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SMSF Engine 

Back office SMSF Administration Solutions for Accountants 

“Quality SMSF administration support on-line at a fraction of the cost of doing 

it yourself – it’s just a few clicks away with SMSF Engine” 

 

 

 

 

 



 

2 
 

 

 

Contents 
1 Introduction .................................................................................................................................... 4 

1.1 Introduction and overview...................................................................................................... 4 

1.2 How to use this guide.............................................................................................................. 5 

1.2.1 References ...................................................................................................................... 5 

1.2.2 Forms .............................................................................................................................. 5 

1.2.3 Quick start guide ............................................................................................................. 5 

2 Before you start .............................................................................................................................. 6 

2.1 Information we require ........................................................................................................... 6 

2.2 Your responsibilities ................................................................................................................ 6 

2.3 Our responsibilities ................................................................................................................. 6 

3 Orders: General information........................................................................................................... 7 

3.1 Logging in ................................................................................................................................ 7 

3.2 Adding, deleting, modifying Orders ........................................................................................ 7 

3.2.1 Creating a New Order ..................................................................................................... 7 

3.2.2 Order History................................................................................................................... 7 

3.2.3 Modifying Orders ............................................................................................................ 8 

3.2.3.1 Deleting Orders ............................................................................................................... 8 

3.3 Managing the Shopping Cart ................................................................................................ 10 

3.4 Making Payment ................................................................................................................... 10 

3.5 Monitoring your current Orders ........................................................................................... 11 

3.5.1 Notifications .................................................................................................................. 11 

3.5.2 Email .............................................................................................................................. 11 

3.5.3 Workflow ....................................................................................................................... 12 

 ...................................................................................................................................................... 12 

3.6 Uploading / Downloading files .............................................................................................. 13 

4 Administration or Audit Order ...................................................................................................... 15 

4.1 Fund details ........................................................................................................................... 15 

4.2 Annual Fund Checklist ........................................................................................................... 15 

4.3 Upload Fund documents ....................................................................................................... 16 

4.4 Upload & Download Fund Documents ................................................................................. 17 

5 Actuarial Order .............................................................................................................................. 19 

5.1 Before you start .................................................................................................................... 19 



 

3 
 

5.2 Download certificate ............................................................................................................. 20 

6 Queries .......................................................................................................................................... 21 

6.1 Receiving queries .................................................................................................................. 21 

6.2 Status types .............................................................................. Error! Bookmark not defined. 

6.3 Responding to queries ............................................................. Error! Bookmark not defined. 

6.4 Missing documents ............................................................................................................... 22 

7 Forms and guides .......................................................................................................................... 23 

 

  



 

4 
 

 

1 Introduction 
 

1.1 Introduction and overview 
 

SMSF Engine Provides the full suite of SMSF back office services including: 

 Accounting and Administration  

o We will process all transactions & Journals and prepare draft accounts, SMSF Annual 

Return, Trustee Documents and referenced work-papers for review and approval. 

 Audit 

o We have contracted the services of Baumgartner to provide Independent Audit 

Services. The Service can be used as a standalone product but when you bundle your 

Accounting and Audit together our efficient processes make this extremely cost 

effective 

 Actuarial  

o We have teamed with McGing Actuarial to develop a quick and easy on-line process 

where you can have your certificate completed and printed in minutes  

 Tax Lodgement 

o If you use our accounting services we can act as tax agent for the annual tax 

lodgement for your funds 

 Property Valuations / Title Search  

o We are able to provide title searches and desktop residential property valuations 

which meet the ATO valuation guidelines. 
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1.2 How to use this guide 

1.2.1 References 

1.2.2 Forms 

1.2.3 Quick start guide 
If you are reasonably familiar with the system you can refer to our quick user guide which outlines 

the process in a few easy steps 
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Upload 

You upload source Documents and provide 

access to your fund software data 

Process 

SMSF Engine will process the data and 

liase with you to resolve any queries 

Review 

We provide the Final Draft documents on-

line for your review and client approval 
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2 Before you start 
2.1 Information we require 
Before you commence a new order: 

 Check that all relevant financial and compliance documents have been provided by the 

trustee (refer our checklist for full details) 

 Check that all bank transactions can be identified to enable processing  

 Provide all prior year financial reports 

 Provide the software data file (where available)  

 Complete Order Checklist from SMSF Engine website  

 

2.2 Your responsibilities 
 You will need to ensure you provide all available information relating to the fund  

 You will need to ensure that source documents are provided 

 You will need to ensure that queries are responded to in a reasonable timeframe 

 You will need to review the draft financial statements, annual return and associated 

documents for accuracy 

 

2.3 Our responsibilities 
 We will ensure that qualified, experienced accountants work on your funds 

 We will notify you as soon as possible where we identify: 

o Any missing documentation 

o Circumstances where the timeframe may not be met 

o Any queries that require a response to enable us to complete the work 

o Any issues that require clarification or confirmation 

 We will aim to complete the work within the agreed timeframes 

 We will ensure that the work is reviewed prior to being uploaded 
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3 Orders: General information 
 

3.1 Logging in 
Use your normal NTAA user credentials to log in to SMSF Engine 

 

3.2 Adding, deleting, modifying Orders 

3.2.1 Creating a New Order 

 
Input the name of the fund and the contact details for this particular order. This is the email we will 

use if we need to get back to you to request further information or let you know when documents 

are available so it’s important that it goes to the right person.  

 

 
 

 

3.2.2 Order History 
We maintain basic information on your previous orders.  If we administered the file in the prior year 

you can rollover the details. Files from the previous year will be available to view as well.   

Click the + plus sign next to Start a new Job” sign to expand the selection and input the details 
required  
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3.2.3 Modifying Orders 
After you have set up an order there are a number of functions you can do. Depending on the type 

of order and the stage of the process lifecycle you can bundle additional orders (eg add an actuarial 

certificate) change the order classification, delete an order or update the details 

 

 

 

3.2.3.1 Deleting Orders 

 

 

 

 Click on the Edit button>> Edit the required details>> Continue 
 

 On Main screen double click on the order>> click Cancel. 
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3.2.3.2 Adding an additional service to an existing Order 

 

 

 Double click on the Order>> Add on Products>> Add to Cart  
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3.3 Managing the Shopping Cart 

 

 

3.4 Making Payment 
You can make payment using the methods specified. We will review your order and, if we believe 

the data is sufficiently complete and it meets the fee structure you have chosen we will approve and 

commence work

Click on Cart from the menu>> Remove the order from the payment list, if you wish to make the 
selective payments. 
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3.5 Monitoring your current Orders 
 

3.5.1 Notifications 
We will notify you whenever there is a change in the status of your order. 

 

3.5.2 Email 
An email will be sent to the address supplied on the order details screen  

 

Click Card type>> Enter card details>> click Pay Now 
 

 

 

 

 

 

 

 

 

 

 

 

 

structure you have chosen we will approve and commence work 
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3.5.3 Workflow  
You have a personal workflow area in the portal where you are able to track the status of all of your 

orders. In addition you can send and receive messages, upload and download files 
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3.6 Uploading / Downloading files 
Depending on the order you may be required to scan and upload documents to us. In addition when we 
provide query details or draft reports you will need to download these from the portal 

 

 

3.7 Queries 
 

Queries enables you to send and receive messages about your fund.  

 

 

3.8 Status 
Status gives you a details history of your fund and where time was spent in every part of the process 

 

 

  
Double click on the Job>> Files Tab>> Uploads or Downloads 
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3.9 Invoices 
You can see review copies of your invoices  

 

 

3.10 Add on Products 
In limited circumstances you can add additional products after you have paid for the initial product – 

eg adding an Actuarial Certificate 
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4 Administration or Audit Order 
 

The following information is specific to administration or bundled Administration/Audit/Actuarial 

orders. 

For general instructions on creating or managing orders please go to   4 Adding, deleting, modifying 

orders 

 

4.1 Fund details 
After inputting the basic order details select the type of job you wish to order. If you chose 

administration you will be able to bundle additional services such as audit or actuarial certificate. 

 

  
For audit only orders you will need to determine the category of Audit (white, green, Amber, Red).  Please 

refer to Audit process for an explanation of each category. 

4.2 Annual Fund Checklist 
You will need to download and complete a SMSF Engine order form & checklist. Completing this 

form will assist you in identifying the required documents you need to provide to allow us to 

complete the order. It is worth taking the time to complete the form as, by providing all documents 

up front, it will minimise any delay later when we need to request further documents. Also, where 

you have clearly answered the questions, we will not need to come back to you for clarification. 

It may be useful for you to provide the checklist to your clients in order for them to provide the 

required documents to you in the first place. 
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4.3 Upload Fund documents 
Upload the completed checklist & all related documents. For scanned documents we recommend a 

setting of 150 dpi. Remember to click “Add files” and “start Upload” ensure the files are uploaded to 

our servers. 
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4.4 Upload & Download Fund Documents 
 

At various times you may be required to upload or download documents to and from our portal. This 

can be done during the order set up and also at any time by clicking on the files tab 
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5 Actuarial Order 
 

5.1 Before you start 
 

 

Hovering over the red underlined headings will provide assistance as to details to be input and 

further information can be obtained from our frequently asked questions: 

https://smsfengine.com.au/actuarial-certificates/actuarial-frequently-asked-questions 

 Select Rollover Existing Fund; if prior year fund was proceeding via Engine OR select Start Job for 
New Fund, if the order is entirely new. 

 

 
  

Enter the contact details of the Order and select the services required from the drop down list 
Account Based OR Defined Benefit. 

https://smsfengine.com.au/actuarial-certificates/actuarial-frequently-asked-questions


 

20 
 

 

5.2 Download certificate 

 

 

 

 

 

 

 
Click on the Certificate Tab>> Download Actuarial Certificate  
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6 Queries 
 

 

6.1 Receiving queries 
In the Queries tab you will find a list of issues which we require responses before we can continue 

processing the fund. Please respond to all queries before sending your reply.    

The Queries worksheet is made up of several Columns:   

 

 

 

 

How to respond to the queries
1

2

3

4

PLEASE NOTE - If any queries remain open, the accounts will not be able to be completed

Querry Type

No work can continue without this information

This may have a significant impact on the accounts

May prevent completion of one or more areas 

Info Only No material impact but advised for information

Query Detail

The specific issue we are trying to resolve

Action Required

Our suggested action to resolve the issue

Query Response

Attachment (Y/N)

Query Status

"Open" - The query remains unresolved

"Closed" - The query has been fully and satisfactorily resolved

"Re-Open - Addit Info Reqd" - Response was not complete or has raised a further query

"No Action" - These queries are for information purposes only

Understanding the SMSF Query Template

In the Queries tab you will find a list of issues which we require responses before we can continue processing the fund. 

Any attachment can be included

The client's response to the query

Critical

High

Low

Complete responses for critical and high queries.  We are unable to complete the fund without a response

Udate the status based on whether, you consider the matter open or closed

Once you have finished, save the spreadsheet and upload to the Engine portal. If Additional documents are 

also required upload them at the same time.

If documents are not available/lost please complete the "Missing Documents Declaration" - refer Tab below.
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6.2 Missing documents 
This declaration is confirms the absence of missing documents and details the treatment to be made in their 
absence. 
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7 Forms and guides 
Under the forms and Guides section of the website you will be able to  download some useful 

guides, templates and other tools to assist in the administration process

 

 


