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Disclaimer

MYOB has carefully prepared this material but excludes (to the extent allowed by legislation) any direct or
indirect liability arising from errors or omissions or from its use. Any case studies (including the application of
particular accounting standards or legislation) are representative examples only, and will not directly apply to the
user's own circumstances. They are not a substitute for professional advice. Users must check that third party
materials, for example from the IRD and the ATO, are current at the time they are used.
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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
e Validating data to be sent
® 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.
Ensure that all other users have exited all EXO Employer Services products.
Ensure that there are no Current or One-Off pays open.

2
3
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.

10. Read the Release Notes in the Education Centre for the release
http://help.myob.com.au/exo/releasenotes/esau2019/02/ReleaseNotes AU.pdf

Various Knowledge Base Articles are available to assist with trouble-shooting should you encounter
any issues during the update process. Visit http.//myobexo.custhelp.com.
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Updates required

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 $57,090 for 2020 — 2021 financial year.

a2

= Superannuation Maintenance

Superannuation Type: ]Empln:uyerSuperannuaﬂun _:l
Caode: ]—3‘

Contribution Type: |SG ‘:j [ BESC
Calculation Methad: I% of Gross Pay L]

Fetcentage Rate; l 9.5000
Amaount: 0.00

™ Limit Super Caontributions

Minimur Eamings Base: i 450.00 perbkdonth
baximum Eamings Base: i R7090.00 perQuarer

Mame: IAMP Super Fund

Superannuation Frovider: I!—\MF" Super _vJ

Cost Centre: [WJ MNEW/EMFLOYER SUFER
Lishilties |

T}l Exit: Ezc
=11

QE Prew : F7 | I# Mext : Fa | Find : F3 ' E% Save:F'IEI‘ x Cancel

Figure: Superannuation Maximum Earnings Base
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ETP Changes
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New companies created in the 2020 - 2021 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.

Company setup

Employee defaults setup

General ledger setup

Leave management setup

Other setup

Payment setup

Costcentre structure
Pay rate muitipliers
Pay tem Liabifities
Payment structure
Hourly rate

Termination Payments

Single Touch Payroll setup

Superannuation setup

| Listview (" Treeview

—Termination Payments

ETP Cap:

| 215000

Redundancy / Earky Retirerment
Base limit.

| 10959
| h4496

Completed years service:

E% Save:F'IDl E Exit; Ezc

Figure: New Thresholds for ETP
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Single Touch Payroll

For information on Single Touch Payroll refer to the Whitepaper in the Education Centre.
http://help.myob.com.au/exo/espapers/MYOB%20Ex0%20Employer%20Services%20-
%20Single%20Touch%20Payroll.pdf .
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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.

Code:

Diescription:
Pavment Type:
Calculation bethod:
Amount:
Fercentage Bate:

Cost Centre;

Fringe Benefit Type:

e

994

|RFET

iFringe Benefit Ll
2|

!Fixed Diollar Amount

| 0.00
I _‘ Employes's Detault

[Tvpe e =

Fringe Benefit Type Rate:

| | 8866 T Owerride Rate

B Fid o | %Savezml 9 cancel | Delete:FEi [= Euit Esc |

EXS

o o bk~ 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 Benéefit.
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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.

o =N

& One-Off Payment | =2
Fay Period: IW:]
Fay Period Start Date: IDUUSW
Fay Period End Date: ETHEBITDED—
Fhysical Pay Date: W
56 Expected Payment Date; mﬂ_

Copy Standard Pay: Mo -

Pay Number of Pay: |

¥ Do not send to ATO

Make One-0ff Pay

Calculate Pay

Frint Payshest

‘ Frint Feparts

Direct Credit Transfer

Finish One-Cff 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:

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.

6. 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.

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

9. 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.
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10. Select Non-Cash Benefits.
11. Click Add or F4.

" Non-Cash Benefis =
Employee: | 1 | Smith, Sandra Olive
Code: IW
Description; lRFEIT
Fayment Type: |Fringe Benefit ;I
Calculation Method: | Fixed Dollar Amount Kl

Arnount:

Fercentage Rate: | 0.0000
Cost Centre: | 1102 _I AdminfAcchiVages

| B Find:F3 | %Saveﬂn' EEHit:EscI

Figure: Non-Cash Benefit FBT

12. in the Code field, enter the Code assigned to the Reportable Fringe Benefit pay item.
13. Enter the Amount.

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

15. Click Save or F10.

16. 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.

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

19. 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.

20. 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.

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

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

23. You will be prompted to do a backup.

24. Once the backup is completed, a message will appear, confirming that the pay has
successfully been updated. Click Ok.

25. There are a couple of ways to update this information to the ATO

a. You can wait until you have finalised your pay for 2020 and send this information in
the Year End Finalisation transfer (described later).

b. Oryou can select Update from the Single Touch Payroll from the dropdown menu
under Pay.
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Pé}r Reports  Maintenance  Utilities  Help

LCurrent Pay
One-Cff Pay
Pay List

Direct Credlit Transfer

Superannuation Transfer

2 ot

Submissions

Pay Superannuation

Update I

Impert Time Transacticns
Rapid Load Pay

EX O Remote

IdyStaffinfo

Finalization
Yalidation Check

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.
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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 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 Clickthe | 2&ndtaATD [ won,

—
| ~Single Touch Payroll - Finalisation Ex
- Financial Year ~ Sigit Drder
Finencial Year fm AT T D620 Soit By |c.m j ™ Diescendng ‘
¥ Select A1
ﬂ | i ?'-.'.'ul'.-‘_:e Edwrard Jarmes i\'u:L-_:..i‘E |Seeounts Clark Iliurre:ll il} i, (N iﬂun:a:-: Eerpioyee 5
7] 2 Angrows, Thomas Harey | ANDREWS  |Accounts Cierc Cumrent WS008 () Standard Empioye 5
Il = 5 Houghton, Jannet Faye HOUGHTON | Receptionist Cutrent [mrEns i f Slandard Employee 5
1w 4 Smih, Sardr Qv T |Agcount Manager | Cumrent emaRme o \Standard Employos 5
Il = 5 Keating, Kar Adrian |KEATMG  AccountManager | Cumrent |TeENs (1  Standard Employee 5
i ¥ G.Euusl. George Thomas 'RUSSEL .51uncmn :Curru:rr .151‘05\12016 () ‘Standard Employee 5.
I = 7 Rukinsan, Henry Karuso 'ROBMSON  Storeman | current BATRMZ Q) | Slandard Employes 5
I 8 Kilary, Matingw Warth HLLARY  Supgert Technichn | Current [woszen s | Stangard Employee s
Il = 9 Jackean, Wiliam Duncan |JACKSOM  Suppor Technicien | Currenl lnrEns (1 Slandard Employes s
] ® 20/Tote, Besnord Codnic [Tate |office Managor | Cumrent I Standard Empioyes 5|
Il = 21 Gies, Harrsan Relf GLES ‘Warehouse Manager | Current lmTans (g Slandard Empioyee 5
I I3 2 -Wn.unn.Juny I:Il:.l [weaTsoN .Suppnrt I-innng:r | Currest meERmI | Standacd Empioyen s
Bd
SendipATO | EE)&I:E;&: |

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.

- — Other
Company setup
Employee defaults setup — Timetransaction impartinta Payroll
General ledger setup ¥ Imparttime fransactions
Leave management setup Format & DBFFile (" ASCIFile  CSVFile
Other setu ’ o
4 File Location: |ChPayrmll _J
_ Reduce salary when importing leawve transactions: Always v
Pay penod status
Payroll tax — MyStafiinfo impart into Payroll
Wages F{educe.aalaiyw'hen imparing leawve requests: |Always 'I
Payslip Reduce salany when importing fimesheet leave requests: |Always vl
W Rapid lnad pay
I 4.or5weeks salaryin manth
™ Mo warning when pay casusl employees
Financial year lockdown date: |30;05;2020
Payment setup
Single Touch Payroll setup e |
Superannuation setup :

| Listview ™ Tree view
Figure: Other screen in Setup Payroll
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MYOB Employer Services (AU) End of Financial Year Checklist

Completed

What

Where/Due

| I Upgrade

Update

]
D Print
D Reconcile

D Backup

D Last Pay Submission

D Finalisaton Submission

D Lockdown

aoana agoaa a d

a d

Upgrade to compliance release
Reportable Fringe Benefits to 31/03/2020

Trial Balance Report
Pay Summary Report
Pay Costing Analysis Report

Superannuation Summary Report

Trial Balance Report
Pay Summary Report
Pay Costing Analysis Report

Superannuation Summary Report

Submit Pay Data for Final Pay Period to ATO

Submit STP Finalisation Data to ATO

Financial Year to 30/06/2020

Help > Upgrade Software Online
Pay > One-off Pay

Reports > Print Reports > Financial > Trial Balance
Reports > Print Reports > Pay > Pay Summary
Reports > Print Reports > Financial > Costing Analysis

Reports > Print Reports > Financial >Superannuation Summary

Must be completed by July 14, 2020

Must be completed by July 14, 2020 if you have over 20 employees OR betore July 31, 2020
if you started STP in 2019-2020 financial year and have less than 19 employees.

Utilities > Setup Payroll > Other > Financial Year Lockdown Date

Document 10497
NOTES:
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EOFY Checklist 2019 - 2020

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 31/03/2020.
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: 01/07/2019 - 30/06/2020
Pay Frequency: Any

Report Options:

Summary

Landscape

Physical Pay Date

D Pay Summary: Reports > Print Reports > Pay > Pay Summary

Pay Type: Selected

Date Range: : 01/07/2019 - 30/06/2020
Pay Frequency: Any

Report Options:

Physical Pay Date
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D Print Costing Analysis: Reports > Print Reports > Financial > Costing Analysis

* Pay Type: Selected

. Date Range: : 01/07/2019 - 30/06/2020
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: : 01/07/2019 - 30/06/2020
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 30/06/2020.



