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Making your 

superannuation 
payments just 
got easier.
With Essential Super for business, you can manage super 
contributions alongside your everyday banking accounts  
in NetBank.

Essential Super for business provides a fast and efficient way 
to open accounts for employees in your ‘nominated’ super 
fund. Essential Super lets you manage all your business’ super 
needs including updating employee details and paying super 
contributions electronically.

With a dedicated Essential Super for business page in 
NetBank, you’ll be able to manage super contributions for:

• Default fund: employees who do not have a stapled super 
fund linked to their TFN*, does not nominate their own 
choice of super fund and are defaulted into an Essential 
Super account and employees who have an existing 
Essential Super account;

• Stapled super fund or Choice of fund: employees who 
have an account with another super fund;

• SMSF: employees who have a Self-Managed Super  
Fund (SMSF).

* From 1 November 2021, if you have new employees start and they don’t choose 
a super fund, you may have an extra step to take to comply with choice of fund 
rules. You may need to request their ‘stapled super fund’ details from the ATO.

Please visit the ATO website for more information.

https://www.ato.gov.au/Business/Super-for-employers/Setting-up-super-for-your-business/Offer-employees-a-choice-of-super-fund/Request-stapled-super-fund-details-for-employees


Essential super 
for business. 
The complete solution to meeting your 
superannuation needs.

A simple guide to managing super for your business: 

1   Gather employee super fund information

2   Navigate to NetBank > View accounts > Superannuation

3   Add employees

4   Edit and view employee details

5   Remove employees

6   Make super contributions

7   Confirm payment

8   Errors and warning messages



1  Gather employee super fund information

Information required Fund type
Employee personal details: Full name, Date of Birth (DOB), 
Address, Tax File Number (TFN)

All funds

Unique Superannuation Identifier (USI) All choice funds

Fund’s ABN SMSF

SMSF Fund Name SMSF

SMSF bank BSB and account number SMSF

SMSF ALIAS/Electronic Service Address (ESA) SMSF

From 1 November 2021, if you have new employees start and they don’t choose a 
super fund, you may have an extra step to take to comply with choice of fund rules. 
You may need to request their ‘stapled super fund’ details from the ATO.

Please visit the ATO website for more information. 

2  Log on to NetBank, click on the ‘View accounts’ tab and 
select ‘Superannuation’ from the drop down menu

https://www.ato.gov.au/Business/Super-for-employers/Setting-up-super-for-your-business/Offer-employees-a-choice-of-super-fund/Request-stapled-super-fund-details-for-employees


3 Add an employee account 

It is easy to manage your employees’ super payments whether they are default 
Essential Super employees, choice employees or employees with an SMSF.
• To add a new employee, click the ’Add employee’ button on the business Essential 

Super homepage.

• Complete the mandatory fields in this page

• Select the employee’s ‘type of fund’ from the drop down at the end of the page

• Click ‘Save’ to add employee to your list of employees on your homepage.

Note: when you add an Essential Super employee in this screen, you are also 
creating a Essential Super account for them. If your employee has nominated an 
existing Essential Super account please call 13 4074 and instruct us to link the 
account to your Essential Super for business profile.



4 Edit and view employee details

On your Essential Super business homepage, you can edit and view employee details.

View

• Click on the ‘edit/view’ icon to view the employee’s personal, contact and super 
fund details including their account number.

Edit

• Choice of fund and SMSF employees: you can change the choice and SMSF 
nomination by clicking on the ‘edit/view’ icon; your employee is required to 
contact their choice fund and SMSF provider to update their contact details.

• Essential Super employees: you can edit an Essential Super member’s 
personal and contact details. The member will be notified directly and will need 
to action the changes themselves.

Note: It’s best practice to keep employee personal and contact details up to date. 
It is vitally important to apply the correct Date of Birth to the account set up for 
your employees as this can determine where their money will be invested and the 
insurance cover applied to their account.



5 Remove employees

On your Essential Super business homepage, you can remove employees by clicking 
the ‘x’ icon next to an employee’s name.

• A pop up will appear asking you to confirm that you would like to remove the 
employee from your list.

• Click ‘Confirm’ to remove the employee from the employee list on your Essential 
Super business homepage.

Note: The employee will remain a member of the fund but may choose to close 
their account at any time.



6 Make employer super contributions

It is now easier than ever to pay super contributions for all your employees.

• On your Business Essential Super homepage, select the account you want to 
pay super contributions from.

• You can also provide a description for the payment which will appear in the 
account’s statements. 

• In the pay period fields, enter the start and end dates for your employees’ 
super contributions. You can click ‘Apply to all’ if you are paying all your 
employees over the same period.



• Enter the amount you are paying each employee over the contribution period under 
the contribution type.

• Once you have entered this information, click ‘Continue’ to proceed to confirmation.

7 Confirm payment

• You will then be directed to a contribution summary which is split between default 
and choice contributions. Simply get your NetCode security password and enter it in 
the ‘Enter NetCode’ box.

• Click ‘Pay’ to complete transaction.

• Once you’ve clicked ‘Pay’ you will get a receipt which you can email to yourself for 
your records.



8  Errors and warnings

You will be notified via the ‘Errors & warnings’ tab if we receive any messages 
from your employee’s nominated super fund regarding the contribution you made.

• Simply click on the message to see the details.



8 Errors and warnings

Warning message:

• The contribution has been 
made to your employee’s choice 
of fund and you don’t need to 
contribute to it again. However, 
some of the information you 
provided is not matching the 
information your employee’s 
super fund has, please confirm 
the information with your 
employee and update their 
details if required.

• You can find the instructions on 
how to update your employee’s 
details in the message.

Error message:

• The contribution has been 
rejected by your employee’s 
chosen fund and you will need to 
pay it again. Before you make the 
payment, make sure you check 
whether the payment has been 
returned back to you, confirm the 
information with your employee, 
update your employee’s details 
if required and resubmit the 
contribution again.

• You can find the instructions on 
how to update your employee’s 
details in the message.



We’re  
here to help.
Please call 13 4074, Monday to Friday.  
Our contact centre operating hours are at the 
bottom of commbank.com.au/essentialinfo

Things you should know: Avanteos Investments Limited ABN 20 096 259 979, AFSL 245531 (AIL) is the Trustee 
of Commonwealth Essential Super ABN 56 601 925 435 and the issuer of interest in Essential Super. Essential 
Super is distributed by the Commonwealth Bank of Australia ABN 48 123 123 124, AFSL 234945 (the Bank). 
Colonial First State (CFS) is Superannuation and Investments HoldCo Pty Limited ABN 64 644 660 882 (HoldCo) 
and its subsidiaries which include AIL. The Bank holds an interest in CFS through its significant minority interest in 
HoldCo. This information is issued by AIL and may include general financial product advice but does not consider 
your individual objectives, financial situation, needs or tax circumstances. The Target Market Determination (TMD) for 
Essential Super can be found at cfs.com.au/tmd and includes a description of who the financial product is appropriate 
for and any conditions on how the product can be distributed to customers. You should read the Product Disclosure 
Statement (PDS) and the Reference Guide for Essential Super carefully and consider whether the information is 
appropriate for you before making any decision regarding this product. Download the PDS and Reference Guide at 
commbank.com.au/essentialsuper-documents or call us on 13 4074 for a copy. Neither the Bank, AIL, CFS, nor any 
of their respective subsidiaries guarantee the performance of Essential Super or the repayment of capital by Essential 
Super. An investment in this product is subject to risk, loss of income and capital invested. An investment in Essential 
Super is via a superannuation trust and is therefore not an investment in, deposit with or other liability of the Bank or 
its subsidiaries. Where we mention ‘we’, ‘us’ or ‘our’, we mean AIL. The insurance provider is AIA Australia Limited ABN 
79 004 837 861, AFSL 230043 (AIA Australia). AIA Australia is not part of the Commonwealth Bank Group. The 
insurance cover is provided under policies issued to the Trustee.

CBA4438 300522

https://www.cfs.com.au/personal/products/target-market-determinations.html
http://commbank.com.au/essentialsuper-documents
http://commbank.com.au/essentialinfo
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