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Introduction

This document explains how participating organisations submit contribution returns via
the portal. It also covers adding new participants, adding existing participants, importing
returns, and adjusting returns.

Submitting returns

Participating organisations can view and edit pending returns on the portal and add new
participants. New returns appear in the “Pending Return” section on the main dashboard.
Organisations click the return ID to access and edit it for that period.
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On the return contribution screen, organisations can edit or commit the return for the
period. They can view all information related to the return period, participants, and levy
rates. Pending returns are accessible via the return tab on the left navigation or the
correspondence tab, which holds a generated email from the scheme.

Pending Retums

Pay with EFT
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When the organisation opens the return, it is usually generated with pre-filled information
for active participants for the current period. The organisation clicks edit return to access
the Return View page, where it can adjust pre-filled information or add new and existing
participants to the return period.
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In the return view, the organisation can edit the FTE, terminate participants, and add notes
to participants for reference. Organisations can also bulk select and terminate participants
using the bulk action button.
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Once the organisation is satisfied with the changes, they can click the close button to save
and commit the return. This completes the return for this period and records the
information.
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Adding participants

The organisation can add participants via the returns using the “Add Participant” button.
The organisation can add participants who are completely new to the fund and require

verification by the fund, existing fund members, and returning participants who have
previously been with the organisation.
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When adding new participants via the returns, the organisation must complete all
mandatory fields marked with a red asterisk. These include start date with the

organisation, date ordained, FTE, first name, surname, date of birth, mobile number,
email, and contact address.
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Add Pasticipani
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The organisation can also add participants who are registered with the fund by clicking
the registered participant section and continuing with the process.
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Afterwards, the organisation can look up participants using the registration number and
date of birth. The matching participant details will appear, and the organisation can enter
the latest participant information and add them to the return.
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Add Partcipant
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Lastly, the organisation can add returning participants. After clicking the returning

participant button, the system automatically populates returning participants linked to the
organisation, searchable by name or registration number.
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Add Participant

Add Returning Participant

The organisation must update the participant's information and FTE, which will be used

for future returns. After entering all data, the organisation can commit the return for the
period with the new participants.

Return Export/Import

Organisations with multiple participants to update during a return period can use the
return export/import feature in the return view. This feature allows the organisation to

complete bulk actions for participants, such as adding new participants or terminating
existing ones.

Returns: Periodic (Oct 2025 - Dec 2025) (R1098035)

The export/import feature generates an Excel sheet for bulk updating participants. The
organisation can re-upload the sheet to update information for multiple participants in the
system. For scheme-specific information, the organisation can download step-by-step
instructions from the portal by clicking the hyperlink listed on the export/import page.
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The contribution sheet displays information about the participants in the current return
period. The organisation can then adjust the FTE, termination date, termination reason,
and comments. The termination reason code can be found in the portal.

Insen Draw Page Liyaut Farmulas Data Review  \Wiew Automate Help

il Fartidpant ID  Title First Name Middle Names  Last Mame Dwbe OF Birth Ciste Ordained | Date Reason Comement
63417 100 04010025
54972

Organisation must input information on
termination date, reason cedes (found in
portal) and comments

Contributions

Hew Farticipants References

CF Display Settings

In the new participants sheet, the organisation can enter bulk information for participants
it wants to add to the organisation via returns. Adding new participants requires all
mandatory fields, such as first name, last name, date of birth, start date, date ordained,
FTE, mobile number, and address.
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On the portal, the export/import function updates the return period based on the
uploaded Excel file. The organisation can review changes and confirm that the relevant
participant has been correctly terminated. After finalising changes, the organisation can
commit the import file to the return.
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If the organisation has concerns about the changes, it can discard the import using the
top right button and discard the Excel file to start over. When the file is committed to the
return, the organisation can follow the same procedure to commit the return for the
period.
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Adjusting returns

If a participating organisation wants to change information on a committed return for a
period, it must contact the scheme to request that the return be reopened for adjustment.
The participating organisation can find the scheme’s contact information within the portal
by navigating to the contact tab in the menu.

Contact Us

© Dosremaes

) 3267 202

Suite 392, Level 3, 32 Castlorsagh Streot
SYDMEY NSW 2000

Suita 502, Level 5, 123 Castloreagh Straat
SYDMEY NSW 2000

Once the participating organisation contacts the scheme to reopen a committed return
period for adjustment, the organisation can navigate to the relevant return from the
dashboard and take ownership of the open return for readjustment.
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Once the participating organisation owns the recently opened return, it can adjust FTE,
add new participants, and terminate participants. The organisation can follow the same
procedures mentioned above to make the relevant adjustments.
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Once the adjustment has been completed, the organisation must recommit the return by
following the same procedure. Once committed, the periodic return status will change
from open to committed.
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