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Once you have logged in to your account you will see your account dashboard with your account balance.

From here you can navigate as required by expanding and using the left hand side menu and the ‘person 
account’ drop down menu.

Your benefits

View your benefits
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•	 Select ‘Add a benefit’ from the left hand side menu.

•	 Click ‘Add benefit’ for details on the benefits you can include in your salary packaging.

•	 Click ‘Find out more’ for further details and the supporting documents required.

Your benefits

Add a benefit
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If any of your salary packaging details have changed, it is important to 
update this information on your account.
View your current details by clicking on the person icon in the top right hand corner of your 
account dashboard. Then you simply choose one of the menu options below.

Your details

Updating your details 



Your guide to salary packaging	 qldgov.smart.com.au  |  6

•	 To submit a new claim or provide updated documents for an existing benefit, select the benefit 
and the expense type. Enter the dates and amounts of all transactions you are including (you can 
submit multiple receipts/files in the same claim), then upload your receipts. You can upload up to 
10 megabytes (MB) and the following formats are accepted: PDF, JPEG/JPG, BMP, TIF/ TIFF, 
PNG or GIF.

•	 Check that your bank account details are correct as this is where the payment(s) will be made.

•	 Accept the declaration and submit your claim.

Uploading supporting documents 
You can use your account to submit completed forms and any related supporting documents. 
Simply follow the instructions below:

•	 In the My Benefits menu, select ‘Upload form’.

•	 Choose to either drag-and-drop or select ‘Browse files’ to upload your documents.

•	 Click ‘Submit documents’ and confirm the upload by selecting ‘Submit’.

The quickest way to submit claims, provide documents or receipts for 
an existing benefit is via eClaims. Here you can also track and view 
previously submitted claims. 

•	 In the e-Claims menu, select either ‘Submit new claim’ or ‘Track my claim’.

Your claims

Submitting a claim
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To change your deductions, follow the steps below:

•	 Locate the “cap” benefit tab from your account dashboard and click on “view more”

•	 Click ‘Change your deductions’ from the left-hand menu to change the per pay amount, the 
total amount, or the number of pays you’d like to package over, then click ‘Submit’.

Your deductions

Changing your deductions
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•	 You can filter 
your deductions 
by date and/or 
benefit. You can 
also download 
and print your 
salary packaging 
transactions 
or Confirmation 

Salary packaging reports are available from the right hand side of the account dashboard.

•	 Simply select ‘View total deductions’.

Your reports

Salary packaging reports 
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Need help?

To learn more about salary  
packaging visit us online or call:
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