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Employer portal
Creating your account
Please note: the portal works on most web browsers however Chrome and Firefox are preferred.
After receiving your welcome email, you will need to follow the link to create an account.

Click ‘create account’ and on the next screen enter your email address.
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You will receive an email from the portal with a one-time password.

Enter this password on the screen to move to the next step.

Please enter your personal details and company name to create your user account.
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You will now be presented with a ‘Services’ screen, click on ‘Salary Packaging’.

Next, click the product you are applying for. Please note at this point in time you are only able to select
one product at a time in the portal.
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On the next screen you will be presented with the forms required to apply for a salary packaging
facility, along with the relevant terms and conditions documents. You will need to download the
presented form/s for completion and a copy of the terms and conditions documents for your
information. If you have already been provided a copy of the application form by one of our
representatives simply click ‘I’ve already downloaded’ to progress to the next stage.

Please complete the application form in full and collect certified identification for all parties to the
account. Then upload the completed and signed form to the portal along with any identification and
supporting documentation.

If you require any assistance with the forms or have any questions, please call us on 1300 272 265 to
speak to one of our customer service representatives.
Your application will now be reviewed and processed by our team. If we require any additional
information we will be in touch, otherwise you will receive an email confirming your application is
complete.
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Inviting employees to your facility
Once you have been informed your facility is up and running, you can invite employees to the product
by clicking ‘+’ in the bottom right of the screen.

You will be prompted to enter the employee’s first and last name. This will prepopulate their email
address using the default email server format used to create your portal account. If this is incorrect you
can change it by using the ‘email format’ drop-down.

Multiple employees can be added at once by selecting ‘add another’, or one employee may be added
at a time. Alternatively, you can download an Excel template and enter multiple employees’ details.
This template can then be uploaded to the portal to complete a bulk upload of employee invites.
Once all required employees have been added, select ‘next’ to progress to the next screen. This will
generate an email, as shown below, for the employee/s. Each email contains a unique link to facilitate
their account opening.
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For more information on the employee process, please refer to section 2 of this user guide.
Once an employee has completed the application process in the portal, you, and the authorised portal users,
will receive the below email.

Select the link in the email to review the application. From here you will have the option to approve the
application or request further information to support the application.

If the application is ready for approval, simply click ‘Approve’. The system will generate an account and card
that will be sent directly to the employee’s nominated address.
Should more information be required, please select ‘Request More Info’. A message can be added in the popup window to advise the employee of the additional information requirements. The employee will receive an
email notification of the request and will have the ability to reply with the requested information. Once all
required information has been received and the application is ready for approval, simply click ‘Approve’ to
generate the account and card.

Adding additional portal users
If you would like to add an additional portal to your account, please complete a Customer and Account
Alterations form (IG122) which is available on our website bendigobank.com.au or by calling us on
1300 272 265.
This form will need to be completed with the additional portal users’ details and signed by one of the
authorised portal users. Certified identification will also need to be provided.
Once completed and signed, please post the original to PO Box 585 Corrimal, NSW 2518 for processing.
If you require assistance completing the form or have any questions, please call us directly for assistance.
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Employee portal
Creating your account
Please note: the portal works on most web browsers however Chrome and Firefox are preferred.
Once you receive your ‘invitation to apply’ email, click the link included to begin the process.

You will be directed to a sign-up page for the online portal. To access the portal, you will need to
create a password and account.
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You will be required to enter your personal information into each field in the presented screens. It is important
these details are captured correctly as this information communicates with the bank’s systems.

Once all required fields have been completed, you will be presented with an electronic identification
verification to complete. To facilitate electronic verification, we will require information from your Australian
Drivers’ Licence, passport and/or Medicare card.
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You will need to enter your identification details and select ‘run identity check’ to complete the electronic
verification.

The system will process the electronic verification and return a result of ‘pass’ or ‘fail’. If you pass the check,
you will be advised via a pop-up message, as shown below, that we have been able to confirm your identity.

If an electronic verification check fails, first review the information entered to ensure it is accurate. If it is
correct, then add an additional form of identification and retry the identity check. If you are still unsuccessful
in passing the electronic verification check, please contact the Salary Packaging Specialist Team directly on
1300 272 265 for further advice.
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If you are unable to be electronically identified, we will revert to manual processes which involves collecting
certified identification and completing a b-packaged and b-entertained Employee Application Form prior to
the account being opened.
If you have passed electronic verification, click ’Next’. This will take you to our privacy and acknowledgement
screens. You will need to review and agree/consent to these disclosures.
Acknowledgement 1:

Acknowledgement 2:
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When you have completed the acceptance of disclosures, the application is sent back to your employer for
approval (as noted in the employer section above). You will not need to complete any further information at
this point.
Once your application has been approved by your employer, you will receive a welcome email.

Adding additional cardholders
If you would like to add an additional cardholder to your account, please complete a Customer and Account
Alterations form (IG122) which is available on our website bendigobank.com.au or by calling us on 1300 272
265.
This form will need to be completed with the additional cardholder’s details and signed by one of the
authorised portal users. Certified identification will also need to be provided.
Once completed and signed, please post the original to PO Box 585 Corrimal, NSW 2518 for processing.
If you require assistance completing the form or have any questions, please call us directly for assistance.

Periodical payments
To help get the most from your salary packaging funds, we can set up a periodical payment for bills,
mortgage repayments, rent, school fees and more.
If you would like to set up a periodical payment, please complete a b-packaged Periodical Payment
Authority Form (OA481a) which is available on our website (Bendigobank.com.au/notforprofit) or by calling us
on 1300 272 265.
The first time you complete this form, please provide a photocopy of the same identification document used
to open your account through the portal. We will retain this on file to verify your signature each time you
provide us with a signed form.
This form needs to be completed with the payment details, amount and frequency you are requesting.
Once completed and signed, please scan the form and your identification through to salarypackaging@
bendigobank.com.au for processing.
If your signature changes, please let us know and we can arrange for a Signature Capture Form to be
provided to you to record your new signature.
Once a payment has been set up, ongoing maintenance such as amount changes, date changes or
cancelling a payment can be completed over the phone with us.
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Contact us
Call 1300 272 265
Email salarypackaging@bendigobank.com.au

bendigobank.com.au/notforprofit
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