
Employer Process Change - 
How you send us forms securely through the Employer Portal

To provide a walkthrough for the employer, shared service or payroll provider to help you 
understand how to send us forms securely through the Employer Portal using the 
Employer Secure Messaging function.

It shows how you:
•	 Contact us and provide attachments
•	 Create a designated reference number for your specific query
•	 Ask both employer and member queries.

There are two process maps which show the different ways to contact us, depending on the forms you are providing:
•	 Submitting all other forms 
•	 Submitting a form that is specific to a single member. (This will be available in January)
All forms will be available from the current CSPS website.

Please note this will be a living document. It will present what we know now but will grow 
as other elements of the Employer Portal are refined and as processes are finalised.
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CSPS Employer process - 
Submitting all other forms

Will be referenced 
in all future 
communication 
on the case

User logs in to the 
Employer Portal

User selects 
“Mailbox” from 
Dashboard

User selects required 
“Category” and “Topic”

User selects “Subject” 
box to add own reference

System will open
“Mailbox”

User clicks “Continue” Upload any relevant
documents

System will provide a 
case reference on screen
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User clicks “Submit”
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CSPS Employer process - 
Submitting a form for a specific member 
(This will be available in January)

User selects 
"Member Search" 
from Dashboard

“Member Search“ 
will require two 
identifiers to be 
entered

Subject will be 
referenced in 
all future 
communication 
on the case

User logs in to the 
Employer Portal and is 
taken to the Dashboard

Shared services and payroll 
providers will need to select 
the correct employer

User enters search 
criteria for member

User selects 
“Contact us about 
this member”

User selects 
“View Message” 
with the linked 
member details

User selects required 
“Category” and “Topic”

User uploads any 
relevant documents

System will open
“Contact Us” and 
auto populate
selected member 
details

Member identified 
and basic details 
provided

User clicks “Submit”

System will provide a 
case reference on screen
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Start

Em
pl

oy
er

Em
pl

oy
er

 p
or

ta
l

End

1

1A

2

3

5 7 8

10

64

9 11

12

User selects “Subject” 
box to add own reference 
and press “Continue” 
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