Schemes and Categories SuperChoice @

Employers are able to group employees with shared characteristics into specific superannuation-related
schemes (or insurance plans). After a scheme is created in the Portal, a custodian can link an employer
to the scheme, and then the employer can link their employees to the correct category within the scheme.

A scheme’s product must exist in the Portal before the scheme can be created. Each scheme must
have at least one category and one linked employer.

Schemes are maintained in the Portal via the Scheme Maintenance function.

View and filter schemes

_ ) ) Maintenance
o On the Dashboard view, on the Maintenance panel, click

the Employer and User Details button. Y

)
9 On the sidebar, click Scheme Maintenance. :

E Employer Maintenance

-9 Scheme Maintenance 2

To display a list of all the available schemes, click the
Search button.

The Schemes screen displays.

If there is a large list of schemes, use the top panel to filter the list. For example, type part of
the description in the Scheme Description field, and then click Search.

£ FILTER SCHEMES

Scheme Description Scheme Code Scheme Product Scheme Status

- [

Select Scheme Product  w Active -
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o Locate the scheme that you want to view, and then click the pencil icon next to the adjacent

Scheme Status.

it FILTER SCHEMES

Scheme Description Scheme Code Scheme Product

Select Scheme Product

[ (] o

£if SELECT FROM LIST OF AVAILABLE SCHEMES

Scheme Description + Scheme Code + Scheme Product
SCHEME DESC 123 CODEZ020202020202 264691 TTEI9001
UNIQUEDESC CODEUNIQUE 264691T7T699001

Scheme Status

- Active -

+ Scheme Status

Active #
Active #
Artive r

The Scheme Details screen and tabs displays. From here you can edit a scheme by adding
categories and linking the scheme to employers.

Scheme Maintenance / SCHEME DESC 123

Scheme Details  CategoryDetails  Link Employer Details

Scheme Description
Scheme Details SCHEME DESC 123

Please complete the basic scheme details
Scheme Product

Yates Superannuation Fund

ﬂ

Scheme Code

CODE2020202020202

Scheme Status

Active -

Contact us: 1300 659 456

services@superchoice.com.au

WwWWw.superchoiceservices.com

SuperChoice @

Page 2 of 8



Schemes and Categories SuperChoice @

Scheme Details tabs

Each of the tabs on the Scheme Details screen are described below.

Scheme Details

This tab shows the selected scheme’s details, which include:

SCHEME DESC 123

® Scheme Description and Scheme Code m..., e

Scheme Description Scheme Code

® Product the scheme is related to ff‘_‘;’f_"_-‘_”ﬁ‘_E’I‘_“j*_
(a scheme can be related to only one shemepi e s
product) SN

® Scheme Status (Active or Inactive)

Category Details

Categories define characteristics shared by grouped employers. This tab contains the details of
categories that have been defined for the scheme:

SCHEME DESC 123

. Category Descrlptlon Scheme Details LinkEmpleye:Deuils
® Category Code Categories e
cheme Description CODE TEST Active r

® Status

A scheme can have one or more categories. Add Category
You can also use the Add Category button on =]
this tab to create categories.
Link Employer Details
The Link Employer Details tab displays —
employer(s) that are linked to this scheme. B “"'”’m"

Current linked employers

On this tab you can also link additional Lk Emplover e
emp|0yeI‘S by USing the L|nk Employer button. SRR e DR KILDARE FOOT SPECIALIST (ABN: 123456789006 8
In addition you can create an employer by DRDOLTILEVETINARY CETRE (A 456008 -
clicking the Create Employer button. R —— o ¢
The Create Employer function is also available [ unkempiopr | crmempioe |

via the Employer Maintenance function.

® Current Linked Employers
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Create a scheme

When creating a scheme, you must also create/add at least one category and one linked employer.

A new scheme can only be saved when it has a category and a linked employer.

Add a new scheme Maintenance

On the Dashboard view, on the Maintenance panel, click 7
the Employer and User Details button.

e On the sidebar, click Scheme Maintenance.

The Schemes screen displays.

fif FILTER SCHEMES

Scheme Product Scheme Status

Scheme Description Scheme Code

Select Scheme Product « Active

SuperChoice @

Scheme Maintenance 2

e Click the Add Scheme button.
The Scheme Details screen and tab displays.
All fields on this tab are mandatory.

Add Scheme

Scheme Details  CategoryDetails  Link Employer Details

Scheme Description ° Scheme Code

Scheme Product Scheme Status

Scheme Details

Please complete the basic scheme
details

Select Scheme Product w Active

‘ Save Cancel
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Type a brief Scheme Description (up to 100 characters), and type the Scheme Code.

From the Scheme Product list, select the product that the scheme will be related to.

For Scheme Status, accept the default of Active.

Otherwise, if you want to make the scheme active at a later date, select Inactive.

Click the Next button to proceed to the Category Details tab.

4
5
6
7

When you make a change on a tab, an asterisk will display to the right of the tab’s name to
indicate there are unsaved changes.

Add Scheme

Scheme Details * Category Details Link Employer Details

Current Categories

Categories

Please create the categories for this
scheme Category Name Category Code Status

o Add Category

Add a category

0 Click the Add Category button.
The Create a Category popup displays.

Create a Category

Type the category’s Name and Code.

Please provide the details of the category you are adding to the selected scheme

Status  Active -

Otherwise, if you want to make the
category active at a later date,

select Inactive. n
Cancel

Name
@ For Status, accept the default of Active. O con
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0 Click the OK button.
The popup closes and you are returned to the Category Details tab.

@ Click the Next button to proceed to the Link Employer Details tab.

Add Scheme

Scheme Details * Category Details * Link Employer Details

Current linked employers
Link Employer

This section allows you to manage the
employers linked to the selected

scheme @

Employer

No data available in table

E Cancel

Link an employer to the scheme
@ If the employer record already exists, click the Link Employer button.
The Link an employer popup displays.
nk an employer

Move the employers you wish to link with this scheme to the Linked Employers list

Available Employers Selected Employers

3 Mo selected aprions

n e

If the employer does not exist, click the Create Employer button to add the employer, and then
return to the tab. For details on how to create an employer, see the Updating Employer Details
quick reference guide.
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@ From the list on the left, locate an employer that you want to link. Select them and then click the

] button to move them to the right into the Selected Employers list. Repeat this for each
employer.

You can filter this list by typing all or part of the employer name in the Available Employers
field. Alternatively browse the list by clicking the page number or scroll buttons at the bottom.

Tip: To select multiple employers, press and hold the Ctrl key while clicking each one.

@ Click the OK button.

The popup closes and you are returned to the Link Employer Details tab.

Add Scheme

Scheme Details " Category Details * Link Employer Details ™

Current linked employers
Link Employer
This section allows you to manage the Employer
employers linked to the selected ~
. CINEMA TREATS & CO (ABN: 123456789004) o
scheme

CINEMA BIRD (ABN: 123456789008) &

@ Link Employer Create Employer
m Discard Changes

@ After you have completed all of the tabs, click the Save button.

The portal takes a moment to build the scheme and

associated categories, and then displays a confirmation  Scheme saved successfully ®
message in the bottom right corner of your screen.

Contact us: 1300 659 456 services@superchoice.com.au WwWWw.superchoiceservices.com Page 7 of 8




Schemes and Categories SuperChoice @

Link an employer to a scheme

Employers do not always have to be linked to a scheme via the Scheme Maintenance function. During
the member creation process, the Product Details tab includes an option where you can select the
relevant scheme and category the employer will be linked to.

MEMBER MANAGEMENT

Member Details Contact Details Employment Employer Details

Product Details

Scheme Name Choice Product

Salect Scheme Name

BYRN

Select Category Description

BYRN_MW

Employer Details

Search Employer Name
X7 Company Pty Ltd [ABN:30043234567 7 XYZ Company Pty Ltd i
ABN Fund Employer No.
30043234567 L7 o

Cancel

© 2021 SuperChoice Services Pty Limited. All rights reserved. ABN 78 109 509 739
SuperChoice Services Pty Limited (ACN 109 509 739), Authorised Representative (Number 336522) of PayClear Services Pty Limited (ACN 124
852 320) holder of Australian Financial Services Licence Number 314357.

Contact us: 1300 659 456 services@superchoice.com.au WwWWw.superchoiceservices.com Page 8 of 8




	View and filter schemes
	Scheme Details tabs
	Scheme Details
	Category Details
	Link Employer Details

	Create a scheme
	Add a new scheme
	Add a category
	Link an employer to the scheme

	Link an employer to a scheme

