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Submitting AEP Monthly claim files via MyACC for Business

What you can do from MyACC for Business:

« Select and upload your claim files
Receive status after submitting
Download any error report

View your submission history




Select and upload your monthly claim file

After you have signed in to MyACC for Business

1. Click [Upload claim files]

2. Select the files from your computer (a maximum of 10 files at a time)

3. Click [Open]
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Welcome to MyACC

for Business

Monthly claim files
You can upload up fo 10 files. Each file must be smaller than Smb and in a .txt format.

l Upload claim files l\’iew ission history

Add account or Edit accounts

Your levy accounts @ Go-bus Holdings Ltd

= ACC Number K9986586 >
Policies: Employer
Mr. James Henri Burke

= ACC Number GB652629 >

Policies: Employer, Self-Employed
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< Upload claim files

Upload your monthly claim file

@ Open X
« v 4 > This PC > Downloads > MCF v U O Search MCF

Organize ~ New folder

Name
# Quick access
AES_D2581845E_2021_07_00.txt
@ OneDrive - Acci AES_N1311909E_2021_8_141801384.txt

1 This PC AES_N1311909E_2021_8_141801385.txt

& Network

File name:

Cancel




Select and upload your monthly claim file cont'd

4. After you have selected the files, some initial validation
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checks will be run as follows:

» File type: file extension must be a TXT, e.g. < Upload claim files
ACCclaims072021.TXT

Upload your monthly claim file

* File size: size of each file must be less than 3.5

Claim files

You can upload up 1010 files. Each file must be smaller than 5mb and in a txt format. Remove files with errors before submitting.

Mbytes

Add another claim file

« Virus scanning: each file is scanned for virus. @[o e ]@

File musi be a fext file and/or extensions must be a TXT

AES_N131809E_2021_8_141801385.1xt 3KkB

5. Validation errors will be displayed on the screen.
« If any of the files has failed the validation, you must Remoss

it bef itting. Click [R : R —
remove it before submitting. Click [Remove] o) @

6. Click [Submit] after you have removed the files with

validation errors.
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After claim files have been submitted

Your files will then be checked for any data errors.

Claim file submission results

1. Once your files have been processed, your submission
results are displayed. Submission results

The submission process may take up fo 24 hours. If you would like to track these submissions further, plecse check the submission history page.

. : i i @ 3 failed submissions
2 . An e rror re po rt WI | | be aval I ab I e for any Clal m fl I eS Downlocd the error report fo find out what needs fo be resolved before uploading again, @

WhICh have data errors- @ AEP_MyA48B_Jinson_TestPoss.txt 0K8 Download error report ¥,
© 3MB_Filel - Jinson.txt 2995K8 Download error report ¥
3. You can download the error report by clicking © et o s sl s eport & @

Download error report.

2 pending submissions

These files are currently being processed

4. Click [Done] when you have finished reviewing the
submission results.

D 3MB_File2 - Jinson txt 2995KB

D 3MB_File3 - Jinson txt 2995KB

2 successful submissions

© AEP_MyA4B_Jinson_Test2Pass2.ixt OKB

© AEP_MyA4B_|inson_Test3Pass3txt 0KB

Add more claim files @
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View your submission history

After you have signed in to MyACC for

Business:

1. Click [View submission history]
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Welcome to MyACC

for Business

payme and download reports for your

one place.

. Monthly claim files

You can upload up to 10 files. Fach file must be smaller than 5mb and in a .txt format.
Upload claim filas! View submission history l

Add account or Edit accounts

Your levy accounts @

Go-bus Holdings Ltd
ACC Number K9986586 >

Policies: Employer

Mr. James Henri Burke
ACC Number G8652629 >

Policies: Emplayer, Self-Employed



View your submission history (cont’d)

All the claim files you have submitted and their submission

< Monthly claim file

status are displayed on this screen.

Upload monthly claim files and view history for your accredited employers

You can p

1. Enter a date range to search for your claim files

Submission history

uploaded from MyACC for Business

Select date range to search

2. Download the error reports 18 0c 202 [5] [onovan =] @

Date Time File name Result ‘ Error report \ O

19 Nov 2021 03:3lpm  3MB_File - Jinsen fxt © Error Download ¥,

19 Nov 2021 03:3lpm  3MB_File4 - Jinson txt @ Error Download ¥

19 Nov 2021 03:3lpm  3MB_Filel - Jinson.txt @ Error Download 3

19 Nov 2021 03:31pm  AEP_MyA4B_|Jinson_Test1Possltxt @ Error
19 Nov 2021 03:31pm  3MB_File3 - Jinson txt ® Pending
19 Nov 2021 03:3lpm  AEP_MyA4B_Jinson_Ts

19 Nov 2021 03:3lpm  AEP_MyA48_
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Error messages

Error message

What should you do

Invalid file name.

Remove the file. Remove any invalid characters (e.g./\:*? <>|)
from the filename before uploading again.

The file type must be txt.

Remove the file. Make sure the file extension is txt before
uploading again.

The file size must be 3.5 Mb or
smaller.

Remove the file. Reduce the file size to under 3.5 Mb before
uploading again.

A virus has been detected.

Remove the file. Report the issue to your IT department.

Maximum number of files can be
uploaded is 10 each time.

Do not select more than 10 files at a time.




Contact us

acc.co.nz

\. 0800 222776

DA email myaccforbusiness@acc.co.nz




