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Objectives

This document covers how to set up Single Touch Payroll and how to process End Of Financial Year
in EXO Payroll using the Single Touch Payroll (STP) functionality.

Detailed instructions on the following tasks are included:

® Set up Single Touch Payroll

® Making changes for correct reporting

® Validating data to be sent

e Sending Pay Data via STP

® | oading Reportable Fringe Benefits Amounts.

® Year End Finalisation.
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Updating your software

Downloading updates

Whenever an update is available for your Employer Services products (including compliance
updates), it will be made available via download.

To update your software:
1. Run the upgrade under a Windows account with administrative privileges.
2. Ensure that all other users have exited all EXO Employer Services products.
3. Ensure that there are no Current or One-Off pays open.

4. From the Help menu, select Upgrade Software Online.

5. EXO Employer Services Update Wizard will check for updates. If an Update is available, the
Update Available window will be displayed. Click Next.

Follow the on-screen instructions to download and install the latest update.
Once the process is complete, click Finish.

EXO Employer Services will automatically start up again.

© ©® N o

You may be prompted to upgrade your data to the latest version. Follow any on-screen
instructions.

Various Knowledge Base Articles are available to assist with trouble-shooting should you encounter
any issues during the update process, including links to the Release Notes. Visit
http://myobexo.custhelp.com.
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New Features

Single Touch Payroll Enhancements

This release updates the way Single Touch Payroll information is submitted to the ATO. The
employee records in each submission are now accepted or rejected individually, which means that if
any records are rejected, only those records need to be resubmitted.

See the Release Notes for Exo Employer Services 2018.05 for details on the changes and examples
on how to correct errors in STP Submissions.
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Updates required
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The following pay components require updates if they already exist in the payroll. If you add new
components after the upgrade the new thresholds will be applied.

Maximum Super Contribution Base

On all Superannuation which has a Contribution Type = SG the Maximum Earnings Base needs to
be update to $55,270 for 2018 — 2019 financial year.

£ Superannuation Maintenance

Superannuation Type:
Code:

Contribution Type:
Calculation Method:
Fercentage Rate:

Amount;

Minimurm Earnings Base:

IEmpIDyerSuperannua‘ciun j

——

EE

| reesc

E

I% of Gross Pay

I 8.5000

0.00

I Limit Super Contributions

I 450.00 per bonth

Maxirmum Earnings Base:

ER270.00 per Quarter

Mame:
Superannuation Provider:

Cost Centrea:

IAMP Super Fund

IAMP Super j
I 2041 J NEWYEMFLOYER SLIFER
Liahilities |

# Mest: F8 | Find: F3 | f% Save:F1D| x Cahicel | E Euit: Esc |

Figure: Superannuation Maximum Earnings Base
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ETP Changes

New companies created in the 2019 - 2020 financial year will be given these values by default. For
existing companies, you must edit the values on the Setup Payroll window at Payment setup >
Termination Payments.

“ Setup Payroll =
— Termination Payments

Company setup .
Employee defaults setup ETF Cap: I 210000

General ledger setup
Leave management sefup Redundancy / Early Retirement

Other setup
Payment setup Base limit: I 10635
Cost centre structure Completed years service: 5320

Pay rate multipliers

Pay ltem Liabilities
Payment structure

Hourly rate

Termination Paymenis

3ingle Touch Payroll setup
Superannuation setup

& Listview " Tree view
Figure: New Thresholds for ETP
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Protected Earnings for Child Support Payments

From January 1, 2019 the Child Support Protected Earnings Amounts changed to the following
amounts. If you have existing deductions you should have already updated the amounts on the

Deduction Maintenance window.

-
B [eduction Maintenance

Code: |—4

MName: IChiId Support

v FostTax
Calculation Method: IFixed Dallar Amount j .
Arnount: I 0.0o
Type: |1"' Mormal © Child Support PAYG |
Protected Earmings Amount, Pereek FerFortnight  Fer Month

| 37253 | 74506 | 161984
Cost Centre: I 20s0 _| MEWSCHILD SUFFORT
2 TP Reporing Twpe: INDn Reporahle j P54R Type: Mone

[ Historical Deduction

Global
Loading

Fay Deduction by Consolidated Direct Credit

ESE Mumber Account Feference

4=Prev:F?| E}Next:Fa| Finu:I:FEllé:

@ Delete : FE| E Ewit: Esc |

Figure: new Child Support Protected Earnings Amounts.
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Other Changes

Exo Employee Information module has two security settings so organisations can comply with the
Privacy Act 1998.

By default, a user will not have access to information on the Employee Details or the Employee
Contact Details of the Employee Maintenance window. Access rights must be assigned to the user
for access to be available.

Employee Maintenance

{ Employee Details | Contact Details User Defined Documents | Motes | Other | Security

— Required Information

Code: I 1
Title: hAr -
Surname:; IWaHaCE

First Mames: |Edward James

Alpha Code: IWALLACE
StertDate:  |26/08/2000  ~|Senvice: 17.8

Ermp Group:l 1 Default

Employes Details hawve been hidden in accordance with the Privacy Act. e
Only users with sufficient access rights can view and editthese details.
Flease contact your Exa administrator for access.

&= Prev F7 | =P Newt: F8 | & Find: F3 | %Save:F'lDl Delele:FBl [= Esit: Esc

Figure: Employee Maintenance window of Employee Information module.
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Single Touch Payroll

Single Touch Payroll or STP is an ATO requirement for reporting payroll data.

From 1 July 2019 all employers will need to report in this way.

There are a few steps you need to complete before payroll data can be sent via STP to the ATO.
Authorising MYOB with the ATO

Clients must authorise MYOB to submit tax documents on behalf of their company.

In Exo Payroll we go to Setup Payroll under Utilities on the toolbar.

& MVOB EXO Payrell (AU) | The Demonstration Company | Licence No: Date: - o x

File Edit Pay Reports Maintenance | Uti

LT

s> eem——

ner
Awards and Pay Classes.

Leave Entitlement Adjustment

Edit Tax Scale for Working Holiday Makers
Backup

Restore

File Reindex

Recalculate Standard Pays

| setup EXO Payroll |

User Security

Delete Old Information

Backup Options

MYOB Exo Payroll

myob

Figure: Setup Exo Payroll dropdown
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Then under the Single Touch Payroll setup, select Software Identifier.

[ Setup Payroll E

Software ldentifier

Company setup
Employee defaults setup ABN: |33101354}'47
General ledger setup
Leave management setup Software Licence Number: |215?8
Other setup
Payment setup Software Identifier: |6380260?24
Single Touch Payroll setup

| et Software Identifier

To enable MYOB to submit tax documents on behalf of your company via the STP service,
e |dentifie you will need to authorise this with the ATO first. Use the button above to display
your unique Software ID, which you will then need to give to the ATO.

How to register the Software |D with the ATO

Superannuation setup . Save: F10 | E Exit: Esc |

o Listview  Tree view
Figure: Get Software Identifier button

. . Get Software |dentifi . . o
Simply click on the Bl SoTware Ioentmer button to display the unique Software Identifier, to
give to the ATO.

There are two ways of registering the Software 1D with the ATO:

e You can call them on 1300 852 232.

e Oryou can register Online:

1. Logintothe ATO's Access Manager website (https://am.ato.gov.au/) and click My
hosted SBR software services in the left-hand menu.

Click Notify the ATO of your hosted service.

Click the ABN link for MYOB AUSTRALIA PTY LTD.

Paste or type your Software ID into the Add Software IDs field and click Next.
Click Save.

o > 0w N
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Setting up Exo Payroll for STP

After your client has authorised MYOB to submit tax documents, you will now need to set up STP in
Exo Payroll.

You have already gone to the Single Touch Payroll setup in Setup Payroll to get the Software
Identifier.

There are three other sections that need to be setup for STP.
e General —

This is where you enable Single Touch Payroll, choose the Default output location for the files
created for STP and choose whether to submit pay data automatically after updating pay, or
do this manually.

If you choose to Auto submit, when you Update a pay or Finish Once-Off Pay, the pay data
will automatically submit to the ATO.

= Setup Payrell E

~ General
Company setup
Employee defaults setup ¥ Enable Single Touch Payrall
General ledger setup
Leave management sefup Default output Iocation:l C:\PAYROLLV\Single Touch Payrall| _I
Other setup
Payment setup ;
Single Touch Payrall setup ™ Auto submit STP pay event data to ATO after every pay update

General

Payer

Intermediary

Software |dentifier

| %Save:F‘lDl EEHit:Escl

Superannuation setup

& Listview " Tree view

Figure: Enabling Single Touch Payroll — General screen
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e Payer —

This section contains details of your company, which must be included in the information sent
to the ATO.

If you click the Use Company Details button, all the ABN, Organisation Name and address
details are copied from the Employer details screen in the Company Setup section.

e You must enter either an ABN or WPN or both.
e The unique identifier of the software is shown in the BMS Identifier.

e If you have not clicked the Use Company Details button you will need to enter the
legal name or registered business name of the organisation.

e If your organisation has been assigned a branch code by the ATO, enter it in the
Branch Code field; otherwise enter 1.

e Enter the name of the organisation's representative or contact for correspondence to

do with STP.
£ Setup Payroll E
c : — Payer
Dmpany setup Use Company Details |

Employee defaults setup

General ledger setup ABN: 83101364747 WEFN: I

Leave management setup .

Oliict Seaip BMS Identifier: IMY[}E—E){DES—83l[]l364}'4?-93FUSA44-5D25—4CD8—AC?8—E989928

Payment setup Organisation Name: IThe Demaonstration Company

Single Touch Payrall setup
Branch Code: |1
Contact Person: IFirst Last Mame Phone:

w " Email: Ienterprise.training@myoh.cnm

ntermediary

Sy e Address Line 1: |48 Milsan Avenue
Address Line 2: IMngrave
Suburb/Town: Isydney State/Territory: IVIC v|
Postcode: I 2065 Country: IAustraIia

- %Save:F‘lDl EExit:Esc |
Superannuation setup
& Listview " Tree view

Figure: Single Touch Payroll — Payer screen
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e Intermediary —

If the organisation uses a tax agency or BAS agent who files on their behalf, their details can
be entered in this section.

If you don’t use them, leave this blank.

= Setup Payroll E

Contact Name:

General

Email Address:

— Intermediary

Company setup
Employee defaults setup Registered Agent
General ledger setup
Leave management setup ABH: I
Other setup
Payment setup Number: I
Single Touch Payroll setup I

!

Payer

Intermediary Business Hours Phone: I

Software |dentifier

Declaration Signatory: I

- E% Save:F'IDl E Euxit: Esc
Superannuation setup

o« Listview i Tree view
Figure: Single Touch Payroll — Intermediary screen
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Changes
Allowances may need to be updated once Single Touch Payroll has been enabled.

Once you have enabled STP, the Payment Summary Type on Allowances will change to STP
Reporting Type.

There are 9 STP Reporting Types

e Include in Gross Payments

e Show Separately - Equivalent to the "Work Related Expenses" Payment Summary
type. if selected, amounts will be split into categories. The
categories are Car, Transport, Laundry, Meals, Travel or Other.

e CDEP Salary or Wages

e Lump Sum Payment A

e Lump Sum Payment B

e Lump Sum Payment D

e Lump Sum Payment E

e Non Reportable — Same as the "None" Payment Summary type

e Exempt Foreign Employment Income
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In the example below, the old Payment Summary Type has now changed to STP Reporting Type:

Include in Gross Payments for the Commission Allowance.

£ Allowance Maintenance

Allowance Code:

Allowance MName:

Calculation Method:
Amount:

Fay Rate Multiplier:
“WWage Rate Code:
Type:

Cost Centre:
baximum Nurnber:

S TP Reporing Type:

Add to gross liakle far

V¥ Superannuation
v Payroll Tax
W ‘WiorkCover

@ﬂ Load |

Find: F3 | f% Save: F10 ‘ x Cahicel | Delete : FE ‘ E Euit: Ezc

]

|C0mmissi0n [ Can Modify Name
FAYG & Taxahle © Mon-Taxahle
|Fixed Dollar Armount j

0.0000
|Eanus & Commissions & Similar Payments j

|Inc:|ude in Gross Payments j PSAR Type: Maone

I Historical Allowance

[ Annual Leawve
I Fersonal Leave
[ Long Service Leave

Applies priorto Py 2012/2013 Applies from Fy 2012/2013
Periods to tax over: 1 Additional payment relates to: |anumberafpay petiods j

Determine gross earmings frorm: |average gross taxable ¥TD j

Figure: Commission with new STP Reporting Type
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All allowances should be reviewed to ensure they are set to the correct Single Touch Payroll
Category. Below is the change that has been made to the Meal Allowance. The STP Reporting
Type is Show Separately. Once this option is selected the Single Touch Payroll Category field is
displayed. The Single Touch Payroll Category of Meals is then selected from the list.

fu Allowance Maintenance £3
Allowance Code: G
Allowance Mame: |Meal boney [ Can Modify Name
FAYG O Taxable * MNon-Taxahle
Calculation kethod: |Rated Units j

Rate: 3.5000

Fay Rate Multiplier:
YWage Rate Code:
Type:

—
——

|N0rmal

|

Cost Centra: J

baximum Mumber:
S TP Reporing Type: |Show Separately
Single Touch Fayroll Categony:| 4

Orvertice Tax Rate:

j PSAR Type: ‘\Wark-related Expenzes

[ Histarical Allowance [ Include in Haurs Paid

Add to gross liakle far
v Superannustion I Annual Leave
v Payroll Tax I Personal Leave

v orkCover I Long Service Leave

gﬂ Load | Find: F9 | f% Save: F10 ‘ x Cancel | Delete : FB ‘ E Ewit: Esc

Figure: Meal Money with new STP Reporting Type
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Validation

After a payroll has been upgraded for STP it is recommended that the validation be run to see if errors
need to be fixed before a pay is updated.

After Validation, correct any errors that have been reported. Errors may include

Single Touch Payroll

There are some issues in the 5TP file, You need to fix the issues before
! submitting it

To help you identify these issues, details have been saved to a text
document,

You can find the text document here:
CAPAYROL~1SIMGLE TOUCH
PAYROLLADATABASE STP_PAYMUM_ 4 LOGTXT

Do you want to view it now?

Yes Mo

Figure: STP issues dialogue box

Validation can be done at any time by selecting Validation Check from the Pay menu under Single
Touch Payroll.
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Now that we have set up Exo Payroll for Single Touch Payroll reporting, clients can start submitting
pay data to the ATO.

Although this is an End of Financial Year document, the steps for submitting pay data via STP have
been included.

Submitting Pay Data via STP
As mentioned, your client will choose the way they will send the STP update to the ATO, either;
1. Manually; or

2. An automatic lodgement at the end of a pay update

Manual Submission
If the information is to be submitted manually, open the Single Touch Payroll Submissions window:

e From the Pay menu dropdown list, select Single Touch Payroll then Submissions

(ato)

——_

e by clicking on the icon on the toolbar;

e Inthe Pay List window there is a | 28nd10ATO | o0

e Oryou can go to the pay cycle and select step 6

= Pay Cycle £2

Step 1 ’

PT L7

Add any new employess or maintain any cument =
emplopes's standard information; i.e. Pay rate,

Allowances and Deductions et

%3]
Step 6 g |5
Single Touch /2™
ato)
Payrall L
Step 2
Open the Cument Pay. take
ﬂq any changes ta the Current
Pay ie enter Dvertime,
Antual Leave, et
Pay Cycle
Step 5 y &y

Update the Fay
and Backup
Eﬂ;d Step 3
Print any of the Standard Reports.,

2

FPay any Direct Credits.

E Euit: Esc

Figure: Pay Cycle with STP step
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From the Single Touch Payroll Submissions window, you can:

e Manually submit (or re-submit) STP data to the ATO

e View the details of an STP submission

e View and update the statuses of pending submissions

e Export the contents of the main grid to an Excel spreadsheet
Re-submitting STP Data

If your clients have found there were mistakes in the data after it has been sent to the ATO you can
always resubmit. Update the information and then click on the pay, the Send to ATO button changes
to Resend to ATO.

STP Statuses

There are 6 status levels and the Refresh Status button will update all pending submissions.

e No Status Nothing has been sent

e Not Sent an attempt to send the data failed

e Pending Submission successful but no response received

e Accepted Submission successful and accepted by ATO

e Not Accepted All data rejected by ATO

o Partially Accepted Submission failed for some or all employee records
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Data Validation and Declaration

Regardless of how the information is sent, either manually or automatically, before being sent, the
data is checked and an error message will be displayed if there are any validation errors.

These errors must be corrected before you can submit to the ATO.

Single Touch Payroll
There are some issues in the 5TP file. You need to fix the issues before
! submitting it.

To help you identify these issues, details have been saved to a text
document.

You can find the text document here:
CAPAYROL~1VSINGLE TOUCH
PAYROLL\DATABASE_STP_PAYMNUM_4_LOG.TKT

Do you want to view it now?

Yes Mo

Figure: STP issues dialogue box
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Once any errors have been corrected and the data is ready, there is a mandatory step that must be
completed.

A declaration message is displayed and the name of the authorised person and their
acknowledgement of the declaration by ticking the checkbox must be completed.

Once the declaration has been accepted just click the Send to ATO button.

You are about to record these pays
and lodge & Single Touch Payroll update to the ATO

Don't worry. we know mistakes happen. If you make a mistake, just follow your usual process of creating another

pay with any changes you need to make, and lodging the new pay run. The ATO will update your information to

the new pay run.

I declare the information transmitted in this payroll report is true and correct and I am authorised to
make this dedaration,

Dedared by: |John Doe

[T Tick this box to sign the declaration with the authorised signatory name and to authorise lodgement
with your approved sending service provider's AUSkey

Figure: ATO Declaration Message
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There is also a whitepaper available in the Education Centre you may wish to review.

MYOB Exo Employer Services

Single Touch Payroll

Last modified: 20 May 2019

myob
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Reportable Fringe Benefits

Overview

Some of your employees may have Reportable Fringe Benefits that are to be shown on their Payment
Summary for taxation purposes. Before printing your Payment Summaries, these Reportable Fringe
Benefits must be loaded into the system.

myob

These Reportable Fringe Benefits are loaded into the system as a Non-Cash Benefit pay item. You
may already have a pay item set up for this purpose from a previous financial year. You can re-use
this pay item.

Fringe Benefit Setup

To set up a Non-Cash Benefit

1.

From the Maintenance menu, select Non-Cash Benefits.

e Mon-Cash Benefits Maintenance

Code:

Diescription:
Payrnent Type:
Calculation Method:
Amaunt:
FPercentage Fate:

Cost Centre:

Fringe Benefit Type:

SJENE
|RFET
IFringe Benefit j
IFixed Dallar Amount j

I 0.00
I J Employee's Default
IType ? j

Fringe Benefit Type Rate:

I 188658 [ Oweride Rate

. Find : F9 | % Save: F'IU| x Cancel | Delete : FB| E Exit: Esc |

o g M w

Figure: Fringe Benefits Setup

In the Code, enter a unique number. It is recommended that you use a number commencing
with 9 to ensure it will always appear at the bottom of your list of Non-Cash Benefits.

Enter a Description, e.g. RFB.

From the Payment Type, select Fringe Benefit.

Select Fixed Dollar Amount as the Calculation Method.

In the Amount field, enter 0.00. This will enable you to enter a number specific to each

employee.

Enter an appropriate Cost Centre. By leaving the Cost Centre as 0 (Employee Default), you

will be able to change the cost centre specifically to each employee.
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8. Select one of the following two Fringe Benefit Types:

Type Description
Type 1 This type is used when the employer can claim a GST credit.
Type 2 This type is used when the employer cannot claim a GST credit, for

example, supplies made that were either GST-free or input taxed.
9. You can enter the Reportable Fringe Benefits one of two ways:
Type Description

Un-Grossed up When the un-grossed up amount is entered, the system will calculate the
grossed-up value depending on the Fringe Benefit Type.

Grossed-up Enter the already grossed up amount. You must select the option
Override Rate and enter 1.00 for the override rate.

10. Click on Save or press F10 to save this Non-Cash Benefit.
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Loading Reportable Fringe Benefit Amounts
Reportable Fringe Benefits are loaded into the system by means of a One-Off Pay.
To load Reportable Fringe Benefit Amounts

1. From the Pay menu, select One-Off Pay.

i "

€| One-Off Payment £2
Pay Period: IMDntth v|
Fay Period Start Date: 01032018

Pay Period End Date: 3103208
Fhysical Fay Date: 31403/2018
SG Expected Payment Date: |28/04/2018

Copy Standard Pay: M

N

Pay Murmber of Pay:
¥ Do not send to ATO

bake One-Off Pay

Calculate Pay

Frint Faysheet

‘ Frint Reports

Direct Credit Transfer

Finish One-Off Pay. Backup

Delete One-Off Fay

E Exit: Esc

Figure: Fringe Benefits One-off Pay

2. The Fringe Benefit Tax Year is from April 1 the previous year to March 31 the current year.
The Pay Period End Date and Physical Pay Date should therefore be no later than March
31 of the current year. If either of these dates are after March 31, the Reportable Fringe
Benefit will not appear in the correct Fringe Benefit Year. Example:

Pay Dated Payment Summary = Fringe Benefit Year Shown on Payment

Summary
30 June 2019 2018 — 2019 2019 — 2020 No
31 March 2019 2018 — 2019 2018 — 2019 Yes

3. As this pay will only contain the Reportable Fringe Benefit Amounts, select No from the Copy
Standard Pay dropdown list.

4. Select Make One-Off Pay to create the pay.

A message will appear, asking if you wish to pay all the employees that are in this pay
frequency. It is unlikely that you would be entering Reportable Fringe Benefits for all your
employees. Click No.
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You must tick the checkbox Do Not Send to ATO. If you send a pay event that is dated
March in June of the year, the ATO will consider this to be an old file and reject it.

Click Calculate Pay.
Click Find, to select the employee requiring Reportable Fringe Benefits update.

A message will appear, stating that the employee is not currently in this pay. This message
will appear if you chose not to include all the employees in the One-Off Pay. Click Yes to
include the employee in the One-Off Pay.

Select Non-Cash Benefits.
Click Add or F4.

#= Non-Cash Benefits
Employee: | 1| Smith, Sandra Olive
Code: Iw
Description: IRFBT
Fayment Type: |Fringe Benefit j
Calculation Method: IFixed Dollar Amount j

Amount;

Percentage Rate: I 0.0000
Cost Centre: I 1102 _I AdmindAcciages

B Find: Fo | %Savezml [= Evit: Esc |

12.
13.
14.

15.

16.

17.
18.
19.

20.

21.
22.

23.
24,

Figure: Non-Cash Benefit FBT
in the Code field, enter the Code assigned to the Reportable Fringe Benefit pay item.
Enter the Amount.

If you did not assign a Cost Centre when you set up the Non-Cash Benefit, you should
assign a Cost Centre now.

Click Save or F10.

Click Save or F10 again to return to the employee’s One-Off Pay. The One-Off Pay for the
employee should not show any values as Non-Cash Benefits are not physically paid to the
employee.

Repeat steps 5 through 15 to update other employee records for Reportable Fringe Benefits.
Click Save or F10 to save this pay and return to the One-Off Pay screen.

Click Print Reports for a Non-Cash Benefit History report. Use the report to check that you
have entered the correct values for the appropriate employees.

You can also print the Pay Summary report with the Report Options, Use Grossed Up Value
for Fringe Benefits. To see the figures as they will appear on the Payment Summaries.

Click Finish One-Off Pay, Backup to complete and update the One-Off Pay.

A message will appear, asking you to confirm that the pay is correct and that all reports are
printed. Click Yes.

You will be prompted to do a backup.

Once the backup is completed, a message will appear, confirming that the pay has
successfully been updated. Click Ok.
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25. There are a couple of ways to update this information to the ATO

a. You can select Update from the Single Touch Payroll from the dropdown menu
under Pay.

Pay Reports Maintenance  Utilities  Help

Current Pay 5
o L

Pay List

Direct Credit Transfer

Superannuaticn Transfer

g Submissions

Updat

Pay Superannuaticn _.p a, = - I
Einalisation

Import Time Transacticns Validation Check

Rapid Load Pay

EXO Remote

Ity Staffinfo

Update

Figure: Update pay details to ATO

This will open the Single Touch Payroll — Update window where you can select
individual or all employee records to be updated to the ATO.

b. Or you can wait until you have finalised your pay for 2019 and send this information in
the Year End Finalisation transfer (described later).
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Final Pay Period

If the payroll setting for STP is not set to Auto submit STP pay event date to ATO after every pay
update, submit your final pay period data to the ATO as has been the case after each pay update.

Year-End Finalisation

With Single Touch Payroll, at the end of each financial year, you must send a finalisation declaration
for each employee.

This finalisation declaration replaces the payment summary file sent to the ATO before STP.

This is a separate step and must be completed regardless of the method the pay data is being sent
after each pay update.

So, even if the payroll is set to Auto submit STP pay event date to ATO after every pay update the
finalisation declaration must also be sent.

This declaration has the year-end totals of the STP data for each employee.
To send a finalisation declaration;
e select Single Touch Payroll > Finalisation from the Pay menu

e Tick the Select All checkbox or tick the individual employees to be included in this
submission

e Click the | 2endtaATO [ on.

‘= Single Touch Payroll - Finalisation |
— Financial Yeat ~ Soat Order
Financiel feer |mmmm'r-3nw3ma St B ||:oda: j I Descandng |
[ Select &1

1 |"|'.'all-.;.'=. Edward James |\'J-ﬁ'AL|_:-.:'E ..:-.':L'F.JIIL'! Clerk ||2||.'le1l Slandand Employes ‘:-|

ra 2 Andrews, Thomas Hargy ANDREWS  Accounts Clerk Current i Standard Empioyes s

I 3 Houghlen, Jamnet Faye HOUGHTON  Receplionist Current 1072015 il Slandard Employee 5
Il ra 4|Emih, Sandro Oive SMITH Account Manager Current 1B03R2010 i Standand Employes -
[l = 5 Keating, Kar Adrian KEATING Account Manager Current ZIERME AT Slandand Employee 5
'l = & Russel, George Thomas RUSSEL Sioreman Current 180M2ME 0 S Standard Empioyes 5
Il I 7 |Robinsan, Henry Karuso ROBHSON Sloreman Currenl 13072012 il Slandard Employes 5
I ra & Hilary, Matthew Wartin HILLARY Support Techniclan Current 11052011 i Standard Emplovee &
il [ 0 Jackson, Wilam Duncan JACKSON Support Technician Curresl 2TRMS i Slandard Employes 5
I Z0 | Tate, Bernard Cednic TATE Office Manager Current 07008 i Standard Erpioyes 5
Il 3 21 Giles, Harrsan Relf GLES Warehouse Manager | Curredil 1075 i Slandard Employee 5
I ra 22 |Watson, Judy Way WATSON Support Manager Current ATIER013 i Standard Empioyee g

-

| Send o ATO | EEﬁI:Escl

Figure: Single Touch Payroll — Finalisation screen

If you find that there is an error on one or more declarations, correct the error or errors and then just
open this window and tick the employee you want to update and send the correct declaration.
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Lockdown Financial Year

Once the Year End Finalisation declaration has been submitted to the ATO final task is to lockdown
the Financial year.

Prior to this step you should have a backup of the payroll company.

To lockdown the payroll company go to:

1. Utilities > Setup EXO Payroll > Other > Other and enter 30/06/2019 in the Financial year
lockdown date:

2. Save your changes.

- Setup Payroll =B

— Other
Company setup
Employee defaults setup — Time transaction import into Payroll
General ledger setup ¥ Importtime transactians
_iE finoElEl o L Format & DBFFile  ASCIFile  CSVFile
Other setup

File Location: |C:\Paym||\f\,

Feduce salary when imporing leave transactions:
Pay period status
Payroll tax — MyStaffinfa impart inta Payrall

Al -

Wages Reduce salary when importing leave requests: AlEys -

AL

Payslip Eeduce salary when importing timeshest leave requests: | Always

v Rapid load pay
™ 4 ar 5 weeks salany in maonth

™ Mo warning when pay casual emplovees

Financial yvear lockdown date: I3D,‘DE,"2EI19

3ingle Touch Payrall setup E% - | E:E:-ntEsc
Superannuation setup : : ;

Payment setup

& Listview " Tree view

Figure: Other screen in Setup Payroll
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MYOB Employer Services (AU) End of Financial Year Checklist with STP

Completed What Where/Due
I:I Upgrade I:I Upgrade to compliance release 2019.01 Help = Upgrade Software Online
I:I Update I:I Reportable Fringe Benefits to 31703 Pay = One-off Pay
D Print D Trial Balance Report Reports = Print Reports = Financial > Trial Balance
D Pay Summary Report Reports = Print Reports > Pay = Pay Summary
D Fay Costing Analysis Report Reports = Print Reports = Financial > Costing Analysis
D Superannuation Summary Report Reparts > Print Reports > Financial >Superannuation Summary
I:I Reconcile I:I Trial Balance Report
D Pay Summary Report
D Pay Costing Analysis Report
D Superannuation Summary Report
Backup
Last Pay Submission Submit Pay Data for Final Pay Period to ATO Must be completed by July 14,

Finalisaton Submission

O Oaad

Lockdown

O

O

Submit STP Finalisation Data to ATO

Financial Year to 30,06

STP Sites commenced STP during 2017-18 Financial Year, Must be completed by July 14
STP Sites commenced STP during 2018419 Financial Year. Must be completed by July 31

Utilities = Setup Payrell = Other = Financial Year Lockdown Date

MNOTES:




EOFY Checklist 2018 - 2019

Install Compliance Release
D Download and install the compliance release

Important: Read the Release Notes to familiarise yourself with important information
related to this upgrade.

Reportable Fringe Benefits

D Reinstate Terminated Employee terminated during the Financial Year requiring updating
for Reportable Fringe Benefits.

Important: Employees’ original start date must be used.

D Load Reportable Fringe Benefits through a One-off Pay using a Fringe Benefit-type
Non-Cash Benefit.

Important: Physical Pay Date no later than 31/03/2019.

Important: Tick the Do Not Send to ATO checkbox on the one-off pay.

D Update Terminated Employees’ status after updating Reportable Fringe Benefits.

Important: Enter Employees’ original Termination Date together with termination
payment details, e.g. Reason for Termination. Do not update any monetary
values.

Reconciliation Reports

D Trial Balance: Reports > Print Reports > Financial > Trial Balance

Pay Type: Selected

Date Range: 01/07/2018 - 30/06/2019
Pay Frequency: Any

Report Options:

Summary

Landscape

° Physical Pay Date

D Pay Summary: Reports > Print Reports > Pay > Pay Summary
° Pay Type: Selected
° Date Range: 01/07/2018 - 30/06/2019
° Pay Frequency: Any
° Report Options:
[ ]

Physical Pay Date



myob

D Print Costing Analysis: Reports > Print Reports > Financial > Costing Analysis

. Pay Type: Selected

o Date Range: 01/07/2018 - 30/06/2019
° Pay Frequency: Any

° Report Options:

Hide Leave Accruals

Hide WorkCover

Hide Non-Cash Benefits

Physical Pay Date

D Superannuation Summary: Reports > Print Reports > Financial > Superannuation Summary

. Pay Type: Selected

. Date Range: 01/07/2018 - 30/06/2019
° Pay Frequency: Any

Report Options:

Show Terminated Employees
Physical Pay Date

Payment Summaries

Backup Payroll Company

D Prior to creating the ATO file you should backup the payroll company.
ATO Submission

D Submit the final Pay Data to the ATO.

ATO Submission

D Submit the Year End Finalisation declaration to the ATO.

Financial Year Lockdown Date

D Change the Financial year lockdown date to 30/06/2019.
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