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Error reports

How do | navigate an error report?

Sometimes the list of errors can look overwhelming, but it's often just a small number of errors repeated across multiple (or all)
employees. If you sort the error report by error code, you can work through one error at a time. Here are some tips that can help
you out.

e Read the error description and look up the error code in the CSV or SAFF file specification document (section 3.2
in both). These are available in the Downloads section of QuickSuper.

e Check the File Format section of the CSV or SAFF file specification document to see whether the data creating the
issue is mandatory or optional and what format it needs to be in.

e The line number in the error report refers to the Excel row number, not the number that may appear in column 1
of the SAFF file.

How do | resolve an invalid USI containing an 'E+'?

E+ is scientific notation that Excel uses for long numbers; for example, 24 680 629 023 111 becomes 2.47x10/ 13, written in Excel as
2.47E+13. This means the number has been truncated.

Ideally, you shouldn’t need to open the file before uploading. If for some reason you need to open the file, you will need to reformat
any truncated numbers. These will most likely sit in the USI column (S) and the Member Number column (BB). The easiest way to fix
this is to:

e highlight the affected column

e rightclick

e Format Cells

e under the Number tab, change the

e Category to Number

e change decimal places to zero

e click OK.

If you have already opened and saved the file, it will be too late to fix as Excel will have ‘forgotten’ some of the information. So, in the
example above, the USI would become 24700000000000. To avoid this, you need to complete the process above the first time you
open the file.

How do | resolve an invalid Transaction Date?

The SAFF file contains a Transaction Date in Column W. The Transaction Date cannot be more than 7 days before the date the file is
uploaded or more than 30 days into the future. There are 2 ways to resolve an invalid transaction date.

Option 1 — Open the file and delete the Transaction Date in Column W. When you open the file, you will also need to format the
USI and Member Number columns as numbers (see above).

Option 2 — Change the transaction date in the payroll system before exporting the file. Micropay users see below.
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Updating the Transaction Date in SAGE Micropay

Process To — Transaction Date in the SAFF file

(" N
N J .|.,.. ] -_I: - U o Processs e
Fieport  Lapout Options  Pimter Options  E-mail
Proceszzing
Notiication Melhod |Fle |
D ———
Payoll Compainy A e
Location < Al v|
PayFequency [ = |
Process To | 04401 F2022 ~|
Payto Fund ] Inchude Teminated with ro Conbibution Due []
Append Fles =
Proceszs Detai
Conlribadion Stat | 01,12/2021 “|  Pesiods ] =
Conirbution End | 3141242021 | Urique Reference |
_ J

If another pay run has been processed since the end of the contribution period, you may only be able to select a date before the

latest pay run.

How do | resolve an invalid phone number or BSB?

As per the general tips in point 1, refer to the specification document.

Landline numbers need an area code. The leading O is optional, as are spaces, so a valid number could be any of the following:

e 0282752121
e 282752121
e 0282752121
e 282752121

Similarly, mobile numbers don't need the leading 0, though it's also fine to include it. Issues with mobile numbers are generally

caused by a missing a digit or an extra digit.

BSB numbers require the leading 0. These numbers are only used in SAFF files for auto-registering an SMSF. Once the SMSF is

registered in QuickSuper, these numbers are not required but will still be validated if they are in the file.
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5. What if an SMSF ABN is not registered?

If a self-managed super fund (SMSF) trustee does not lodge the fund's tax return in time, the fund may be deregistered by the
Australian Taxation Office (ATO). You can check this by doing a Super Fund Lookup at superfundlookup.gov.au

-

A e Super Fund Lookup Type an ABN, ACN or name 13

Regulation details removed
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You will need to ask the SMSF member to resolve the issue with their SMSF adviser. If this is not done in time for you to meet your
SG obligations, you may take the following steps.

1. Search for a stapled account via the ATO portal. If there is a stapled fund that isn't the SMSF, pay the contribution to that fund.

2. If there is no stapled fund other than the SMSF, contribute to the default fund.
If the employee advises you they have resolved the issue with the ABN take the following steps to reactivate in QuickSuper.
1. Check the SMSF is now showing as active at superfundlookup.gov.au.
2. In QuickSuper, click on ‘Funds’ menu and then 'View Funds'.
3. Type in the ABN and where it says Include select All
4. Click on the name of the SMSF

5. Click the ‘Make active’ button

How do I resolve an incorrect USI?

If the USl is a truncated number, see point 2 above. If it appears to be a normal US|, do a SuperFund Lookup.

The fund may have merged with another fund and changed its USI. A Google search could help resolve this, or you may need to
contact the fund directly.

What if the required fund ID or ESA is not specified?

Every row in the file should have either a USI (fund ID) or ABN and ESA (for SMSFs), so you should check to make sure these aren't
missing. If the fund is an SMSF, it should have an ESA which should come from your payroll system. If the fund is not an SMSF,

it should have a USI, which should come from your payroll system. Check this information is in the correct fields in your payroll
system. If it is, contact your payroll system provider for help.
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What if the date format in QuickSuper does not match the contribution file?

Change the date format in QuickSuper under Administration > Preferences

( N
QuickSuper Company Preferences
Home All information with an asterisk * is mandatory.
O B ot nitions Contribution Preferences
R * Authorisation Model: [No Authorisation v | @
View In Progress (0) Contribution Entry Method 12}
F Create Cnline Contributions
View Processed
TR 2]
7 edittaion tlies Upload Contribution Files
LR * Contribution File Eormat: |SLperStream Alternative ~ile Format w | 7]
View In Progress (0)
View Flies * Contribution File Date Format: | DD/MMAYYY'Y (25/02/2022) S | e
P SuperStream Allow SMSF Auto Registration
* Notification on Allocation of Payment: e
Employee Preferences
* Employee Upload File Format: [Employee Upload CSV v3 v | ©
* Employee File Date Format: | DDIMMIYYYY (25/02/2022) ~ | @
Contrioution Reparts
Daily Reports
» Employees
P Funds
Preferences
~ J
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More frequently asked questions
How do | create other users and change authorisations?

Follow these 7 steps

1. Go to Administration > Users.

If this menu item is not available, you don't have authorisation to edit users. At least one person in your organisation
should have authorisation to do this. If not, email clearinghouse@esuper.com.au to request access to edit users.

2. Click Create New User.

-
QuickSuper Company Preferences
Home Enter in the details for a new user. Al information with an asterisk * is mandatory.
¥ Online Contributions Enter New User Details
Create New « Login: [NGsIAMESP |
View In Progress (0} + Full Name: | |
View Processed
« Email: | |
* Contribution Files
Mobile: | |
Upload File
View In Progress {0} Landiine: | |
View Files Status: Active
¥ SuperStream -
Select User Rights Selact All
w Search e 2
O Upload Contribution Files
Search Contributions 2 2
[[] Create Online Contributions
Search Transaclions -
[ Cancel Contributions
* Reports
] Manage Unmatched Payments
tribution Reports =
[ Search Files and Transactions
Daily Reports
Edit Funds
» Employees U
O Edit Employees
¥ Funds
O Edit Company Details
Company Netails
Preferences Verify Identity
Payment Method [ I have verified the identity of the user | am creating.
nent AC
Enter Your Own Password For Security
Enter your own password here for security reasons. The password for the new user will be generated automatically and shown on the screen after you
click on Save.
Your Login Mame: MGSJAMESP
* ‘Your Password: Ppe—
Audi
Lt Rack To lisers
Contact Us
-
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3. Create a login name for that person.

4. Enter their personal details.

5. Select the user rights you would like them to have.
6. Enter your password.

7. Click > Save.

You can change your Authorisation Model to require other users to authorise payments by:
e going to Administration > Preferences
e choosing from:

e No Authorisation

e  Single Authorisation

. Dual Authorisation.

-
Glient 1L NG 11045
Heilp 0
QuickSuper ‘ Company Preferences
Home All information with an asterisk * is mandatory.
Contribution Preferences
 Online Confributions
_— * Authorisation Model: Single Authorisation ~ | ©
View In Progress (0 Contribution Eniry Method Q
2 Create Online Contributions
ew Frocessed
2]
Upload Contribution Files
* Contribution File Format: SuperStream Alternative File Format = ©
* Contribution File Date Format: DD/MMIYYYY (31/08/2020) ~ @
» SuperStream Allow SMSF Auto Registration
w Search * Notification on Allocation of Payment: None = e
Search Contributions Employee Preferences
Search Transactions * Employee Upload File Format: Employee Upload CSV v3 ~ | 9@
e % Employee File Date Format: DOMMAYYYY (31/08/2020) ~ | ©
Coniribution Reports
Daily Reports
» Employees
¥ Funds
Payment Method
Setflement A/C
Billing AIC
Fund Relationships
Mofifications
Audit
G
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How do | add a new SMSF?

NGS QuickSuper contains fund details for most APRA-regulated super funds. In most cases, you'll only need to add fund details for
any SMSFs that you need to pay to.

Note for SAFF users

If you are using a SAFF file and have ticked the "SMSF Auto Registration’ option in your preferences, you don't need to do
the following step. However, you may choose to add SMSFs before uploading a contribution file, as this is a common source
of errors and detecting these errors early will give you more time to address them (for example, you may need to request
updated details from the member).

You can either add a fund manually using the Create Fund option or by uploading a file via Upload Funds.

-

Client 1D: NG11048

Stper

Help @)
QuickSuper ‘ Create Fund - Enter ABN
Home All information with an asterisk * is mandatory.
ABN

» Online Contributions
The fund must have an active ABM to be able to use QuickSuper. If you are having difficulties entering the AEN you can check the stafus of the ABN at

» Contrbution Eiles the Ausiralian Business Registrar ABN Lookup.
» SuperStream * ABN:

» Search

* Reports

¥ Employees

Clean Up

» Administration

Downloads

News

Contact Us
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Create Fund
To create a fund, follow these 5 steps

1. Click on Create Fund and enter the ABN. Click > Lookup ABN.

-
[ |
| QuickSuper _ und - Enter ABN
Home All informason with an asiedisk « = mandalny
» Qinkme Cortributions ABM
Tha Bund must have an scthe ABN fo be able i use QulckSuper B you ans having dificulties entering e ABN you can check the stiius of
the ARN a1 the Australian Byming tr ARA b
r vl
* ABN 26 203 585 814 |
* LONEMUOUTH IS
¥ Superidream
w Search
-

You'll get a message telling you whether or not the SMSF is valid. If invalid, you'll need to ask the employee to rectify with their
accountant/adviser or the ATO.

r
| QuickSuper Create Fund - Enter ABN
Homa Al information with @n aslarik = s mandaicey
AbN
w Cniing ConribEions
Thae fund must have an gty ABM 10 be abde 1o use QuickSupsr Il you ane havng dfculliey antenng B AEN you can chati e st of
the AEH a1 the 1 T Registrar ARN Lookig
15
ABN 18 536 324 475
w {ConiniEsgiion Files o R
v P ﬂ The ABN you have sntened s valid,
gl I= wrada found hasad oo giormation suppliod by businasses 1o the Roegisiar of the Australisn Business Hegiber
Waslpas cannol guaranles hal this insumation s accurats, up 1o date. o complate You should consided varfng Bhis infemation from
¥ Superiream othar sources
= Saarch
; AEN 14 536 134 425
ABHN Sate Actied o 2T by 2015
- Reports
Rasgistitad Nama Tha Trusies for Mango Crazy Supsdananration Fund
Entity Typa ATO Regulalad Sel-Mandged Superanfustion Fund + 5
* Employees Charge ABN
-

If valid, click > Next.
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Sliper

QuickSuper

Company Preferences

Hoens

* Omline Contribations

= Contribution Fles

* SupseSiream

* Seach

= Repais

¥ Employees

& Administration
Dhowam b s

Centact Ls

&

Al information with anasierak « is mandalony
Fund Names

Seteci she predemed name for dhe md

« W Registered Mame.  The Trustes for Mango Crary Suparanmualion Fund

Crthar
Fund Dotails -
* Fund I0 RG11046 [1a236782425

= BSB Numbar 152139
* Account Humbes 123456

* MAocount Hame Mango Crazy

Elgctranic Serubze Addross Datside

To deler contributions 1o this fund throwgh the SuperSineam nebwork you will need lo provide an Elsctronic Serdce Addiess (E3A) Aas
Wit emplayed should be abls o provide you with the ESA Alas of thee sefedtad SuparSiteam messagni povide

m E S Allas AUSPOSTEMSF (Ausiralia PrsbBGL) -
Ereatn Fond = . &

Remittance Informaton

= RemBlance Emadl ® Remittance information vl be serd via amal to the address neminaied balow
[rar et sned reeminiance amails ba this fund. Ramitancs sdarmaticn will be availabla
theowgh tha ES4

Contact Details

Enbeer Bhe conlact detals for tha fund

Corflact Nama

Phora |

Back

2. QuickSuper will automatically populate a Fund ID for you, consisting of your QuickSuper client number plus the SMSF ABN.
You can change the ABN to something else if you prefer.

3. Enter the bank account details.

4. Select the ESA from the dropdown menu.

5. Enter the SMSF email address. Click > Save.
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Upload Funds

If you plan to upload fund data, it will need to be in the correct format. You can download a template via the Export Client
Funds button.

ngs
Super

QuickSuper Upload Funds
Hama Clisnt Fund Upload
§ Oofing Dontribaions Thus. fumctan wall allow you 10 add few chert funds o modify sxostng chent lunds through 8 ble upload process Yau may sho

= [Fefer io the tie spacificaton by chicking on the Downioad Specification Dutton bedow
CommBuEon - " £ i PR + & o
E Files. = Oibtain a lisl of existng cient funds in the upioad format by chckmg on the Export Clisnt Funds button below. You can then amend the e and

uptaad U modified file 10 process your chanpes

¥ SupedSineam
¥ Baarch Download Specification [ Export Cllent Funds ]
P Reparts
All infarmation weh an astensk * 5 mandatory
¥ Emplcyees Upload Client Fumnd File
Sebect @ cliend fund file 10 opload. We sugpes! that you compress Large fles (usmg Windip of 2 simiar 7IP piogram) befons eploading them
& Fila Name Choose Fie | No file chosen

Wiew Recant Client Fund Files

.

You can also click "Download Specification’ for an explanation on what is required in each field.

Once the file is complete, save and upload it in the same screen (above). You'll be notified if any of the fund details are invalid.

How do | request a refund of contributions paid in error?

QuickSuper will not allow you to make a negative contribution. Once a contribution has been allocated to a member’s super
account, it becomes preserved money, meaning we can't refund it unless the employer made a genuine clerical error and the
member provides their consent. Please contact the fund directly to request a refund.

To request a refund of contributions for an NGS member, we require the following a letter on letterhead by an authorised
representative of the business including:

e Company contact details and ABN
Name, authority/title and contact details of employer representative
Name, DOB and membership number of member/s for whom refund is required

Reason for the error with appropriate detail: eg. administration error, the formula added an additional ‘zero’ to calculation,
employee had ended employment when contribution was calculated.

Payment period, error amount, correct amount and refund required.
Employer bank account details for the refund

a signed letter from the impacted member stating that they are aware of the contribution error and agree to the refund.
Please note member's consent cannot be accepted in email form.

Please send any requests for refund to your NGS Customer Relationship Manager.

How do | make contributions on behalf of an NGS member whose account has been closed?

If NGS Super is your default fund (and is noted as such under Administration > Fund Relationships), you can continue to make
contributions to the employee. They will be treated as a new member and a new account will be opened for them. A member
registration message (MRM) can be viewed in QuickSuper (under SuperStream > View Messages Reports > Daily Reports).
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How do | match a refund we've received to our bank account?

Any refunds processed will have a corresponding message in QuickSuper. You can view the details of messaging from
super funds in QuickSuper via:

1. SuperStream > View Messages or

2. Reports > Daily Reports (this does not appear daily — only when a report is generated).

Slper

QuickSuper View Received Message Responses
Home | EENRNEEGEN Received Message Responses

» Online Contributions Search Criteria

» Contribution Files Date Range: ®
N a—

View Messages Type: All Types - Status: All Statuses -

v Search

Conversation ID: | |

Search Contributions

o

earch Transactions
v Reports

Contribufion Reports

Maily Bepnrts
» Employees

¥ Funds

Slper

QuickSuper Client Daily Reports

Home Search Criteria

e e Report Type: | SuperStream Response Report v |

» Contribution Files

» SuperStream

v Search
Search Confribution
Search Transactions
* Reports

Contribution Reports

Daily Reports
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How can | make an ad hoc payment to NGS?
To make an ad hoc payment to NGS:

e check you have authority to create online contributions. Refer to page 7 — How do | create other users and change
authorisations?

¢ goto Admin > Preferences and check that the Create Online Contributions box is ticked for the Contribution
Entry Method

ngs
Super

QuickSuper Company Preferences

Home All information with an asterisk * is mandatory.

Contribution Preferences

¥ Online Contributions

T * Authorisation Model: [NoAuthorisation v @
View In Progress (0) Contribution Entry Iethod 12
Create Online Confributions
(2]

v Contribution Files Upload Contribufion Files

e % Contribution Eile Format: [SuperStream Alternative File Format v | @
View In Progress (0)
View Files * Contribution File Date Format: |DD-”"'1MW YYY (28/02/2022) i | e
F SuperStream Allow SMSF Auto Registration
¥ Search * Notification on Allocation of Payment: e
Search Contributions Employee Preferences
SR Trfe et * Employee Upload File Format: [Employee Upload CSVv3 v | @
S * Employee File Date Format: [DDIMMIYYYY (28/02/2022) v | ©

Contribution Reports
Daily Reports

* Employees

v Funds
Create Fund

Upload Funds

v Administration

Company Details

Preferences
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® go to Online Contributions > Create New

®  enter the contribution period

e  select Start with zero amounts

~
QuickSuper Create New Contribution
Home Employer
O e Cortributions Employer: BROAD ART PTY LTD
Create New Contribution Period
View In Progress (0 Please enter the contribution period:
Viey
* Contribution Period: 7 to e so—
¥ Contribution Files ‘ ‘ Format: dd mmm yyyy
Upload File
o A Contribution Amounts
View In Progress (0
= g Please indicate whether you wish to pre-populate with default contribution amounts or zero amounts:
View Files
» SuperStream * Contribution Amounts: ® Start with default contribution amounts from employee registrations
 Saarch O Start with zero amounts
- J

e select the member you are paying and add the contribution amount/s, click Save and then Submit.
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Where can | see a list of all retail and corporate super funds’ USI numbers?

This is visible in QuickSuper, under Funds > View funds.

p
ngs
Super
QuickSuper
Home Enter the Fund Name, ID, SPIN, USI or ABN and click Search.
G o e || | . Includz: [Active v | |Master and Client Fu
Funds
Fund Name Fund ID
® A & C Ward Superannuation Fund 420931087E9001
¥ Contribution Files () A&L Thomas Private Superannuation Fund 84437140301001
Upiodd Fae O  A&S Superannuation Fund - SMSF NG1104835068996036
m _ PgEs ) (3 AB Harper Private Superannuation Fund 14351009700001
— O A Beech Pnvate Superannuation Fund 73698319227001
» SuperStream
9 A C Menicol Prvate Superannuatien Fund 4904957 3725001
¥ Search
T O A C Sallur Private Superannuation Fund 98842870983001
;;::1 ; J nil ;:na_ () AD Thane Superannuation Fund 23212891477001
¥ Repoi O A E Holder Private Super Fund 48498186458001
b Hapos (J  AEppe Superannuation Fund 84946022757001
» Emplcyees
=
Create Fund
.

Alternatively, you can view the details in Super Fund Lookup at superfundlookup.gov.au if you include the fund’s ABN.

How do | set up a new member who has ticked the employer default fund on their super choice form?

If a new employee chooses for their super to be paid into the employer default fund, you can set them up in the default fund
without the need to check for a stapled fund. To do this:

®  Add the default fund details to their record in your payroll software
e Enter the word ‘NEW' in the member number field.

You don't need to wait for a member number to process contributions to the member. You also don’t need the member to
complete an application form for the fund.

Where can | find member numbers for employees I've set up as default members with NGS?

The member number field is not mandatory, however you may like to update your records once member numbers are available.

After you submit the first contribution to a new default member, NGS will set up an account for that member and the member
number will be sent to you as a Superstream message. The member will also receive a welcome email including their member
number and account details.

To view Superstream messages, click on the Superstream menu and follow the prompts to generate a report. Please allow up
to 10 working days from when the contribution is submitted for the Superstream message to be received.

Member numbers can be updated in your payroll software and this will flow through to QuickSuper with the next file upload.
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Super

Need rmaore infornmation? ConAact ws

You can contact us at ngssuper.com.au/contact-us
call us on 1300 133 177, Monday to Friday, 8am-8pm (AEST/AEDT)
Postal address: GPO Box 4303 Melbourne VIC 3001

ngssuper.com.au

Issued by NGS Super Pty Limited ABN 46 003 491 487
AFSL No 233 154 the trustee of NGS Super ABN 73 549 180 515
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