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Super Clearing House
Online User Guide

Overview
Super Clearing House Online (SCH Online) is a Superstream compliant, online, electronic payment facility which provides employers 
the ability to distribute superannuation contributions to various superannuation funds chosen by staff with one simple payment.
SCH Online integrates fully with legalsuper’s EmployerAccess, so it’s easy to make super contributions and manage employee details.

B E N E F I TS  O F  U S I N G  S U P E R ST R E A M

• Simplify your contribution process by making just the one payment to multiple funds - you make one secure electronic transaction 
  and SCH Online distributes the contributions to your employees’ nominated funds.

• Using a clearing house service can minimise the time and paperwork involved in paying contributions to numerous funds.

• You can obtain a record of your contribution history whenever you need it.

• Easy payments via EFT, BPAY, or Authorised Bank Transfer (ABT)

W H AT  I S  I N  T H I S  G U I D E?

This is a step-by-step guide to assist employers using the SCH Online through legalsuper’s EmployerAccess.

• Register for EmployerAccess and SCH Online

• Direct Entry of contribution advice

• Payroll Upload of contribution advice

• Adding an employee

W E ’ R E  H E R E  TO  H E L P

Speak to a legalsuper representative:  1800 060 312

Contact SCH Online:    1300 855 935  sch-online.com.au

I M P O RTA N T  D O C U M E N TS

S C H  O N L I N E  P R O D U CT  D I S C LO S U R E  STAT E M E N T  ( P D S)

This Product Disclosure Statement (PDS) describes ‘The 
Superannuation Clearing House – Online’ product (SCH-Online) 
which is accessed through legalsuper’s Employer portal. This 
is important information you should consider before making a 
decision to use this product.

D OW N LOA D
P D F

F I N A N C I A L  S E RV I C ES  G U I D E  ( FS G )

Financial Services Guide (FSG) Download PDF This FSG is 
designed to assist you in deciding whether to use any of the 
services offered in this guide.

D OW N LOA D
P D F

L E A R N  M O R E  AT  ATO.G OV. AU

TO  V I E W  A L L  D O C U M E N TS  C L I C K  H E R E

http://www.sch-online.com.au/Home/
http://www.sch-online.com.au/FormBuilder/_Resource/_module/QlCG-htw8k6wXnC9f64F2A/docs/SCH-Online-PDS.pdf
https://www.sch-online.com.au/FormBuilder/_Resource/_module/QlCG-htw8k6wXnC9f64F2A/docs/SCH-FInancial-Services-Guide-2019.pdf
https://www.ato.gov.au/
http://www.sch-online.com.au/company/?page=key-documents
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Follow the below step - by - step guide for assistance in setting 
up and using SCH Online.

Click Login as an Employer at legalsuper.com.au, you can use your email address as your username. Don’t worry if you have forgotten 
your password, you can reset it online or by calling us on 1800 060 312
OR
If you have not yet registered for EmployerAccess, click Register Now to register as an employer

Once logged in, you will see a pop up screen to register for SCH online. Click on Register to join and manage your preferences.

1.

2.

http://legalsuper.com.au
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If the pop up does not appear, you can click on My Details and Manage preferences, then the SCH Online Register Now button.
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Enter your ABN and bank account details. If your information is pre-populated, ensure all details are correct. Ensure that you read the 
Product Disclosure Statement (PDS) and Financial Services Guide (FSG) for SCH online. Click the tick box to acknowledge payment 
through SCH online, and if you agree to the Terms and Conditions, click Submit.

3.
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You will then be prompted to login a second time, using your email address as your username.

You will then see the SCH online logo in the top right hand corner of the page. Clicking on Create additional contribution will allow you 
to make contributions for a new pay period.

4.

5.



S
u

p
e

r 
C

le
a

ri
n

g
 H

o
u

se
 O

n
li

n
e

 U
se

r 
G

u
id

e
6

Nominate the contribution period by entering the ‘From’ and ‘To’ dates and clicking Continue.

To upload a payroll file click on Payroll Upload on the right hand side of the screen and move on to page 12 to follow the instructions. 
Employers with 20 or more legalsuper members may benefit from using the Payroll Upload option.
OR
To enter the data directly, click on Direct Entry on the left hand side of the screen and move to page 7 to follow instructions.

6.

7.
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SCH Online
Direct Entry

Manually type in the contribution amounts, directly in to the revelant columns for all legalsuper employees. If your employees are not 
listed, see instructions on how to add an employee on page 21.

1. D I R ECT  E N T RY



S
u

p
e

r 
C

le
a

ri
n

g
 H

o
u

se
 O

n
li

n
e

 U
se

r 
G

u
id

e
8

For any employees that have choice of fund outside of legalsuper, click on Other Fund Employees on the right hand tab, or you can 
click on the bottom right hand button titled Check other fund contributions.

Even if you do not pay to any superannuation funds outside of legalsuper, you must go to the Other Fund Employees tab or click 
on Check other fund contributions to continue.

2. D I R ECT  E N T RY
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Add in any payment amounts for employees with other funds. If you do not have any employees in other funds, no records will 
show. If you need to add employees for another fund, click add employee and see instructions on page 21.

Once you have added and checked all contribution details, click Continue

3.

The contribution summary page will load. Check the relevant members and populated amounts. If the details are correct, click
Continue to Payment Details.

4.

D I R ECT  E N T RY

D I R ECT  E N T RY
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On the Payment Options screen, select your preferred payment method. You can choose between an Authorised Bank Transfer, 
Electronic Funds Transfer (EFT), or BPay. After you have selected your preferred method, click Confirm Payment.

5.

A pop up will appear confirming that you will commit to making the super payment. Click Continue to if you wish to proceed.

6.

D I R ECT  E N T RY

D I R ECT  E N T RY
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The Payment Confirmation screen outlines your contribution payment. You can print a copy of the details for your own records, or 
click finish. You will be emailed a copy of the remittance advice.

7.

You have now successfully completed submitting your contribution advice via SCH Online.

Once these steps have been finalised, simply make one payment of the whole amount to SCH Online via your preferred payment 
method.

The contributions will then be distributed to the various superannuation funds.

For further questions or help, please don’t hesitate to contact us.
Speak to a legalsuper representative: 1800 060 312
Contact SCH Online: 1300 855 935
sch-online.com.au

D I R ECT  E N T RY

http://www.sch-online.com.au/Home/


S
u

p
e

r 
C

le
a

ri
n

g
 H

o
u

se
 O

n
li

n
e

 U
se

r 
G

u
id

e
12

SCH Online
Payroll Upload

If your file is already in the ATO’s ‘Standard Alternative File Format’ then select SAFF file on the left hand side. For more information 
about SAFF files, visit ato.gov.au.

If you do not have a SAFF file, click Other File on the right hand side.

1.

Mapping your contribution file allows the clearing house system to accurately read the data from your files. Click on ‘browse’ to select 
your file and go through to File Mapping.

2.

PAY R O L L  U P LOA D

PAY R O L L  U P LOA D

https://www.ato.gov.au/
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File mapping happens in five steps. Use the SCH online Example File on the final page of this document for further assistance with 
file-mapping requirements.

Step 3a:

Browse your computer to find and import your file. This will display under file preview. 

3.

Step 3b:

Specify your file structure. Input numbers to indicate whether there is a header, and on what row the data starts. 

Step 3c:

Enter the date and money format which you used in your file. This must match for the file information to be extracted

correctly.

PAY R O L L  U P LOA D
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 Step 3d:

 Map your file columns on the left with the SCH system required fields on the right. Check that your data matches the far right  
 column (eg. First name = Given Name) For any fields which read ‘Not Mapped’ click on the field to bring up a list of options.

 Please note that not all fields are mandatory.

 Use the SCH online Example File on the final page of this document for further assistance with file-mapping requirements.  
 The highlighted fields in the example file are the mandatory fields.
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Step 3e:

Choose the corresponding field. If your option is not shown, you can select Show extended fields in the top right hand corner.  
Once complete, click Confirm in the bottom right hand. 
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You will be prompted to review and re-confirm the mapping. Once you are satisfied that the fields are matching, click confirm again. 

4.

Review your confirmation and click ‘Edit Mapping’ if you need to make changes. Click Proceed to Contributions to begin the
contributions process.

5.

PAY R O L L  U P LOA D

PAY R O L L  U P LOA D



S
u

p
e

r 
C

le
a

ri
n

g
 H

o
u

se
 O

n
li

n
e

 U
se

r 
G

u
id

e
17

Click ‘Choose file’ to select a payroll file to load. Once selected, click Submit.

6.

Once the upload is complete, you will be presented with a validation screen. You will need to amend any information from the
highlighted fields. Once you have amended the highlighted fields, click Reprocess this record to be taken to the next record which 
needs validation.

7.

PAY R O L L  U P LOA D

PAY R O L L  U P LOA D
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After the data validation process has been completed, the Contribution Summary page will load. Check the relevant members and 
populated amounts. If the details are correct, click Continue to Payment Details.

8.

If there is missing data in the files you have uploaded, the below screen will appear. Certain data is mandatory under the SuperStream 
data standards, for more information see the ATO website. Select the tick box to acknowledge the missing files and select Continue
to Payment Details.

9.

PAY R O L L  U P LOA D

PAY R O L L  U P LOA D

https://www.ato.gov.au/Super/SuperStream/Employers/
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 On the Payment Options screen, select your preferred payment method. You can choose between an Authorised Bank Transfer, 
Electronic Funds Transfer (EFT), or BPay. After you have selected your preferred method, click Confirm Payment.

10.

 A pop up will appear confirming that you will commit to making the super payment. Click Continue to proceed. 

11.

PAY R O L L  U P LOA D

PAY R O L L  U P LOA D
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0

The Payment Confirmation screen outlines your contribution payment. You can print a copy of the details for your own records, or 
click finish. You will be emailed a copy of the remittance advice.

12.

You have now successfully completed submitting your contribution advice via SCH Online.

Once these steps have been finalised, simply make one payment of the whole amount to SCH Online via your preferred payment 
method.

The contributions will then be distributed to the various superannuation funds.

For further questions or help, please don’t hesitate to contact us.
Speak to a legalsuper representative: 1800 060 312
Contact SCH Online: 1300 855 935
sch-online.com.au

PAY R O L L  U P LOA D

http://www.sch-online.com.au/Home/
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1

SCH Online
Adding an Employee

From the home screen, click on Employee Management and then Add employee

1.

OR
From the Contributions Details screen, click on add employee in the bottom left of the screen

A D D I N G  A N  E M P LOY E E
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2

Click on legalsuper or Another fund. If you elected legalsuper, move to step 4. If you elected another fund, type in the superannuation 
fund name, ABN or USI, then click Search

2.

Select the correct fund and then click Choose this fund

3.

A D D I N G  A N  E M P LOY E E

A D D I N G  A N  E M P LOY E E
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3

 If your employee is with another superannuation fund, input the Your employer ID for the other superannuation fund.

Input the Basic employee details and then click Next

4. A D D I N G  A N  E M P LOY E E
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4

Add the employees Contact details and click Create employee. Ensure you input the employees details and not your own personal 
or business details.

5. A D D I N G  A N  E M P LOY E E
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5

You will be alerted of any missing mandatory information. If there is missing information, you will be asked tick the box to acknowledge 
missing mandatory information before you can click Create employee. For more information on SuperStream Mandatory Data, 
visit ato.gov.au

6. A D D I N G  A N  E M P LOY E E

https://www.ato.gov.au/
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Need help?
F I N D  O U T  M O R E  A B O U T  H OW  T H I S  S E RV I C E  WO R KS

Contact SCH Online:

      1300 855 935
      sch-online.com.au

Speak to a legalsuper representative:

     1800 060 312 legalsuper.com.au mail@legalsuper.com.au
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7

This User Guide includes general information only. This information is of a general nature and does not take into account specific needs. You should consider your own 
financial position, objectives and requirements and read the legalsuper Product Disclosure Statement (PDS) and Target Market Determination (TMD) before making 
any decision in relation to legalsuper. The PDS and TMD can be obtained at legalsuper.com.au. This User Guide was issued in 06/25 by Legal Super Pty Ltd  
ABN 37 004 455 789, AFSL  246315 as trustee of legalsuper ABN 60 346 078 879, Level 9, 627 Chapel Street, South Yarra VIC 3141.

I M P O RTA N T  N OT E : 

Superannuation Clearing House Pty Limited (ABN 15 086 576 721) (SCH Online), not Legal Super Pty Ltd, provides these clearing 
house services.

You should obtain a Product Disclosure Statement (PDS) from SCH Online before accessing any services provided by SCH Online.
As described in the PDS, contributions made via SCH Online may take additional time to reach the destination fund. Charges
may apply.

You should consider seeking independent advice before deciding to access these services to determine if they are suitable for your 
particular circumstances. Legal Super Pty Ltd does not accept responsibility or liability for any loss or damage caused by any product 
or service provided by SCH Online. Legal Super Pty Ltd does not receive any commissions for promoting SCH Online products or 
services or when a Legal Super Pty Ltd member or contributing employer uses a SCH Online product.

http://www.sch-online.com.au/Home/



