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I n t r o d u c I n g  y o u r  a d v I s e r  d a s h b o a r d

a n n u a l

The Cavendish Annual adviser dashboard gives you an 
overview of your clients’ SMSF positions as at the last 
reconciliation date – which is generally the end of the 
last financial year. Your dashboard gives you access to: 

•  A consolidated view of each SMSF’s investment 
position, , investment strategy contributions and 
pension history from previous financial years and 
pending tasks

•  Choice of communication preferences including 
SMS, email, post or dashboard

•  Electronic storage of fund documents and reports. 
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When you logIn to the advIser 

dashboard, you WIll ImmedIately 

have the abIlIty to:  

•  View any tasks you need to attend to

•  Setup a new SMSF or transfer the administration of 
an existing fund to Cavendish

•  Search a list of your clients’ funds and access more 
detailed information

•  Access all of the features and functionality of your 
clients’ Cavendish Online and Annual SMSFs on the 
same dashboard.

settIng up your dashboard on 

your computer or tablet

You can access your adviser dashboard through a 
range of devices including your computer, iPad or 
tablet. When accessing your dashboard for the first 
time on a particular device you will need to allow 
cookies and pop-ups through your browser.
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a consolIdated vIeW oF your 

clIents’ smsFs

Clicking the ‘Fund Search’ button will show you a list  
of your clients’ SMSFs. Simply select a fund to:

•  View all details relating to the fund including 
current investments

•  load documents directly to a fund record

•  View outstanding tasks

•  Customise communication preferences and alerts 
so the right people are notified of important 
activities occurring on their fund

•  Submit a request for us to do something for you 
– such as update contact details or commence  
a pension.

smsF setup and transFer

Setup a new SMSF or transfer an existing fund to 
Cavendish through your online dashboard, simply: 

1. Click the ‘Setup Fund’ button

2. For a new SMSF, select ‘Add new fund’, or 

3. To transfer an existing fund, select ‘Takeover  
existing fund’ 

4. Select the Cavendish Online or Cavendish Annual 
service

5. Complete the online wizard and our administration 
team will finalise the setup or transfer of the fund.
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Fund detaIls and member detaIls

These sections have the details of your clients’ SMSFs 
including who the trustees are, all the member details, the 
Australian business number (Abn), Tax File numbers (TFn) 
and death benefit beneficiaries. 

You can change some of these details on the ‘Tasks’ tab 
by selecting the ‘Change details’ button. If you change an 
address, phone number, email or any other item about the 
fund we can ensure all the relevant government authorities 
are updated for you, including the Australian Tax Office 
(ATO) and the Australian Securities and Investments 
Commission (ASIC) as necessary.

t h e  ‘ F u n d  r e c o r d ’  ta b

communIcatIons & alerts

understanding how communication preferences work on 
you online dashboard and then setting them up to suit 
your needs is crucial to efficiently managing your clients’ 
SMSF tasks.

•  All tasks will appear on the online dashboard regardless 
of the communication preference you have set

•  All system documents are saved on the dashboard in 
the ‘My documents’ tab 

•  You can elect to receive an email or SMS to notify you 
when there is a task on the dashboard

•  You can set different alert and delivery preferences for 
specific types of documents. 

Setting your communication preferences

1.  go to the ‘Fund details’ tab’

2.  Click ‘Change details’

3.  Select ‘Communications & Alerts’ and then 
select your preferences.

 Important: Please ensure your communication 
preferences are set when you login for the first time. 
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t h e  ‘ F u n d  r e c o r d ’  ta b

current Investments

View the investment position of your clients’ SMSF 
and a summary of all your investments as at the last 
reconciliation date. 

To view the summary of your portfolio for a previous 
year, input the relevant date in the ‘Valuation date’ field. 

Investment strategy

before your clients start investing, an investment strategy 
will need to be prepared. With our online tool, you can:

•  View your planned strategy against actual investments 
by asset class as at last reconciliation date

•  See what is in each sector – simply move your mouse 
over the strategy items

•  Change your strategy – we will generate a minute, 
which the trustees can sign online by entering their 
passwords.

Changing an investment strategy

1. go to the ‘Investment Strategy’ tab

2. Click the ‘Change Strategy’ button

3. Complete the form. A minute will be generated  
for the trustees to sign.
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contrIbutIons 

In the ‘Contributions’ tab, you can view a breakdown 
of your contributions in the previous years by member 
against the cap. 

accounts, draWdoWns & pensIons

Within this tab, you will be able to see the balance of each 
member account, a full list of all pensions including all 
transactions and any lump sum withdrawals made as at the 
last reconciliation date

t h e  ‘ F u n d  r e c o r d ’  ta b
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documents & reports

Access a range of investment, fund and audit reports 
to monitor fund contributions, pension levels and 
investment performance for previous financial years.

To run a report

1. Click on either the investment, fund or audit report 
buttons

2. Select the report you would like to run

3. Select the date range for the report and click 
‘Continue’.

tasks

When there is a pending task that requires input or 
action on your clients’ SMSFs, it will appear on your 
dashboard and within the ‘Tasks’ tab. This may just be 
a minute for trustees to sign or a tax notification. Our 
‘Communications & Alerts’ system can let you know by 
SMS or email when a task has been uploaded to your 
dashboard.

current servIces

This tab summarises the Cavendish services for your 
clients’ SMSF.

the ‘requests’ tab

The ‘requests’ tab allows you to submit requests to us and 
monitor their progress. You can create requests at any time 
including a pension establishment, to rollover funds from another 
superannuation account or to update your contact details. 

t h e  ‘ r e q u e s t s ’  ta b
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the ‘reports’ tab

The dashboard gives you access to a range of reports which 
can be tailored to meet your requirements and can assist 
in providing insight into the funds you provide advice to. 
You can even export all reports to Microsoft Excel for further 
analysis. 

The reports available to advisers extract data for Cavendish 
Annual SMSFs as at last reconciliation date. They include: 

• Investment valuation

• Investment holdings

• Fund setup status

• End of year progress.

Investment valuatIon

The investment valuation report allows you to view the 
value of all SMSFs on the system at a prior reconciliation 
date (going back to the date the fund commenced on the 
administration system). The report will show the total value 
of the fund at that date and the value of each individual 
asset class for the fund.

Investment holdIngs

This report allows you to enter specific investment codes 
to provide a list of all your clients’ funds which hold that 
particular investment.

The system gives you the ability to enter more than one 
code at a time, which can assist when searching for specific 
information on clients’ funds and their investments. Simply 
enter a space between each code and press the report 
button and the system will show all funds which hold those 
investments. For example, if searching for all clients holding 
bhP billiton and rio Tinto shares simply enter ‘bhP rIO’– 
remember to leave a space between each investment – and 
the system will display this information for you.

Fund setup status

This report shows the progression of both new and existing 
SMSFs through the setup and transfer processes.

The columns in this report show the major milestones 
that need to be completed when setting up a new fund 
(eg allocation of an Abn/TFn, completion of direct debit 
authorities, investment strategy documented). The ‘Setup 
Status’ dropdown menu allows you to filter the report to show 
funds at various stages of the setup process.

during the setup phase our administration team handles all 
enquiries, tasks and requests for information. Once the setup 
of a fund is complete, it will no longer appear on this report. 
The day-to-day enquiries relating to these funds would then 
be handled by your Client Manager.

t h e  ‘ r e p o r t s ’  ta b
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t h e  ‘ r e p o r t s ’  ta b

The various status descriptions are:

•  new – fund has  been submitted and is yet to be 
allocated to a member of the administration team

•  review – fund has been allocated to an administrator 
and the application data is being reviewed

•  proceed – administrator has completed the welcome 
call and the client has confirmed details and provided 
any outstanding information 

•  pending – historical fund information is being entered 
into the system (relevant for existing funds transferring 
to our service only)

•  active – historical fund information has been entered 
and the investment information on the dashboard is 
complete.

end oF year 

This report shows the progression of a fund through the 
end of year process. by default the report shows all financial 
years, but may be filtered to show a specific financial year 
if required.

The different subheadings cover different milestones through 
the end of year process. A description on each is below.

Tax status

This is the first milestone for funds as they proceed through 
the end of financial year process. This field shows the tax 
return status of the fund is at. There are several different 
statuses which can appear here:

•  blank – if the tax status is blank this means the tax payment 
for the financial year has not yet been calculated

•  new – the income tax position of the fund has been 
calculated for the financial year

•  alert sent – our system has sent an alert to the main 
contact of the fund advising them of the pending income 
tax statement

•  complete – the income tax liability has been paid to the 
Australian Taxation Office

The tax status will show as blank until the fund has been fully 
reconciled for the financial year. This includes the satisfactory 
completion of all tasks. If there are outstanding requests 
for information on the dashboard, the end of financial year 
process will not be able to commence.

Audit status

The ‘Audit Status’ shows the progress of the fund through 
the various audit steps. There are several different status 
updates which will appear in this box as the audit process is 
being completed:

•  not ready – this simply means that the fund is not 
ready to commence the audit process yet. It may be 
waiting on information or outstanding tasks or simply 
because the income tax has not been completed for 
the financial year

•  Initial review completed – the administrator has 
completed their initial review and is satisfied that the 
fund is able to proceed to the audit preparation stage

•  ready for audit – the fund has been prepared for 
audit. At this stage, the fund is sent to the audit firm for 
them to complete the independent external audit for 
the financial year

•  audit completed – audit has been completed and all 
reports have been supplied to the administrator. The 
work for the end of financial year has been completed 
at this stage.

The ‘due date’ indicates when a tax payment is due, 
which can vary depending on the age of the fund or on the 
previous year’s compliance history. The lodgement date for 
most funds is typically the middle of May each year.
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What IF you have clIents usIng the 

cavendIsh onlIne servIce?

If you have clients using both Cavendish Online and Annual, 
you will be able to view all of their funds through the same 
dashboard, with the same login and experience the same 
features you currently do for each service. 

upgradIng to cavendIsh onlIne

Throughout your dashboard, you will notice a number of 
‘upgrade’ buttons. Clicking on any of these buttons will allow 
you to upgrade to the Cavendish Online service, which gives 
you an up-to-date overview of your clients’ fund positions with 
access to all the information you need to manage their SMSFs 
efficiently throughout the year including:

•  A consolidated view of each SMSF’s investment 
position and pending tasks

•  Access to a wide range of services that make SMSF 
management simpler, such as contributions and 
pensions monitoring

•  Seamless administration of your clients’ SMSFs 
allowing you to focus on helping to grow their funds

•  Timely and intuitive information to help drive  
decision making

•  Choice of communication preferences including SMS, 
email, post or online dashboard

•  The ability to run reports for specific dates, not just 
until the last reconciliation date.

For more details on the Cavendish Online service, call your 
Client Manager.

multIple access levels

For the following access levels can be set at pre-determined 
levels for licensed dealer groups, advisory firms, advisers 
and their support staff.

licensed dealer manager

Managers of licensed dealer groups can have visibility over 
all funds linked under their group. The views and reports 
can be tailored to show all funds for all advisers, or drill 
down to view funds associated with an individual adviser.

Advisory firms

Advisory firms have the option to tailor their dashboard 
access permissions, enabling advisers within their business 
to have visibility across all advisers and their associated funds.

Adviser assistant

Adviser assistants and support staff can have their own 
logins giving them access to all advisers and funds they 
support. They are also able to setup new funds, attend to 
tasks or initiate requests on behalf of advisers.

To change your access level or add an assistant, contact 
your Client Manager who will assist you.

beneFIts to your clIents

You also have the ability to provide your clients with access 
to the member dashboard, where they can experience the 
following benefits:

•  Convenient access to an intuitive member dashboard 
from their computer or tablet

•  View alerts and tasks that require input or action. This 
could include signing a minute, which can be done 
electronically

•  Easy access to all fund documents in one place, including 
the trust deed, fund reports, minutes and more.

settIng up member dashboard 

access

1. Select the relevant fund

2. go to the ‘requests’ tab

3. Click ‘request Additional logins’

4. Enter the email address for each member  
and click ‘Submit’



11

h o W  t o  g e t  s ta r t e d

to logIn to your advIser 

dashboard:

1. Visit cavendishsuper.com.au

2. Click on the ‘log in’ button

3. Select ‘Online dashboard’.

If you don’t have a login please contact your Client Manager 
who will provide you with your login details.



a n n u a l

Issued by SMSF Operation Pty Ltd ABN 30 007 778 341 a corporate authorised representative of SMSF Administration Solutions Pty Ltd 
ABN 76 097 695 988 AFSL 291195.

Any advice in this document is general in nature and is provided by SMSF Operation Pty Ltd ABN 30 007 778 341 a corporate 
authorised representative of SMSF Administration Solutions Pty Ltd ABN 76 097 695 988 AFSL 291195. The advice does not take 
into account your personal objectives, financial situation or needs. Therefore, before acting on this advice, you should consider the 
appropriateness of this advice, having regard to those matters and consider the Product Disclosure Statement/Administrative 
Services Guide before making a decision. Cavendish Superannuation Pty Ltd is a member of the AMP group of companies.

F Ind out more

Visit: cavendishsuper.com.au

Call: 1800 808 354

Email: enquiries@cavendishsuper.com.au

Postal address: GPO Box 9981 adelaide Sa 5001




