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Section 2: Investments 

(This section is not applicable  
for investment products)

Complete the Investment section by 
advising whether your client will be  
rolling over any funds into their new  
super account or making an initial  
and/or regular contribution.

Then click Next.

Completing an online 
application
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Section 3: Investment facilities

Complete the Investment facilities 
section to confirm if your client will be 
establishing a Direct Debit Request 
Schedule to pay contributions to their 
new account from either their:

•	 Personal bank account

•	 Employer’s bank account, or 

•	 Credit card.

Then click Next.

How we process contributions 
If we receive a completed 
application and contribution before 
3 pm (AEST/AEDT) on a business 
day, then it will generally be 
processed using the unit price(s) for 
that business day. 

If we receive a completed 
application and contribution after 3 
pm (AEST/AEDT) on a business day, 
then it will generally be processed 
using the unit price(s) for the 
following business day. 

Completing an online 
application
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Section 4: Investment strategy

Complete the Investment strategy 
section to confirm how your client would 
like their money invested. 

If no investment strategy is nominated 
for a super or pension online application, 
your client’s money will be invested into 
the MLC Cash Fund. 

Then click Next.

Completing an online 
application
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Section 5: Insurance

Complete the Insurance section by 
choosing what type of insurance cover, 
if any, your client would like.  

Then click Next.

Completing an online 
application
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Section 6: Beneficiary 
nomination 

(This section is not applicable for 
investment products)

Complete the Beneficiary nomination 
section to confirm if your client would 
like to nominate a non-lapsing binding 
or non-binding death benefit 
nomination.

Then click Next.

Completing an online 
application
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Section 7: Other information

Complete the Other information section 
to confirm if your client would like to 
nominate an Authorised Representative, 
Adviser Service Fee, date they would like 
their fees paid and Marketing Consent.

Then click Next.

Completing an online 
application
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Section 8: Adviser details

Complete the Adviser details sections 
and provide any special instructions1 
that relate to the online application 
(eg additional commission instructions, 
insurance premiums).

Please note: Where special instructions 
are provided, the online application 
will require manual intervention that 
may cause a minor delay in processing 
(see page 24 for more details).

Then click Next.

Completing an online 
application

1 	 Special instructions is not available for 
investment products.
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Section 9: Identification

Complete the Individual information 
section and confirm whether verified 
identification for your client will be 
accompanying the online application. 
If so, this section describes the 
acceptable forms of client identification 
that can be provided and attached to the 
online application. 

Then click Next.

Completing an online 
application
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Section 10: Attachments

Complete the Attachments section by 
attaching any relevant documents to the 
online application. 

Then click Next.

Completing an online 
application
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Section 11: Review

The Review section provides you with an 
opportunity to review the online 
application before submitting it to us. 

Any sections that are incomplete or 
require more attention will be 
highlighted in red. Clicking on the 
section will return you to the section of 
the application so you can update those 
details.

Important: An online application can’t be 
submitted until these sections have been 
completed and validated.

Any sections with optional fields that are 
incomplete or missing will be highlighted 
as a warning in orange. However, these 
warnings will not prevent you from 
submitting an online application. 

Once you’ve reviewed and completed all 
of the required sections, click Next.

Completing an online 
application
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Section 12: Client Acceptance

Complete the Client Acceptance by 
printing and attaching a copy of the 
application signed by your client.

Once you’ve then read and agreed to the 
terms and conditions, click Accept and 
Submit.

Completing an online 
application
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Confirmation of submission

Once you’ve submitted the application, 
you’ll receive an on-screen confirmation 
with a reference number. 

Print a coversheet

If you need to send us any paper 
documentation, including a coversheet, 
make sure that we can quickly match the 
online application with the documents.

Completing an online 
application
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Locating Saved as Draft, Submitted and 
Completed online applications

Applications that you’ve saved as 
a draft, submitted or have been 
completed can be found on the online 
applications homepage. 

The online applications homepage can be 
accessed from the MLC AdviserOnline 
homepage by clicking MLC MasterKey. 
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How we process an 
online application

When an online application will 
require manual processing

In most cases, we’ll be 
able to process the 
online application and 
set up an account for 
your client immediately. 

We’ll then send your client a Welcome 
email (if a valid email address has been 
provided) the next business day that will 
confirm your client’s new account and 
provide details of how they can securely 
access their new account online.  

You can check the status of an online 
application from the online applications 
homepage or My Work Tracker.

Click here to learn more about how My 
Work Tracker can help you manage your 
new business and administration 
requests. 

If you’ve provided 
special instructions, or 
if we require additional 
documentation, or are 
awaiting the receipt of 
funds, we’ll need to 
manually process parts 
of the application. 

Although this may slightly affect the 
overall processing time of the application, 
we’ll still be able to issue you with an 
account number for your client’s new 
account within minutes of it being 
submitted. 

https://www.mlc.com.au/content/dam/mlc/documents/pdf/partnering-with-us/652764_my_work_tracker.pdf
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Using MLC’s Client Data Exchange 
for online applications

MLC’s Client Data 
Exchange lets you 
send, receive and 
share client data 
between MLC 
AdviserOnline and 
your financial 
planning software. 

This means you can setup MLC’s Client 
Data Exchange to submit online 
applications to us from your financial 
planning software. 

Click here to learn more about how 
MLC’s Client Data Exchange can help 
your Business.

https://www.mlc.com.au/content/dam/mlc/documents/pdf/partnering-with-us/client_data_exchange_guide.pdf
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Helpful tips

Frequently asked questions

Special instructions can delay the 
processing of an online application, and 
we therefore recommend that they are 
only provided if the instruction isn’t 
already covered elsewhere in the 
application or cannot be provided at a 
later date.

Validating each section before 
proceeding to the next will let you 
complete and/or correct any fields on the 
spot, rather than having to return to 
them at the end of the process.

1.	Can I still submit 
applications on paper?

Yes, although we encourage the use of 
online applications to ensure quick 
and accurate processing.

2.	If you’ve identified an error 
in the online application after 
it’s been submitted what do I 
do?

Please contact us as soon as possible 
so that we can advise the best way to 
have the error corrected.

A submitted online application will 
appear as a completed online 
application once we’ve sent the Welcome 
Email to your client.

For compliance purposes, we 
recommend filing a copy of the online 
application in your records.

Please remember to attach coversheets 
if you need to send us documentation or 
cheques so that we can quickly match 
them to your online application.

3.	Do I need the online 
application form signed by 
my client? 	

Yes, we require your client’s signature 
on a printed copy of the online 
application before it can be submitted 
to us. Please refer to the Client 
acceptance section of this guide for 
more information.

4. When will my client receive 
their Welcome Email?

We’ll usually send a  Welcome Email 
to clients within 24 hours of their 
accounts being established. You 
can check the status of an application 
from the online applications 
homepage or My Work Tracker.

5.	When will I be able to see my 
client’s new account number?

Your client’s account number will 
be available in My Work Tracker 
within 24 hours of the application 
being submitted.
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Help

For more information and assistance, 
please visit our MLC AdviserOnline 
FAQs, or call us on 133 652 between 8 am 
and 7 pm (AEST/AEDT). 



M154232-0321

For more information  
call us on 133 652

Postal address 
PO Box 200 
North Sydney  
NSW 2059

Registered office 
Ground Floor, MLC Building 
105–153 Miller Street 
North Sydney NSW 2060

mlc.com.au

http://mlc.com.au

