GOVERNMENT OF
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Employer Online upgrade —user
guide to system changes

1. Adding a new user

Any employee with Administrator access in Employer Online can add a new user. To do this, log into
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Employer Online, then go to Maintenance -> maintain users.
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A list of your agency’s current users will appear. Click the ‘Add’ button at the bottom of the list.
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You will then need to complete the new user’s details.
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Please note, administrators cannot set passwords for other users. All users need to create their own
password.
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Once you have completed the fields, click ‘Save’. (A fax number is not required.)
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An email is then sent to the new user to allow them to set their password. This may take a few minutes. The
user will need to click the link in this email to set their password.

Please note, the email doesn’t contain the user ID, so you will need to provide that to the new user
separately.

o r..—i'i,-k.—.au-.e ol e S L= e Som FrilShae 2

o Tt R SR 1 G e (i

Dieas PENNY PAYROLL,

Yow've been segimered Fee aedeii 1o GESE Empleyes Onlise iavice.

T set up vour password, please click e Bnk below and follow e Barectons

hitps LOMDCVEPTSWE gesb tat‘emplovey Revet Pyssword From Link id =DES19TR1. 14E-STED-BACA | E1IF2043455

Plrase notre, s vour remeonsdbility be protedt vour pa feom bring knonn 80 2 thind paty. For thin reaion, we rnoommend that you chasge yous pariwesd ofim
Foe mone help with Esployer Osline, please pontat your Koy Actesat Manager o e-mad panrell pracad Bieib com as
Kind regards,

The Paywall General team 3t GESB

GESHE ABN 43 418 392 917 PO Bex J755, Pek WA 6842

Discluirses this esad s coments inclodisg any URL lisks, any infeemution contmned in lisk destmations, ind iy sitscheeses e confideminl, sy contin copysight informnion, snd e imended foe the wie of the nddeeiser oaly. [ vou seosive thay
emall n emer, please delete it feom your symem mmedianely, desirey any printed copbes anad ot fy ws through the galine fomm in the Conac us section of ous webaiie or by calling us oa 13 43 72

1§ vou are mot the intended addressee. 1muenospumrud ouwonmn-duemu infermation in the email, URL links, Tk desiinazions, on aitachmvenis. Do mot peply to this email as this address is used to delfiver emadls ooy If vou meed assisance,
Feane call our Member Services Cenire on 13 43 T2, We believe that the i c-mluan com mcdlnlhum'.....u carmect. brwpwammv lgmmu :u|h.=ofm=n ar compleimess. Nothing in this emadl constituter professional advice. We do not accept aay
Gability whatsenow B connection with this mal or 4 computer vine, dats prion, deday, i F acorss of i your accoust, This oo should nof b rrmenved

! 'n-vlmlﬂ-liﬁl!a

EES




After clicking the link in the email, the user will be taken to the reset password screen.
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The user will need to enter their chosen password twice and click ‘Save’. They will then receive confirmation
that their password has been saved.
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Next, the user will need to click the ‘Login’ button to go to the login area and enter their new password to log
in.
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The first time a new user logs in, they will see the ‘Terms and conditions of use for Employer Online’.
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Before accessing the system, they will need acknowledge that they have read, understood and agreed to the
terms and conditions, by clicking the ‘Accept’ button.

Please note, the link to reset a password is only valid for 30 minutes. If the user clicks this link after 30
minutes, they will see the message below.
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If the link has expired, the new user can follow the instructions in the next section to reset their password.



2. Resetting your password
If you have forgotten your password or would like to change it, you can do this from the login area. Enter your
employer number and user ID and click ‘Reset password’.
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The Reset password screen will appear, confirming the employer ID and user ID. Click ‘Reset Password’.
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This message will then appear:
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An email is then sent to your registered email address. This may take a few minutes. Please click the link in
this email to reset your password.
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After clicking the link in your email, you will see the Reset password screen. Please enter your new password
twice. A red login button will then appear, so you can log into Employer Online.
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The foliowing information message(s) were produced
© Your password has been successtully changed

You will then be taken to the login area, where you can use your new password to log in.




3. Removing a user
If a user is no longer employed at your agency, or no longer needs access to Employer Online, they can be
removed by anyone with Administrator access.

Log into Employer Online and go to Maintenance -> maintain users.
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A list of your agency’s users will appear. Click the user ID of the person you wish to remove, and their details
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Click ‘Delete’.

A message appears to confirm whether you wish to remove the user.
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Click ‘OK’.

The list of users will re-appear, but without the user you have just deleted.



4. Choice of Super contribution errors (rejections)

Currently, if a Choice of Super fund (Choice Fund) rejects a super contribution and returns it to the employer,
an email is sent to the employer with the subject ‘QuickSuper Remittance Advice’. The bank reference is
included in the email, which can be used to search the details on the Choice Payment Status page of
Employer Online.

send e

Subject | QuickSuper Remittance Advice - DEPARTMENT FOR *+sssvsssssssassasunans

0 &3

Dear Sir/Madam,

Email From: QUICKSUPER

Date: 10-AUG-20

We have today processed a remittance in your favour and the details are as follows:

Account Number Credited: xocxo o018
Bank Reference: QSUPER2ZTS2"*****

Total Remittance Amount: 299.11

The credit to your acoount represents money that your organisation requested to be paid to a fund but has been either cancelled or was unable to be paid to the other party.

To view the details of the employee contributions that have NOT been paid to the requested fund and have been credited back to your bank account, please logon to Employer Online.
Navigate to the Choice Payment Status page.

Search using the Bank Reference from this email.

Click on the Details link,
You may be required to hover over the Reason column to see the Rejection Reason.
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After Employer Online is upgraded, you will instead receive an alert email to let you know that you have errors
and/or warnings that you need to review and action. This email will no longer include details of the bank
reference.
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You will also see a warning message on the Contribution periods page of Employer Online.
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To resolve these messages, go to the ‘Choice payment status’ page. If you have already received the
returned funds, you can search using the payment reference on the bank statement in the usual way. You will
also be able to identify the warnings and errors by using the ‘Show warnings and errors only’ tick box.

Choice Payment Status

Please note that the Payment Reference field will hold either the cheque number for the payment or the reference
number that appears on a bank statement for Direct Debits or EFT payments

Date Submitted From: i Date Submitted i
To:

Status Date From: iz Status Date To: iz

Surname: Given Name:

Choice Reference: Fund Name:

Payment Reference:

Show warnings and errors
only:




A list of the contributions with warnings or errors will then be provided.
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For contributions that have been returned to you by the fund, the status will show as ‘Employer credited’. You
can then follow your usual process for returned contributions.



5. Choice contribution warnings
If the status shows a warning, it means that there was an error with the information provided but the super

fund has been able to allocate the contribution. For example, the wrong USI was provided to a fund with
multiple USls.

Click the ‘Details’ link to see information on the warning.

Choice Payment Status History

Submitted 6/4/2020 Paid to Fund Name:

Name ABN:

Ext Employee ID: - usl: -
Amount: 17.44

Period From: 11172020

Period To: 14/1/2020

Group Contributions:

Payments will be made in accordance with the details provided by the fund to the ATO

Status

Date Status Description Amount Bank Reference

SUPER.GEN.CNTRBTN.11 — Contribution processed
however incorrect US| provided. See detailed description

for correct USI.
7/14/2020 Warning 17.44
Detailed Description

We have successfully processed your Gontribution to
corrected USI *

Fund

i Employer
71412020 (orien 174 I
6/4/2020 Layment oo ibutions 17.44
Requested
61412020 REAW 0 o onibutions 17.44
Process

The detailed description for this member reveals that the USI was incorrect, but the contribution could be
processed. It also provides the correct USI to be used for future contributions for this employee. To prevent
this warning showing again, update this employee’s super fund USI information in your payroll system and/or
Employer Online before the next contribution file is submitted.

If you need help with using Employer Online, please contact our Payroll General team on
payrollgeneral@gesb.com.au.
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