Fact sheet

What’s this about?

How to top up your super
through payroll

—— Topping up your super can be easy.
—— Extra contributions can make a difference.
—— Shout out if you need help.

Here’s a step-by-step guide on how to make
before-tax and after-tax contributions to your
super through payroll.

Step 1. Find the form
The form can be found in two ways:

1

Qantas Super’s website
—— Go to qantassuper.com.au
—— Click on ‘Resources’
—— Click on ‘Forms’
—— C
 lick on ‘Superannuation
Contribution Authority Form (online
form)’. This will take you to the online
payroll forms page on The Terminal
(Qantas intranet)
—— Scroll down to ‘Superannuation’,
and click on ‘Superannuation
Contribution Authority Form’

OR

2

The Terminal
—— Go to The Terminal (Qantas intranet)
—— In the search bar, type ‘Online payroll
forms’ and click on the link in the
search results
—— Scroll down to ‘Superannuation’, and
click on ‘Superannuation Contribution
Authority Form’

Click on the link

LOOK FORWARD

Step 2. Enter your details

This is on your payslip

If you don’t know
which division you’re
in, call the Qantas
Super Helpline on
1300 362 967

Step 3. Specify if you’re making salary sacrifice
or post-tax contributions
If you’re in Divisions 3A, 5, 6, 7, 10 or Gateway (Accumulation divisions)
Select this options to
make salary sacrifice
contributions

OR

If you’re in Division 1, 2 or 3 (Defined benefit divisions)
Complete this form if you want to make additional contributions on top of the compulsory Member
Contributions you may already be making.

Select to make
contributions from your
post-tax (after-tax)
salary
Select to make
extra salary sacrifice
contributions
Select to make
extra contributions
from your post-tax
(after-tax) salary
Select to change pre
and post compulsory
contributions
Select to change your
compulsory contributions
to pre tax or post tax

2

Step 4. Enter how much you’d like to contribute
If you’re salary sacrificing
Enter the amount you’d like to make PER PAY and for how long

Complete this part if you only want
to make contributions for a certain
period of time

Enter a % of salary, or
enter a dollar amount
PER PAY.
Important note for
Division 5 and 6
You need to include
your employer’s super
contribution to the
amount you’d like to
salary sacrifice. For
example, if you’d like
salary sacrifice 4%
and your employer
contribution is 9.5%,
you need to enter 13.5%.
To find out what your
employer contribution is,
call People Services on
1300 303 411.

If you’re making post-tax contributions

Enter the % of salary
you’d like deducted
from your post-tax pay.
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Step 5. Submit your form
Read the declaration, tick the box and hit Submit.

Tick the box and hit
the Submit button.

Congratulations!
You are on your way to making a difference to your
super savings!

Phone
1300 362 967 (within Australia)
+61 3 8687 1866 (outside Australia)
Fax
+61 3 9245 5827
Postal address
Qantas Superannuation Plan
GPO Box 4303, Melbourne VIC 3001
www.qantassuper.com.au

The information in this document is of a general nature and is not intended to constitute
personal financial product advice as it has not been prepared taking account of your
objectives, financial situation or needs. In addition, the information contained in this
document is generic and may not be applicable to members across all divisions. We
recommend that before acting on any information contained in this document, you consider
its appropriateness and seek financial advice tailored to your personal circumstances from a
licensed financial adviser.
Issued by Qantas Superannuation Limited ABN 47 003 806 960 AFSL 288330
(Trustee, we, our, us) as trustee for the Qantas Superannuation Plan ABN 41 272 198 829
(Qantas Super). February 2018
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