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Disclaimer and Copyright

While APRA endeavours to ensure the quality of this publication, it does not accept any responsibility for the
accuracy, completeness or currency of the material included in this publication and will not be liable for any loss
or damage arising out of any use of, or reliance on, this publication.

© Australian Prudential Regulation Authority (APRA) 2026
This work is licensed under the Creative Commons Attribution 4.0 International. This licence allows you to copy,

distribute and adapt this work, provided you attribute the work and do not suggest that APRA endorses you or
your work. To view a full copy of the terms of this licence, visit https://creativecommons.org/licenses/by/4.0/

Penalties for False Information

Giving false or misleading information is a serious offence (see s. 136.1, s. 137.1 and s. 137.2 of the Criminal
Code).

Disclosure

Where information is disclosed to APRA as part of this application, APRA may in turn disclose that information
in any of the circumstances permitted by s. 56 of the Australian Prudential Regulation Authority Act 1998.
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Purpose

The MySuper Authorisation process will be managed through the APRA Connect platform. APRA Connect is
APRA's data collection system for reporting entities to lodge entity information and data with APRA and will be used
in parallel with Direct to APRA (D2A). This guide sets out instructions on how to submit a MySuper Authorisation
application in APRA Connect.

Please refer to the following page on the APRA website for more information on the MySuper application process:
Apply for a MySuper authorisation | APRA

Please also refer to the ‘APRA Connect Guide’ on the APRA website for information on how to use the APRA
Connect platform.
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https://www.apra.gov.au/sites/default/files/2025-05/APRA%20Connect%20Guide%20May%202025_0.pdf

1. Getting Started with APRA Connect

1.1 Getting started

Please refer to sections 1.3, 1.4 and 1.5 of the APRA Connect Guide to sign up to the APRA Connect platform.

For any technical help or if you are experiencing difficulties with APRA Connect, please contact the APRA Support
Desk on +61 2 9210 3400 Mon-Fri, 9:00am — 5:00pm (AEST), or via email: support@apra.gov.au

Note: The APRA Support Desk cannot assist with completing forms, or with any validation errors or warnings.

For help with Digital ID, myID or RAM, please refer to the Australian Government’s published materials.

1.2 APRA Connect Interface and Navigation

To become familiar with the APRA Connect interface, users are advised to review section 2 of the APRA Connect
Guide, which provides detailed navigation instructions. Users are recommended to familiarise themself with the
APRA Connect platform before attempting to submit a MySuper application.

APRA


https://www.apra.gov.au/sites/default/files/2025-05/APRA%20Connect%20Guide%20May%202025_0.pdf
mailto:support@apra.gov.au
https://www.apra.gov.au/sites/default/files/2025-05/APRA%20Connect%20Guide%20May%202025_0.pdf
https://www.apra.gov.au/sites/default/files/2025-05/APRA%20Connect%20Guide%20May%202025_0.pdf

2. APRA Connect MySuper Application
Submissions

2.1 Information on the Ad Hoc Submissions Role

APRA Connect user roles facilitate different levels of access (e.g. draft, upload or submit). This enables entities to
limit access to sensitive information such as personal data required for Responsible Persons.

There is no limit on the number of users per role. Users may require a combination of roles to be able to access
and complete the appropriate tasks.

Entities should be aware that granting access to a user enables them to view past and present data, in addition to
editing submissions.

For the purpose of the MySuper Application submission, the RRA (Regulatory Reporting Administrator) role is
required to assign the Ad Hoc Submissions role, which is the role required to enable the submission of a MySuper
Authorisation application. Information on these roles can be found in the table below:

Responsibilities, functions, and access levels

Responsible for:

» granting access to other RRAs, Preparers, and Service Providers.

* managing user roles and permissions to ensure users remain
current. This involves updating users’ permissions when a user
departs the organisation.

APRA requires one Administrator to be nominated for each reporting entity
(ABN). An RRA cannot assign additional roles to themselves. A second
RRA would be required to assign additional permissions to an initial RRA.
Where an entity has only one RRA a request to APRA will be required to
make any change.

RRAs are able to complete and submit returns.

Regulatory Reporting Users in this role will receive notifications pertaining to upcoming return due
Administrator (RRA) dates, Late Notices, and the availability of data queries.

An additional role to add in combination with an existing role, which allows
the user to create a return. Ad hoc return permissions allow users to
request resubmissions, request an extension or an exemption, or submit
documents to APRA.

This permission is also required for superannuation entities to create these
ad hoc returns outside the standard reporting cycle; RSE Structure, Fees
Ad hoc return permissions and Costs, and Insurance Arrangements.
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This role can be assigned to any user to extend their capability to create
these types of requests and submissions at any point in time. It may be a
suitable role to assign to a Service Provider to allow them to fully administer
the entity‘s reporting obligations on behalf of the entity.

2.2 Viewing and editing users & roles

People with the Regulatory Reporting Administrator role can assign and edit the roles of other users in their
organisation. To view and edit a user:

1. From the Menu, select Users.

Corporate Profile

The Manage APRA Connect Portal Users page lists all people with active and inactive APRA Connect user
accounts for your organisation.

2. In the Actions column click the View/Edit icon of the required individual.

3. To edit user roles, click ‘Edit’.
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View APRA Connect Portal User

First name: Riley

Surname: Profile

Email address: riley. profile@ample.com.au

Telephone number: 02 987987987

Activation status: Active

Permission: ) Portal - Regulatory Reporting Prepare

| Portal - Regulatory Reporting Adminis
[ Portal - Service Provider
| Portal - Ad hoc return permissions
Portal - Corporate Profile Administrot

g

4. If updating a new user or deactivating a user, set Activation status as required.

Edit APRA Connect Portal User

This functionality allows you to grant users permissions in APRA Conn
user(s)

| acknowledge that granting a Service Provider access to APRA Conne
submission information, and | am authorised to provide such access

First name Toni

Surname: Shadow

Email address: toni. shadow@ample.com_au
Telephone number: 44 6066

Activation status ® Active Deactivated

5. To edit user roles, go to the Permission list, and check or uncheck the roles to apply to the user, specifically
focusing on assigning the RRA or Ad hoc return permissions role as required for the MySuper Authorisation
submission.
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Permission:

6. Click “Save”.

2.3 Creating Ad Hoc Returns to submit MySuper Applications

Regulatow&M\gm;Lré
O PBortal - Regulatory Reporting Adminic
O Bortal - Service Provider |
ortal - Ad hoc return permissions

O Iortal - Corporate Profile Administrat|
4 »

Ad hoc returns can be created at any time by those with the Ad hoc return permissions role.

The Ad Hoc Request and File Upload return can be used by any entity to submit files or make requests.

To create an ad hoc return:

1. From the menu, select “Returns”.

2. On the “Manage Returns” page, click “Create Return”.

Manage Returns

Thie sy allevwase v “~ rort o all sFrantio aw e o \ - g 2 oy v A1y
INIS page allows you to pe orm all activities reiated 10 managing returns

E—!l Create Return @' View Submissions

3. From the form set list, select the required return.
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Create Return

To submit & corporate return, iNPUt & return name in either language and copy the same into the other reg
Select the return 10 be submitted from the list below. The Effective Date is the earliest effective date of char
the return.

Return name: | |*

Select form set O Accountebility Map -
@ Ag Hoc Request and File Upload

O Balance Date

O Contact Information

O Conract Persons/Related Parties

O Executive Accountability Regime - Registration
O Executive Accountability Regime - Update

O Fees eng Costs

O Name Dezails

O Responsible Persons

O RSE Structure

O RSE Structure Preview v

Effective Date: [darmmiyyyy) B *

4. Enter the following naming convention for MySuper Application submissions:
MySuper_<EntityName>_FinalSubmission

5. Click the calendar icon and select the date from which the request takes effect. This will ordinarily be the date
that the application is submitted.

Effective Date: 01/03/2021 @ I

Clear March, 2021 x
« ¢ Today y »
wk  Sun Mon Tue Wed Thu Fri Sat
8 1 2 3 4 S 6

9 7 8 9 10 11 12 13
10 14 15 16 17 18 19 20
n 21 22 23 24 25 26 27
12 128 29 30 31

Select date
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6. Click “Create”
A confirmation page displays the return’s reference number.

7. To begin adding data to the return immediately, click the hyperlinked name to open the return.

Return Created Successfully

Your returrj Extension request pas successfully been created with the reference "AHS00555".

You can now access the return whether click the Return name link above or in the "Draft Returns" area in the Returns area.
When you have completed the return you can submit it in the same page by clicking the "Validate & Submit" icon link.

Return to Manage Returns
Draft returns can be accessed at any time from the “Manage Returns” page.

8. Click “Edit” to access the return in order to upload all relevant information including the MySuper Application form
and attachments.

Forms Comments Generated Documents

This Return was created on 16/12/2025 at 13:20

Please select a form to view. You can also view forms in PDF and Exce!

MySuperTest No Data

] # AdHoc File Upload €

D # Ad Hoc File Upload Form VIEW |

The following screen will appear:

Upload Decument

Choose File Choose File
Choose File Choose File
Choose File Choose File
Choose File Choose File
Choose File Choose File

N B. Accepiable file types are:
xlsx, csv, docx, .pdf, pptx, jpeg, jpg, png, .bmp, tif, gif zip
Comments

Save As Draft ‘ | Validate & Save
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9. The following naming convention should be used when uploading the submission to ensure correlation between

application questions and associated attachments: i.e. When a question on the form requires an attachment, the
attachment file should be named as follows:

Part A5.1_ MySuper_<Entity Name>_FinalSubmission

10. Once all attachment file names correspond to the questions in the application form, a zip file of the submission

should be created so that the application form and corresponding attachments are in one .zip file.
11. The .zip file should be named as follows MySuper_<EntityName>_FinalSubmission (same as return name)
and uploaded by clicking “Choose File”, find the submission on your device and upload it.

12. Once this has been completed, click “Validate & Save” to save the submission.

Upload Document

Choos:

e File

Choos:

Choos:

Choos:

Choo!

N_B. Acceptable file types are:
xlsx, .csv, .docx, .pdf, .ppix, jpeg.

Comments

Note: a .zip file in APRA Connect cannot exceed 500MB in size per tile and the entire submission cannot exceed
2GB. If your .zip file is more than 500MB, use additional “Choose File” tiles to upload the files in subsequent .zip

e File

e File

e File

se File

Jpa, .png, bmp, tif, gif, zip

Choos:

Choos:

Choos:

Choos:

e File

e File

e File

ose File

e File

Save As Draft

Validate & Save

files. If more than one .zip file is required users should add a descriptor at the end of the file name eg. (Part 1 of 2).

APRA
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13. If there are no errors, the following page will appear with the action to “Validate & Submit”.

View Return
Return name: Test ad hoc Return reference AHS10064
Return end date:  16/12/2025 Return due date
Return status: Complete Categories
Actions

nplete. You can partially complete a section and save it in draft for completion later. You can also

ss rules and

t Return

ated against APRA's bi

1 functionality under the Su

an refresh your browser to view the updated status. The uploaded file can be validated by clicking

n this screen.

After uploading a file yot

the Upload History button
e: if you do not

report in those tables

Test ad hoc Status: Complete

© Ad Hoc File Upload €@ Clear

ovide data for any of the tables in this return, you acknowledge and understand that you have no data to

g © Ad Hoc File Upload Form Clear | Edit | View | ‘B

o
i
a%

14. Click “Validate & Submit” to submit the application to APRA then click “Submit” in the confirmation dialogue to
confirm and finalise submission:

Submit Return

Your return has been validated and can now be submitted. Please click the "Submit" button to confirm that you wish to submit
this return.

Once submitted, a return can no longer be edited, but can still be viewed in submission history. If an error is subsequently
discovered you can apply to resubmit the return using the "Request Resubmission" functionality.

Please note final submission can take up to 2 minutes depending on the complexity of the return.

APRA
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3. Withdrawals

Should you wish to withdraw an application at any time during the process, please contact your APRA Responsible
Supervisor with a formal request to draw the application. Withdrawals are not managed through the APRA Connect

platform.

APRA
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4. Additional Information Requests

If during the assessment of your application, APRA determines that additional information is required, you will be
notified by a formal request. This request will detail the required additional information and the date by which the
information is due to be provided to APRA.

To submit additional information to APRA during the application process, create a new “Ad Hoc Return” in APRA
Connect (See Section 2.3 of this document). Upload any additional information requested in a .zip file where both
the return name the .zip file name is as follows: MySuper_<EntityName>_Additionalinformation

Any associated attachments to the application form should be referenced as such:

i.e. Part A5.1_ MySuper_<Entity Name>_Additionallnformation

It is recommended to contact your APRA Responsible Supervisor once the additional information has been
submitted.

APRA
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