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Creating a contractor in Employer Online 
 

First log into Employer online with the specific employer code – this example used WA police 300000. 

1. Under Contributions on the left-hand side, select the submissions drop-down. This will bring up the 

“Contribution periods” window. 

 

2. From the “Contribution periods” window, select the New period button 

 

  



 

 

3. The “Create new period” window will appear. Click the Cancel button to bring up the grid  

o Note: Clicking the OK button will ask you to upload a contribution file 

  

 

4. Once the contribution grid appears, click the New employee button along the top to load the “Employee 

search” window 

 

  



 

 

5. On the “Employee search” window, click the New employee button if you’re adding in a contractor for the 

first time.  

o Note: If you’re searching for a contractor that was previously added into the system, you’ll just 

need to enter their details and click the SEARCH button.  

 

  



 

 

6. From the “Fund search” window, click the Choose link to select the relevant super fund that the contractor 

is going to have their contribution paid to from the list or search for the fund using the search functionality. 

 

 

7. Once you’ve selected the super fund to receive the contributions, the “New Employee Details” window will 

appear 

  



 

 

8. Enter in the relevant details for the contractor before clicking the Ok button to return the contribution grid 

 

 

9. Once back on the contribution grid, you will now see the contractor added with the option to allocate 

contributions to 

o Note: the member will only be added the Employer Online database only once a contribution has 

been paid  

 

 

  



 

 

Searching for a contractor in Employer Online 
 

• Repeat steps 1-4 from the Creating a contractor in Employer Online section above 

• Instead of clicking the New employee button, this time to search for a contractor already added to the 

Employer Online database, you will just need to enter in the Family name and Given names search fields, 

before clicking the SEARCH button 

 

  



 

 

• From the search results, click the select link to choose the appropriate contractor and to load the “Found 

Members” window 

 



 

 

• From the “Found Members” window, click the select link to choose the applicable membership to pay 

contributions towards 

 

• This will then take you back to the contribution grid to proceed with the allocation of contributions, like in 

step 9 from the Creating a contractor in Employer Online section above 

 

 

 

 

 


