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3. Uploading your File 

The EmployerPay Portal enables you to upload superannuation contribution files exported from your 

payroll system.  These files can be the ATO SAFF or a customised file. 

If you are new to the EmployerPay Portal and wish to upload a customised file, before uploading your 
first contribution file to the Portal, please contact your Administrator and ask them to organise for your 
custom files to be mapped for the Portal. For information about mapping, see The Mapping Tool quick 
reference guide. 

 

 

The first step in the process is to generate the superannuation information from your payroll 

system.  Save the generated file on your desktop or in a folder you can access easily. 

Do not open this file before uploading it – as corruption may occur. 

 

The next step is to bring this file into the Portal – by using the Upload a new contribution file 

function.  You can access this function from:  

 
 

The SuperStream panel 

 
 

The toolbar, or 

 
 

The Navigation menu. 
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3. Uploading your File 

The screen displays the process steps across the top, starting with Select Pay Cycle, as shown: 

 

 
Select one of these options to set your dates. 

• Use an existing Pay Cycle – This dropdown will list all pay cycles configured for your 
employer. 

• Use specific dates – Manually select Period Start and Period End dates. 

• Use dates in File – Select this if the contribution file contains a Period Start and Period 
End date. 

 
Click the Select File to upload button and browse for the saved file.  

 
If you are sure the date choice and file selection are correct, click Next. 

The Portal automatically begins to validate the file’s information. First it validates the employer 
ABN, then the member information. 

Employer Matching Exceptions 

If there is a mismatch between the ABN in the contribution file and the ABN you (as the logged in 
user) are registered against, you will be prompted to select the correct employer.  This will 
override the employer details in the file with those of the employer you are registered with. If there 
are no Employer Matching Exceptions, you may want to skip to Member Matching Exceptions. 

 

 
To expand the exception and show the available options, click the arrow to the right of the 
exception. 



 

 

 

Contact us: 1300 659 456 services@superchoice.com.au www.superchoiceservices.com Page 3 of 11 

 

3. Uploading your File 

 

 
Click the Pick an employer droplist to select the employer in the contribution file. 

 

 
Click the Apply to All button. 

 

The Portal asks for confirmation that you are 
identifying as the employer for all employees  
in the file.  Click the Confirm button to continue. 

 Member Matching Exceptions 

The next process validates the member information, and may take a few moments depending on 
the size of your file. Member Matching Exceptions occur when the Portal cannot create a 
member record based on the information in a contribution file, or if there is a possible match with 
a similar existing member record. If there are no Member Matching Exceptions, you may want to 
skip to Validation Issues. 

 

 
Common member issues are flagged with these green icons: 

 

   Warning – for example, there is a key data change or a possible employee match. 

   Error – for example, there is an incorrect USI. 
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3. Uploading your File 

Member Matching Exceptions are listed, with options for dealing with them available on each row. 

 

Correct a key data change 

 

Click the arrow to the right of a key data change exception to see the details and the resolution 
options. 

In the example below, the data in the upload differs from the data previously provided. Your 
options to correct the data 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. 

 
 

Remove the new employee entry from the upload by clicking Remove. 
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3. Uploading your File 

 
 

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

submission. 
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3. Uploading your File 

Correct an incorrect USI 

 

Click the arrow to the right of an error (eg incorrect USI) to see the details and the resolution 
options. 

In the example below, the data in the upload contains an incorrect USI.  Your options to correct 
the data include: 

 
 

Indicate this is a Fund and select the correct fund details from the droplist. 

 
 

Indicate this should be a SMSF and either select an existing SMSF or create the details 
using the Create SMSF button (which displays when SMSF is selected). 

 
 

Remove the entry from the upload by clicking Remove. 

 Click Save to save your change and return to the list of exceptions. 

 

Continue working through each exception, so your contribution file can progress towards 

submission. 
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3. Uploading your File 

Correct a possible employee match 

 

Click the arrow to the right of a possible employee match exception to see the details and the 
resolution options. 

In the final example below, the data in the upload contains very similar information to another 
employee in the Portal (from a previous upload).  Depending on the employee information, you 
can take one of the following actions: 

 
 

Correct the employee’s information from the upload by directly typing over the 
information in the fields under Your uploaded data.  For example, you may need to 
correct or adjust the Payroll No. or TFN. 

 
 

Add a new employee to the Portal by clicking anywhere in the first row to use the 
information in the upload, and then clicking the Create New Employee button that 
displays. 

 
 

Keep the information in the Portal and disregard the information in the upload by 
clicking anywhere in the second row, and then clicking the Accept button that displays. 

This action may create a key data exception. See step 10. 

 
 

Remove the entry from the upload by clicking Remove. 
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3. Uploading your File 

Validation Issues 

After all the exceptions are addressed, the Portal will progress to the Validation process where the data is 

checked for compliance with SuperStream requirements. 

 

If the validation fails, the Validation Issues page will display and show a count of the warnings and/or 

errors in the progress bar at the top of the screen. 

 
You can submit a contribution file with warning validations. 

 
You must resolve any errors as a file containing validation errors cannot be submitted.  Errors 
may be corrected either in your payroll system (and a new file generated for upload) or 
onscreen. (Errors corrected onscreen should also be corrected in your payroll system, otherwise 
they will reappear in any new files that are generated.) 

 
Information only. 

 

Click the arrow to the right of an issue to see the details. 

In the example below, the Personal $ (contribution) amount has been set to a negative value.  

This can be corrected onscreen. 

 

Hover your mouse over the field to see an explanation of the error (shown below). 

 

After correcting a field, click another field to have the edited value revalidated.  If correct, the error 
indicator will update to a green tick. 

 

After all errors are addressed, click Next. 
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3. Uploading your File 

Review 

After all the validation issues are addressed, the Portal will progress to the Review screen where you can 

review the data and if necessary, make additional updates. 

 

 

 Use the tabs to view data by type.  

 On each tab, use the Show only checkboxes to filter the rows: 

 

 Use the Search box to search for particular records.  Click 
the yellow symbol for search tips, as shown. 

 Click into a cell to edit the contents. 

Any edits will only update the data in this upload – permanent changes 
must be made in your payroll system. 

All edits are audited. To view audit details, click the iAudit icon. 

 

  



 

 

 

Contact us: 1300 659 456 services@superchoice.com.au www.superchoiceservices.com Page 10 of 11 

 

3. Uploading your File 

 

After you have completed the review, click the Next button. (This button will only enable if all 

errors are resolved so the upload can progress to submission.) 

 

Summary and Submit 

The Summary and Submit screen lists the contributions in the submission by fund. Here you can 

review the grand totals and confirm the payment summary details. 

Use the Receipt button to produce and download a receipt for the submission for your own records. 

All details of the submission will be available in the Submission History view of the Portal, 
regardless of whether you produce a receipt or not. 

 

 

 

After you have confirmed the submission and payment details, click the Confirm and Send 

button to submit the contributions. 

 

The Portal will double check your intention to submit and make payment.  Click Submit to 

confirm. 
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3. Uploading your File 

If your payment method is Direct Credit, you should make a payment to the Clearing House bank 
account. Otherwise, if your payment method is Direct Debit, the money will automatically be 
transferred out from your account. 

After your contribution file is submitted, the Portal will return you to the Submission History view. 

 

The Submission History view displays all previous submissions and their status. It also provides filtering 

functionality and Action buttons for viewing, downloading or deleting the uploaded files.  Full details on 

this view and the actions you can take within it are covered in the Submissions History quick reference 

guide.  

Alternative Submission Options 

On the Dashboard view, the SuperStream panel has three other options for submitting contribution data. 
 

Submission Type Description  

Manual Entry Manually process contributions as well as add and edit 
employee details.  This will show all your employees. 

 

Ad-hoc Create an ad hoc contribution, ie a one-off contribution. 
No employees will show, just use Add Member/Search 
to select the employees you need. 

 

Re-use Contribution Reuse a previously submitted contribution file.  You can 
still validate and update the contents during the 
process, but without producing a new file from your 
payroll system. 
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