund details. If you 
have a Fund Employer Number (FEN) you can enter this and then click Add. 

 3. When the fund has been linked, it will appear under Linked Funds and can be used straight away.

Important information:
  If you’re paying to a new employee and you have already linked their fund to your  
 account, you will not be required to link the fund again. You can simply add them to the  
 contribution grid via Add Employee and select their fund from the drop down list. 
  You can use the search function to locate a previously linked fund.
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An example a Link a fund screen. Note: Details captured in this screen will vary so please try searching using 
either fund name, ABN or USI.

Employer Online

Legends definition:
Below is a list of legends that may be displayed on screen when you link a fund.

APRA fund SMSF Fund inactive  
or discontinued

How to link a Self-Managed Super Fund (Australian Retirement Trust 
clearing house only)
When you link a Self-Managed Super Fund (SMSF) you will be required to enter the super fund’s ABN. 
You will also be required to enter the bank details, Electronic Service Address (ESA) and email address 
of the fund. 

Once the fund details have been confirmed, the fund will be linked and will be available in your list of 
linked funds to use straight away.
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How to edit a Fund (Australian Retirement Trust clearing house only)
You can edit a fund by clicking on the pencil icon next to the fund you would like to edit. 
The following fund details can be added or edited:

APRA fund
   Fund Employer Number (FEN) 

SMSF
  Fund name,
  Electronic Service Address (ESA),
  payment details,
  address details,
  email address, and
  contact details

 Reports
In this section, you can generate a Member Superannuation Report which is a per employee 
breakdown and will contain:
  member name,
  member number,
  employer name,
  fund name,
  submitted date, and
  contribution details.

How to generate a Member Superannuation Report
To obtain a Member Superannuation Report:
 1.  Enter a date range and click Generate report. The report date range refers to the date the 

contribution was submitted, not the contribution period. 
   Note: if you require a report for a specific employee, then complete the Surname, Given name 

or Date of birth fields. 
 2.  Once your report has generated it will appear in your report history table. 
 3.  You can download the report as a .pdf document or delete it if it’s no longer needed.
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Example of a Member Superannuation Report – Generated from the Reports section

Employer Online

How to generate the Submitted Contribution Grid Report
The Submitted Contribution Grid Report displays contributions per fund and is available from 
the Dashboard. A Submitted Contribution Report can be generated by clicking on a completed 
contribution grid and then clicking the Download report button. The report will contain:
  contribution period,
  submitted date,
  employer name,
  fund name,
  member number,
  member name,
  DOB, and
  contribution details. 
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Example of a Submitted Contribution Grid Report 

Employer Online

EXPAND-ARROWS-ALT Super Fund Onboarding (SFO)

How to use SFO?
Super Fund Onboarding (SFO) is a digital tool designed to streamline the employee super onboarding 
process for employers. It's a time-saving tool created by Beam - part of Australian Retirement Trust.

You can find the SFO user guide for employers here. And for employees, you can find the user  
guide here.

 Logging off
Once you have finished your Employer Online session please ensure you Log off, to avoid unauthorised 
use.

Important information:
 If you are inactive for 20 minutes your session will time out and you will be redirected to 
the Australian Retirement Trust website.

 Support
If you need help using Employer Online, please contact us online or call 13 11 84 between the hours  
of 8:00am – 6:30pm (AEST) Monday to Friday.

https://cdn.australianretirementtrust.com.au/library/media/pdfs/employer/sfo-employer-user-guide
https://cdn.australianretirementtrust.com.au/library/media/pdfs/employer/sfo-employee-user-guide
https://www.australianretirementtrust.com.au/contact-us
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