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Submitting contributions
Introduction
The contribution menu has four options for submitting 
your data:
	• Upload a bulk contribution file – use this option if you are going to 

upload a file extracted from your payroll system (in SAFF file format) 
or if you use a custom file with CFS. 

	• Add contribution – use this option to create an empty contribution 
table with your current employees in it. The amounts will be blank 
ready for you to enter the right information.

	• Reuse submission – use this option if your employees have 
similar contributions each cycle. Changes can be made to 
amounts before submission.

	• Resume submission – use this option when you have loaded 
a contribution file however have not submitted the file. 

The contribution menu also offers the Submission history option 
which will let you view files which have been uploaded, and the status 
of the files. You can filter, search and sort by various data elements.  

Upload a contribution from a file

1	 From the Contributions 
menu, select Upload bulk 
contribution file.

2	 Define the dates that 
are applied to your 
contribution file:

	• Use specific dates option 
allows you to manually 
specify a Period Start 
and Period End date.

	• Use dates in File 
(default option) to use 
the dates that are present 
in the contributions file 
you are uploading. 

	• If you have multiple 
employers with the group 
and use different file 
formats you will be shown 
this page and will need 
to select Use Specified 
format and choose the 
upload format from the 
drop-down menu.
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3	 Click Select file to upload. 
4	 Navigate to where you’ve 

saved your contribution file 
and click Open.

5	 Click Next to upload your file.
6	 If there are no errors in 

your file, you will proceed 
straight to the Summary 
and submit screen.

Employer matching exceptions
If the file you are uploading includes any lines 
where the employer ABN differs from the 
registered FirstChoice Employer Super Clearing 
House employer ABN you are logged in for, it will 
present an Employer Matching Exception.

If prompted, it is important you select the 
correct employer as this selection will override 
the employer details in the file upload.

Note: This can occur if you process super 
contributions for more than one employer. 
Please check you have used the correct 
employer login details before proceeding.

1	 In the Employer Matching Exceptions tab, 
click on the X icon next to the exception to 
expand the window.

2	 To expand the exception and show the available 
options, click the expandable arrow to the right 
of the exception. The orange icons are a visual 
cue that there are exceptions.

3	 If you are certain you want to change the 
employer recorded, select the correct employer 
from the Pick an employer drop-down list.

4	 Correct each employer exception or click 
Apply to All to apply the same employer to 
all exceptions and click Confirm to continue.

Member matching exceptions
When you load a contribution file to FirstChoice 
Employer Super Clearing House Super Clearing 
House, the system may find a possible 
match between ‘your uploaded data’ file with 
an existing employee record found in the 
database. If a member matching exception 
is generated, you’ll need to check and confirm 
the employee’s information.

Member matching exceptions occur when:

	• The database cannot create a member 
record based on the information in a file upload

	• There is a possible match with an existing 
member record, i.e., a file may not contain the 
complete details for a member’s Self-Managed 
Super Fund.

Possible employee match
In this example the payroll number in 
‘Your uploaded data’ file is different to the payroll 
number recorded in the ‘Existing employee(s) we 
have found’ in the database file. You will need to 
determine if the possible employee match is an 
actual match and then reject or confirm the match:

To reject the match:

	• Select the file record under Your uploaded data 
which contains the new employee information 
from the file.

	• Click Create New Employee.

To confirm the match:

	• Select the database record under 
Existing employee(s) we have found.
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Key data change
Your options to correct a key data change include:

	• Use the details in the new upload by clicking the 
Update Existing Member button

	• Use the details previously uploaded by selecting 
Use historic details and then clicking the Ignore 
Changes button that becomes available.

	• Remove the comparison to the existing 
employee by clicking Wrong Employee.

Note: If you have selected the database employee and then decide that this employee is not the same as the 
file, click the Wrong Employee button to take you back to the previous screen.

Continue working through each exception so that your contribution file can progress towards submission.

Accept or ignore the employee changes in the uploaded file:

To accept the changes and update the 
employee’s details:

	• Select the Use file details radio button.
	• Click Update Existing Member.

To ignore the changes:

	• Select the Use historic details radio button.
	• Click Ignore Changes.

Validation issues
FirstChoice Employer Super Clearing House 
validates your employee’s data to make sure we 
have the right information. You will be prompted 
to correct the issues in the Validation Issues tab. 
There are three types of validation issues.

	• Warnings – May be ignored but should be 
checked for updates. 

	• Errors – Must be fixed, and
	• Information – should be checked for updates.

Validation Issues are the error messages that 
relate to Member, Employment, Contribution, 
Employer or Fund data.

The icons and number counts will change as you 
resolve the Validation Issues. Once a validation 
issue has been resolved, FirstChoice Employer 
Super Clearing House Super Clearing House 
validates the data in real time and removes it 
from the screen.

There are three ways to review and correct 
validation issues in FirstChoice Employer 
Super Clearing House Super Clearing House:

	• The Validation Issues page
	• The Contribution Grid
	• The Download feature to create a .csv file.

Validation issues screen

The Validation Issues page displays a count of the 
errors and warnings that are present and the reason 
for the failure:

	• Errors – the submitter will not be permitted 
to submit a file with error validations. Errors 
must be corrected within the source payroll 
system and in FirstChoice Employer Super 
Clearing House Super Clearing House before 
you submit a file.

	• Warnings – the submitter will be permitted 
to submit a file with warning validations.

Compare the data in the Details you have supplied 
in the file view to the data in Existing details we 
have from previous files. The field or fields that 
differ are highlighted.
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If there are any validation issues with your file 
upload, the Validation Issues page will display 
showing the number of issues to be resolved. 
All lines entered are validated to ensure that 
the data is correct. If a rule or rules are not met, 
Validation Issues are triggered.

1	 In the Validation Issues tab, note the Errors/
Warnings/Information indicators that display 
if there are issues to be resolved.

2	 Under each listed member, click the rows with 
errors to expand the details. Once expanded, 
fields with errors will display with a red border.

3	 Hover your mouse over the error to reveal the 
validation rule then make the required changes 
to resolve it.

4	 Once you’ve changed a field, navigate 
away from the field (click outside the field) 
to revalidate the data entered.

5	 Once all messages have been cleared, 
click Next to proceed to Summary and submit.

Summary and submit
Once all exceptions and validation issues have 
been resolved, you can proceed to the Summary 
and Submit screen. If payment method is:

	• Direct Debit – Confirm the details on the 
summary screen are correct.

	• Direct Credit – Take note of the Payment 
Reference Number and the account details 
to make payment to. Make sure you enter 
the payment reference number (PRN) in the 
reference field when you make payment for 
your contribution. This will ensure that the 
money can be matched.

	• Click Confirm and Send to submit the 
contribution.

Add a contribution
Add an adhoc contribution

You may add an adhoc contribution to single/multiple employees across one or multiple 
employers. To add an adhoc contribution, please complete the following steps:

1	 From the Contributions 
menu, select Add Adhoc 
contribution
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3	 Click Add Member.

4	 Search for the member 
in Member Lookup and 
click Save.

2	 Enter the Start and Period 
End dates and click Next.
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7	 Click Confirm and Send.

6	 Check the amount and 
payment summary details 
are correct. 
If payment method is:

a	 Direct Debit – Confirm the 
details on the summary 
screen are correct.

b	 Direct Credit – Take note 
of the Payment Reference 
Number and the account 
details to make payment 
to. Make sure you enter the 
payment reference number 
(PRN) in the reference field 
when you make payment for 
your contribution. This will 
ensure that the money can 
be matched.
*You can create your own 
payment reference number. 
In the payment reference 
section click on the question 
mark to view the rules of 
creating your own payment 
reference number.

5	 Enter the amount for 
contribution type. If you 
wish to add more members, 
repeat steps 3-5. Click Next.
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2	 Enter the Start and 
Period End dates and 
enter a New Filename 
for the contributions.

Manually key a contribution

1	 From the 
Contributions menu, 
select Add contribution.

3	 Click Next to proceed to 
the Review screen. 
 

4	 Select the Contribution 
tab and search to find the 
member/s you wish to add 
a contribution for.

5	 For each member, enter the 
contribution amounts in the 
relevant column, using the 
below table as a guide for 
the column options.
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6	 Any warning/errors will 
appear on this page. If you 
have members with error’s 
and there is no contribution 
to be made you can delete 
them from the grid by 
clicking on the rubbish 
bin. Once warnings/errors 
have been resolved and 
the relevant contribution 
amounts have been added, 
to continue, click Next 
to proceed to Summary 
and Submit.

Note: On the summary and submit screen you will see total 
member count that was selected on the grid that you may or 
may not have made contributions or made updates for.

If payment method is:

	• Direct Debit – Confirm the details on the summary screen 
are correct.

	• Direct Credit – Take note of the Payment Reference Number 
and the account details to make payment to. Make sure you 
enter the payment reference number (PRN) in the reference field 
when you make payment for your contribution. This will ensure 
that the money can be matched.

*You can create your own payment reference number. In the 
payment reference section click on the question mark to view 
the rules of creating your own payment reference number. 

7	 Click Confirm and Send 
to submit the contribution.
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Reuse submission
Reuse submission can be used if your employees have similar contributions each cycle, 
it allows you to select from your previously submitted contributions and replicate it for 
your current submission.

Changes can be made to the contribution amounts before submission.

1	 From the 
Contributions menu, 
select Reuse submission.

2	 Select the contribution you 
want to replicate from the 
available list and enter a 
new file name.

3	 Click Next to proceed 
with the contribution as 
described in Manually 
key a contribution.

Resume submission  
Resume submission can be used when a contribution file has been loaded however not submitted. 

To Resume submission:

1	 From the dashboard click on 
Resume submission.
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4	 Take note of the payment 
reference number if you pay 
via direct credit. Then click 
on confirm and send.

Submission History
The submission history screen has several filter options. This is the go-to screen to check on the status of 
your contribution files and their submission status.

1	 From the 
Contributions menu, 
select Submission history.

2	 You will be taken to the 
history page where you 
can view submissions and 
perform actions like view 
detailed information, re-use 
the file, cancel submissions, 
download file and validate 
the file.

2	 Click on the File Name.

3	 Review the submission 
then click next.
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More information
For further assistance, access the User Reference Guide in the clearing house portal. 

Contact 
FirstChoice Employer Super Services on 1300 654 666, 8:30am — 6pm AEST Monday to Friday.

Important information
The super clearing house is provided by SuperChoice Services Pty Limited (ABN 78 109 509 739), Authorised Representative (Number 336522) of PayClear Services 
Pty Limited (ABN 93 124 852 320) holder of Australian Financial Services Licence Number 314357. The SuperChoice Combined Financial Services Guide and Product 
Disclosure Statement (PDS) is provided at the time of registration. You should consider the PDS before deciding to accept any offer made by PayClear Services to issue 
the product.
Avanteos Investments Limited ABN 20 096 259 979, AFSL 245531 (AIL, we, our, us) is the issuer of FirstChoice Employer Super offered from the Colonial First State 
FirstChoice Superannuation Trust ABN 26 458 298 557.
This document has been prepared by AIL and may include general advice but does not consider your individual objectives, financial situation, needs or tax circumstances. 
You can find the target market determinations (TMD) for our financial products at www.cfs.com.au/tmd, which include a description of who a financial product might suit. 
You should read the relevant Product Disclosure Statement (PDS) and Financial Services Guide (FSG) carefully, assess whether the information is appropriate for you, 
and consider talking to a financial adviser before making an investment decision. You can get the PDS and FSG at www.cfs.com.au or by calling us on 1300 654 666.
30816/FS8583/0425

https://www.cfs.com.au/personal/products/target-market-determinations
https://www.cfs.com.au/

