Employer
Onboarding
New Employee

for Business

Payday Superis here and while the new legislation aims to improve the super system,
it can place added strain on employers.

Below is a checklist to help employers with the changes as they onboard new
employees. Follow these stepsin order, starting with basic employee details.

(® Rightinformation (® Rightamount
First, confirm the right information Next, calculate the right amount of super
foryournew employee: fortheright pay cycle:
* Personal details * Process payroll
* Tax File Number (if provided) * Runthe pay cycle foreligible employees.
* Commencement date  Calculate Super Guarantee (SG)
* Completed Standard Choice Form * Calculate SG based on Qualifying
(if supplied) Earnings.
* You canuse Rest’s Payday Super Checklist  Create contributionfiles

e Prepare SuperStream-compliant
contribution data files.

¢ Validate contribution amounts
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https://rest.com.au/rest_web/media/documents/employer/payday-super-checklist.pdf
https://rest.com.au/rest_web/media/documents/employer/payday-super-checklist.pdf
https://rest.com.au/rest_web/media/documents/employer/payday-super-checklist.pdf

(® Rightamount

Work out the arrangement your employee has with a superfund:

» Have they nominated a super fund?
- Yes: proceed to the ‘Choice fund pathway’
- No: proceedto the ‘Default fund pathway

Choice fund pathway

Default fund pathway

Validate employee’s fund details

* Fundname
* Unique Superannuation Identifier (USI)
* Membernumber.

Check for a stapled fund

* |f youremployee has not chosen a superfund
foryou to submit your contributions to, you
should request stapled fund details through
the ATO process at ATO Stapled Fund Search.

* Once completed:

- Reviewtheresult

- Outcome A: stapled fund found
- Outcome B: no stapled fund found

Register employee in payroll

Create orupdate the payrollemployee record

Submit a Member Verification
Request (MVR)

» UnderPayday Super, you must now submit a
MVR to checkif youremployee’s super fund
details are valid and active before submitting
your first Payday Super contribution foryour
new employee.

* You can arrange this via your payroll software,
payroll provider or clearing house.

Outcome A — Stapled fund found

» Setup the contributions foryouremployee
to the stapled fund
* Note that no default fund contribution
is required
» Submit the first Payday Super contribution for

your new employee using your payroll system,
payroll provider or clearing house.

Set super destination

Map the employee to the nominated fund.
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Outcome B - No stapled fund found

* Confirm the default super fund:

- Where the default fundis Rest Super,
continue the steps below

- Where the default fundis not Rest Super,
contact the default fund for further
information


https://www.ato.gov.au/businesses-and-organisations/super-for-employers/setting-up-super-for-your-business/offer-employees-a-choice-of-super-fund/stapled-super-funds-for-employers#Ifyouremployeestartedworkingforyou
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(® Rightdata, right way

Always be sure to check yourinformation. Submit the right data, with the right contributions, to the right
super fund, using the right SuperStream compliant channel.

Choice fund pathway

Default fund pathway

Right Data, employee and fund

Ensure yourdatais SuperStream compliant to
avoidrefunds orrejections.

Right Data, employee and fund

Ensure yourdatais SuperStream compliant to
avoidrefunds orrejections.

From the first eligible super payment

* Proceedto pay super contributions using
your payroll system, payroll provider or
clearing house in line with Payday Super
requirements.

* Checkthatallthe datais correct forthe
contribution.

* Submit the contribution via a Contribution
Transaction Request (CTR).

Note: You must validate the new employee
before you submit your contribution.

Member registration — Rest Super

» Tosetup the new employeein Rest Super:

- You must raise aMember Registration
Request (MRR) via your payroll system, payroll
provider or clearing house to register the
employee withrest Super.

- Onceyou have confirmed the account details
foryournew employee, update payroll with
the default fund details.

- Proceed to pay super contributions using your
payroll system, payroll provider or clearing
house inline with Payday Superrequirements.

- Submit the contribution via a Contribution
Transaction Request (CTR).

Note: You must create anew Rest account forthe
new employee before you submit your
contribution.

(® Right payment, right member

Mostimportantly, make sure the right payment has gone to the right member.

Maintain the right data foryouremployee Memberregistration — Rest Super

» Choiceform

* Memberinformation

* Fund details

» Contribution confirmations
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* Funddetails
* Memberinformation
e Contribution confirmations



(® Righttime

With the new rules here, make sure you meet the right Payday Supertimeframes.

* Ensure contributions are received by the super fund within the required Payday Super timeframe

* Monitorreceipt status, not only file submission
 Escalate unresolvedrejects quickly

* Resolveinvalid membernumbers

* Resolverejected payments

* Resolve fundregistrationissues

* Resubmitrejected transactions promptly. Visit the Rest Payday Super page for furtherinformation

Timing note

* The user-provided process states ATO advises that from1July 2026 contributions must be received by
the employee’s fund within 7 business days of payday

* Specific exceptions may apply, including some new employee situations. Visit the Rest Payday Super

page formore information.

Key points to remember

* Youmust pay superfor eligible employees with each
pay cycle from1July 2026

* Youmust make sure the contributionis paidviaa
SuperStream complaint channel(i.e. clearing house,
payroll provider)

* Youmust make sure that the all the superannuation
data files are accurate and up to date

» Paytothe employee’s choice superfund, their stapled
fund (if one exists), or your nominated default fund

» Keeprecords of choices, stapled fundresults,
contributions and communications

Visitus 1300305775 Email
rest.com.au/

More information

rest.com.au/employer/obligations/payday-super
rest.com.au/employer/rest-pay
ato.gov.au/paydaysuper

ATO Stapled Fund Search

employer@contact.rest.com.au

employer
foroperating hours
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Informationissued by Retail Employees Superannuation Pty Ltd ABN 39 001987739 (Rest), trustee of Retail
Employees Superannuation Trust ABN 62 653 671394 (Fund). Any advice is generaland does not take account
of yourpersonal objectives, financial situation orneeds. Before actingonany advice ordeciding tojoin or stay,
considerits appropriateness foryouandthe PDSand TMD at rest.com.au/pds. Thisinformationisa summary

onlycurrentasat September2026 andis subjecttochange.
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