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What has changed?  Process

• The Salary Packaging Authority form has been 
replaced by the Superannuation Packaging 
Authority form.

• This form is an editable PDF document that gives 
authority for all types of contributions processed 
by the Remuneration and Benefits team.

• The staff member can fill in and sign the form 
digitally using Adobe Acrobat Reader.

• The form can then be submitted directly to the 
Remuneration and Benefits team for processing. 

What are Digital signatures or Digital IDs?

• Digital signatures are like electronic “fingerprints.”
• They are like regular hand drawn signatures,

except that they are unique to every person that
creates them in the digital world.

• Digital signatures take the form of a coded
message, which securely associates a signer with a
document that they have signed electronically.
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What you will need to fill in the form electronically 

• You will need access to a computer.
• You will need Adobe Acrobat Reader DC or Adobe Acrobat Reader.
• If you are filling in this form on a UQ owned computer, it is very likely that you will have Acrobat DC

installed on your computer.
• If you are filling in this form on a home computer, or an Android or iOS mobile device, then you can

download Adobe Acrobat for free using this link - https://get.adobe.com/reader

https://get.adobe.com/reader
https://get.adobe.com/reader/
https://get.adobe.com/reader/


Instructions New Form

1. Employee Information Section
• Given Name/s – Please type in your First Name/s.
• Surname – Please type in your Last Name.
• Employee Number - If you are unsure of this number,

please lookup on MyAurion to get your employee
number.

• Position Title – Please indicate the title of your position
that you are requesting contributions be updated on.

• Member Contribution – Please tick this box and
select from the drop down list if you wish to change
your member contribution to pre-tax or post-tax.
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2. Standard Arrangement Section

3. Voluntary Additional Contributions Section
• Voluntary Contribution – Please tick this box and select

from the drop down list if you wish to commence,
amend or cease a voluntary contribution
arrangement. 

• Pre-Tax or Post-Tax – Please tick the box/es to
indicate whether your contributions are to be pre-tax 
or post-tax. NOTE: you are able to use this form to 
request BOTH at the same time. 

• Details – Please enter an amount or percentage in the
free-format box for each contribution, and select if 
instructions are until further notice or specify an end 
date.  
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Instructions New Form

4. Digitally sign and submit the form

• Signature of Employee – It is preferred that the 
employee sign the document electronically using a 
Digital Signature. Please refer to the process of creating
a Digital Signature and signing documents in the next 
page. 

• Submit – It is preferred that the employee submit the 
completed form to the Remuneration and Benefits team 
by clicking on the 'CLICK HERE TO SUBMIT' button. 
Alternatively, please save the form and email it to 
super@uq.edu.au 
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Digital Signatures Explained

Create a new Digital ID
with required details

Have you 
previously 
created a 
Digital ID? 

Sign using previously 
created Digital ID. You 

just need your 
password for your 
Digital Signature

Yes I have a digital ID 
but I don’t remember 

the password. 

The password to your digital ID is 
stored locally and we cannot 

retrieve it for you unfortunately. 
Please remember your password 

when you have created your 
Digital ID. 

Ok, now I want to sign the form  
electronically, what do I do? 

Use the flow chart to determine if you 
have to create a new Digital ID 

(signature) or use a one that you have 
previously created. 

NOYES

Sign using the Digital 
ID that you just 

created. 

Start

End End



Creating a new Digital ID and signing the form in Adobe Acrobat Reader Pro

1. Click on “Configure 
Digital ID” to create your 
new electronic signature.

3. Choose “Save to file” 
option. 
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2. Select the “Create a new 
Digital ID” option and click 
on “Continue”.
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Fill in Digital Identity 
details. Retain the Key 
Algorithm as 2048-bit RSA. 

5 Type in a password for your Digital ID. 
Remember this password, you will need 
it when you sign later. Click “Save” to 
save this signature. 
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Start. Click on the 
Electronic signature fields 

on the new form



Signing using an existing Digital ID in Adobe Acrobat Reader Pro

1. Note that you 
already have created 
your electronic 
signature earlier. 

2. Click Continue.

3. Enter the password for 
your Digital ID. 

Form has been signed 
digitally. Save this 
document before emailing 
it. 
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