Colonial
' Steps to successfully get started

First State

Watch the Fast Start Video 1 Check employer details are correct
(®) Fast Start Video =) Faststart Guide @ Administration > Employer Maintenance

> Reviewed user access guide? Review user access guide

Read the Fast Start Guide

B User access level guide
B Fast Start Guide

2 Check user details are correct
B Creating and maintaining users guide @Administration > User Maintenance

\—’ Need to create new user? > Create new user

B Creating and maintaining users guide
@Administration > User Maintenance

3 Check employee details are correct
B Creating and maintaining employees guide @ Employees > Edit Employees =

> Via bulk upload employee file? Upload bulk employee file if necessary ——

B Creating and maintaining employees guide
@ Employees > Upload bulk employee file
> Need to create new employee? — > Create new employee

B Creating and maintaining employees guide

@ Employees > Add Employees

— > Reviewed payment guide and timeline? —> Review payment guide and timeline

B Payment guide

B Payments timeline

For further information

Hroubleshoating guide 4 submit your contribution file

ployer@cfs. . _— . 0 _
employer@cfs.com.au B Contribution guide @Contrlbutlons > Add Contribution

Call 1300 654 666 Contributions > Add Ad hoc Contribution
8:30am to 6pm (Sydney time)
Overseas +61 2 9197 3050

Contributions > Upload bulk contribution file
Need to stop your submission? ———> Stop your submission

B Stopping a submission guide
@Contributions > Submission History

Key
) cuee @ websielink 5 Pay employee fees and premiums (if applicable)
B Employer paid fees and premiums guide @ Contributions > Submission History 30909/FS860/0625


https://www.cfs.com.au/content/dam/prospects/fs/8/5/fs8590.pdf
mailto:employer%40cfs.com.au?subject=
https://www.cfs.com.au/content/dam/prospects/fs/8/5/fs8557.pdf
https://www.cfs.com.au/content/dam/prospects/fs/8/5/fs8572.pdf
https://www.cfs.com.au/content/dam/prospects/fs/8/5/fs8585.pdf
https://www.cfs.com.au/content/dam/prospects/fs/8/5/fs8583.pdf
https://www.cfs.com.au/content/dam/prospects/fs/8/5/fs8586.pdf
https://www.cfs.com.au/content/dam/prospects/fs/8/5/fs8587.pdf
https://www.cfs.com.au/content/dam/prospects/fs/8/5/fs8585.pdf
https://www.cfs.com.au/content/dam/prospects/fs/8/5/fs8585.pdf
https://www.cfs.com.au/content/dam/prospects/fs/8/5/fs8575.pdf
https://www.cfs.com.au/content/dam/prospects/fs/8/5/fs8575.pdf
https://www.cfs.com.au/content/dam/prospects/fs/8/5/fs8572.pdf
https://www.cfs.com.au/content/dam/prospects/fs/8/5/fs8574.pdf
https://www.youtube.com/watch?v=yysaIZGldhI
https://www.cfs.com.au/content/dam/prospects/fs/8/5/fs8557.pdf
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