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Single Touch Payroll

Single Touch Payroll (STP) is an ATO requirement for reporting payroll data, which
allows you to report to the ATO directly from your payroll software at the same time as
you pay your employees. You do not need to provide payment summaries to your
employees for the payments you report through STP—instead, they can view their
payment information online using their myGov account.

STP is required from 1 July 2018 for employers with 20 or more employees; it is
optional for employers with 19 or fewer employees for the 2018/19 financial year, but is
required from 1 July 2019 for all employers.

As of the release of Exo Employer Services 2017.06, Exo Payroll supports STP reporting,
once the system has been set up to use it.

The 2018.05 release updated 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 re-submitted (see “Re-submitting STP Data” on page 16).

The 2021.03 release updated Exo Payroll for the Single Touch Payroll expansion, also
called STP Phase 2, that came into effect from 1 January 2022. Under STP Phase 2,
more information is reported to the ATO; however, the way you submit STP returns
does not change.

See the Single Touch Payroll section on the ATO website for more information on STP.

For more information STP Phase 2, see “Expanding Single Touch Payroll (Phase 2)” on
the ATO website.

Single Touch Payroll Phase 2

On 1 January 2022, STP Phase 2 was introduced, increasing the amount of information
to be reported to the ATO. However, this doesn’t change the way you submit STP
returns:

e You still submit STP returns as part of the pay cycle.

e Due dates for pay events are still on or before pay day unless you are eligible
for a reporting concession.

e Your taxation and superannuation obligations remain the same.

e Your end of year finalisation requirements remain the same.

For more information, check out these resources:

e Expanding Single Touch Payroll (Phase 2) on the ATO website.
e Release notes for MYOB Exo Employer Services 2021.09.
e Qur STP Phase 2 customer guide.
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https://www.ato.gov.au/business/Single-Touch-Payroll/
https://www.ato.gov.au/Business/Single-Touch-Payroll/Expanding-Single-Touch-Payroll-(Phase-2)/
https://www.ato.gov.au/Business/Single-Touch-Payroll/Expanding-Single-Touch-Payroll-(Phase-2)/
https://www.ato.gov.au/Business/Single-Touch-Payroll/Expanding-Single-Touch-Payroll-(Phase-2)/
https://help.myob.com.au/exo/releasenotes/esau2021/09/ReleaseNotes_AU.pdf
https://help.myob.com/wiki/display/exoemp/STP+Phase+2+Customer+Guide+-+AU

Setting up Single Touch Payroll

To set up your Exo Payroll system for Single Touch Payroll:
1. Configure system settings and generate a software ID
2. Register the software ID with the ATO
3. Set up Allowances and Deductions
4. Check employee records for missing details
5

Set security settings to control access to STP features

Configuring System Settings

Settings that control how Exo Payroll will submit information via STP are available on
the Single Touch Payroll section of the Setup Payroll window. This section has four
sub-sections:

e General
o Payer
e Intermediary (optional)

e Software Identifier

General Settings

The General sub-section lets you activate STP and specify where output files should be
generated:

= Setup Payroll EZ
_ General
Company setup
Employee defaulis seiup ¥ Enable Single Touch Payroll
General ledger setup
Leave management setup Default output location: | C:\PAYROL~1\Single Touch Payroll\, |
Other setup
Payment setup
Single Touch Payroll setup. I Auto submit STF pay event data to ATO after every pay update

General

Payer

Intermediary

Software Identifier

‘ E%Save.ﬂﬂl EExil.Escl

Superannuation setup

@ Listview  Tree view

If the Auto submit STP pay event data to ATO after every pay update option is ticked,
the STP submission process will be triggered each time a pay is updated. If it is not
ticked, you must submit pay data manually (see page 13).
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Payer Settings

The Payer sub-section is where you specify the details of your company that will be
included in STP submissions:

== Setup Payroll ==
— Payer
Company setup
Employee defaults setup
General ledger setup ABN: I WEN: I
Leave management setup y
= BMS Identifier: |
Payment setup Organisation Name: I
Single Touch Payroll setup
Branch Code: I
Contact Person: I Phone:
Email: I
Intermediary
Software ldentifier Address Line 1: I
Address Line 2: I
Suburb/Town: I State/Territory: I - l
Postcode: I

Country: I Australia

\E Save: F‘IDl E Exit: Esc |

Superannuation setup

@ Listview  Tree view

Intermediary Settings

For businesses that use an intermediary organisation, e.g. a tax agency who files on
their behalf, the Intermediary sub-section lets you enter details of this organisation (this
is optional).

# Setup Payroll =
— Intermediary
Company setup
Employee defaults setup Regis 1 Agent
General ledger setup
Leave management setup ABN: I
Other setup
Payment setup Number: I
Single Touch Payroll setup I

Contact Name:
General

Email Address: I
Payer

Busiess Howrs Prone:

Software |dentifier

Declaration Signatory: I

- E%Save:F‘IDl EEkit:Esc |
Superannuation setup

& Listview " Tree view
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Software Identifier Settings

You must authorise MYOB to submit pay run data to the ATO via STP—to do this, you
will need to supply a software ID. This ID is retrieved on the Software Identifier sub-
section.

== Setup Payroll E3
—software |dentifier

Company setup
Employee defaults setup
General ledger setup
Leave management setup
Other setup

ABN: |83101364747

Software Licence Number: IlUUl

Software Identifier: |

Payment setup
Single Touch Payroll setup

- Get Software [dentifier
General

Payer
To enable MYOB to submit tax documents on behalf of your company via the STP

Intermediary service, you will need to authorise this with the ATO first. Use the button above to

Software |dentifier display your unique Software ID, which you will then need to give to the ATO.

How to register the Software ID with the ATO

By proceeding to register your software with the ATO, you acknowledge that you have
read and agree to the Terms of Use for Single Touch Payroll.

‘ . Save: F1D| E Exit: Esc

Superannuation setup

& Listview  Tree view

Click Get Software Identifier to retrieve a software ID using an online service. The ID
will appear in the Software Identifier field—if an ID cannot be retrieved, an error
message will appear instead (see page 21). Clicking the button copies the ID to the
clipboard.

Registering the Software ID with the ATO

As well as configuring the STP settings in Exo Payroll, you must also authorise MYOB
to submit tax documents on behalf of your company via the STP service. On the Single
Touch Payroll Setup > Software Identifier section of the Setup Payroll window, click the
Get Software Identifier button below to display your unique Software ID, which you
will then need to supply to the ATO.

There are two ways you can register the Software ID with the ATO:
e By phone—call the ATO on 1300 852 232.
e Online (requires an AUSkey login):

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

2. Click Notify the ATO of your hosted service.
Click the ABN link for MYOB AUSTRALIA PTY LTD.
4. Paste or type your Software ID into the Add Software IDs field and click

Next.
5. Click Save.
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Setting up Allowances and Deductions

Allowances

When Single Touch Payroll is enabled, the Payment Summary Type dropdown on the
Allowance Maintenance window is replaced with an STP Reporting Type dropdown:

e Allowance Maintenance 29
Allowance Code: B
Allowance Mame: |CentSfKM I Can kodify Name
PAYG  { Taxahle ¢ Mon-Taxehle
Calculation Method: |Fixed Dallar Armount j
Amaount: 500.0000
Pay Rate Multiplier:
Wage Rate Code:
Twpe: |Nurmal j
Cost Centre: J
Magimum Mumber e
STF Beporting Type: | Return to Waork Payment j
STFFhase 2 Payment Type: | Directors Fees (i) Leave Payment; I—L|
[ Owerime Fayment (i)
Override Tax Rate:
Exo Employer Services | Single Touch Payroll Page 5 of 24
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The STP Reporting Type dropdown has the following options:

Include in Gross Payments — the Allowance will be included in employees’
gross income amounts. Equivalent to the “None” Payment Summary type.

Show Separately — equivalent to the “Work Related Expenses” Payment
Summary type. When this option is selected, amounts for the Allowance will
not be included in gross income, but will be broken out into categories. Specify
the category for this Allowance using the Single Touch Payroll Category field.
(see below).

CDEP Payments — equivalent to the “CDEP Salary or Wages” Payment
Summary type.

Lump Sum Payment A — equivalent to the “Lump Sum Payment A” Payment
Summary type.

Lump Sum Payment B — equivalent to the “Lump Sum Payment B” Payment
Summary type.

Lump Sum Payment D — equivalent to the “Lump Sum Payment D” Payment
Summary type.

Lump Sum Payment E — equivalent to the “Lump Sum Payment E” Payment
Summary type.

Non Reportable — equivalent to the “Other Income” Payment Summary type.

Exempt Foreign Employment Income - equivalent to the “Exempt Foreign Emp
Income” Payment Summary type.

Return to Work Payments — new for STP Phase 2

Note: The Payment Summary equivalent of the selected type is displayed next to

the STP Reporting Type dropdown.

Under STP Phase 2, more Allowance options are available:

Directors Fees — tick this checkbox if the Allowance relates to fees paid to the
director of a company, or someone who performs the duties of the director of
a company.
Overtime Payment — tick this checkbox if the Allowance relates to payment
outside of an employee’s normal hours of work.
Leave Payment — for Allowances that relate to the payment of leave, this
dropdown lets you categorise the leave payment as one of:

o Cash out of leave in advance

o Unused leave on termination
o Workers’ compensation
o Ancillary and defence leave
o Other paid leave
Exo Employer Services | Single Touch Payroll Page 6 of 24
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Allowance Categories

When the “Show Separately” option is selected, you must select a reporting category
for the Allowance from the new Single Touch Payroll Category field.

The new Allowance Categories window lets you set up and edit STP categories for
Allowances. Select Single Touch Payroll > Allowance Categories from the
Maintenance menu to open the Allowance Categories window:

. STP - Allowance Categories 3

Category [D: I ]

Category Name; |Other

STP Description: |

Find : F3 | E% Save: F‘IDl x Cancel | - Delete : FE| E Exit: Esc |

The default categories specified by the ATO (Car, Transport, Laundry, Meals, Travel
and Other) are included as read-only records, but you can add and edit new records
using this window.

Deductions

When sending information via STP, a reporting category must be specified for each
Deduction. When STP is enabled, the Payment Summary Type dropdown is replaced
with an STP Reporting Type dropdown:

£ Deduction Maintenance X
Code: I 5
MName: IStaﬁ Loans
V¥ Post-Tax
Calculation Method: IReducing Balance j . LELodbi:Ig

Amount: I

Twpe: @ MNormal " Child Support PAYG |
Protectad Pay %: | ™ Make a Part Deduction

Cost Centre: | 2090 | NSW/STAFF ACCOUNTS
3TF Reporting Type: INDn Feportakble j PSAR Type: Mone

™ Histarical Deduction

This dropdown has the following options:
¢ Non Reportable — equivalent to the “None” Payment Summary type.
o Fees — equivalent to the “Deductions” Payment Summary type.

e Workplace Giving — equivalent to the “Workplace Giving (DGR)” Payment
Summary type.

Note: The Payment Summary equivalent of the selected type is displayed next to

the STP Reporting Type dropdown.

Exo Employer Services | Single Touch Payroll Page 7 of 24
Copyright 2022 MYOB Technology Pty Ltd.



Existing Allowances and Deductions

When STP is enabled on a site with existing Allowances and Deductions, each record’s
Payment Summary Type is converted to an STP Reporting Type as follows:

Existing Payment Summary Type New STP Reporting Type

Allowances
None

Work Related Expenses

CDEP Salary or Wages
Lump Sum Payment A
Lump Sum Payment B
Lump Sum Payment D
Lump Sum Payment E

Other Income

Include in Gross Payments

Show Separately

(with the Single Touch Payroll Category set to “Other”)

CDEP Payments

Lump Sum Payment A
Lump Sum Payment B
Lump Sum Payment D
Lump Sum Payment E

Non Reportable

Exempt Foreign Income Exempt Foreign Employment Income

Deductions

None Non Reportable
Deductions Fees

Workplace Giving (DGR) Workplace Giving

After STP is enabled, you will need to review all Allowances with the “Show Separately” reporting
type and make sure that the Single Touch Payroll Category is set appropriately (see *
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Allowance Categories” on page 7).

Checking Employee Records
The ATO requires that the following details are supplied for all employees in an STP
data file:
e Date of Birth
e AnABNorTFN
e Address Line 1

e Suburb
e State
e Post Code

Note: A phone number and email address are optional, but if they do exist, they

must contain valid information.

Before using STP for the first time, select Single Touch Payroll > Validation Check from
the Pay menu. This will check your data and produce a document containing details of
any missing or invalid information. You can then use this document to update all
records and ensure that they contain all of the required information. (The validation
check is also run automatically before data is submitted to the ATO—see below.)

Employee Records in STP Phase 2

When reporting under STP Phase 2, employees also require an income stream type,
which is a further level of classification under their tax scale—the options available for
an employee’s income stream type depend their tax scale setting. A country code must
also be supplied for employees with the following income stream types:

e |AA (Inbound Assignees to Australia)
e  WHM (Working Holiday Maker)

The system assigns employees a Tax Treatment Code, which is reported via Single
Touch Payroll. An employee’s Tax Treatment Code is assigned based on their settings
in the Tax Classification section of the Employee Maintenance window.

On upgrading MYOB Exo Employer Services to 2021.03, default values will be entered
for employees’ income stream types and tax treatment codes. The first time you open
Exo Employer Services are upgrading to 2021.03, a window will appear, showing you

an overview of the changes that have been made to each employee record:
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e STP Phase 2 (Pay Event 20200 2

Sort Order

In this wersian (2021.03) of Exa Employer Services, the ETF Phase 2 support has been infroduced. rou can see all Sort By: I Employee Name 'I
active employees income stream type, tax treatment code in the below takle. All new STP events in this version will be .
transacted using STP Fay Eventversion 2020, I Desoending

For more details about STP Phase 2, please click here.

(Occupation Tax Scale ISTP Tax Treatment Code |STP Income Stream Type [STP Country Code | =

3|Andrews, Tom ‘AF‘JDF!EWS Current 'Working Holiday Maker WHM

2|James, Henry JAMES Terminated |Withholding Variation HUXXXX WHM
I & Robinson, Henry ROBINSON Current Standard Employee RTXXXX SAW
il 5|Smith, Sandra SMITH Current Standard Employee RTXXXX WHM
I 1 Wallace, Edward WALLACE Current Standard Employee WVOXXEX VoL
I 4|Wright, John WRIGHT Current Standard Employee RTXXXX SAW

v Do niot display this again during startup, (It is always available from the Pay menu->Single Touch Payroll>STP 2020 - What's New)

E Export E Exit: Esc |

This window shows all current employees and any employees who were terminated
after 1 July 2021. Check each employee’s details, and if you need to change their
income stream type or country code, go to the Standard Pay tab of the Employee
Maintenance window and update them.

Note: You can open this window again by selecting Single Touch Payroll > STP

2020 - What’s New from the Pay menu.

On the Standard Pay tab, fields display the employee’s Tax Treatment Code, Income
Stream Type and Country Code (if required):

Employee Maintenance
Employee Details | Leave Entitlements | Other | User Defined Notes ! Standard Pay
Ermployee: | 1 |Wa||ace, Edward
Wages

22 | YWages: n.0000 .00
Allowances Salany: 1535 45
Hourly Biste Allowance Taxable: 0.00
Salaly Deduction Pre-Tax; 0.00
Deductions Leave: oan
Mon-Cash Benefits Gross Taxable: 1538 .46
SpeielinEies PAYG: I Overide 348.00
Leawve Managerment Allowance Mon-Tax: .00
Costing Deduction Post-Tax: 0.00
PAYG Fiounding: 0.00
Howe Faid MNet Pay: 1190.46

Hours Paid Hous Paid 3800

Default Fayslip Mate |
T ax treatment Code: HLE3
Income Sheam Type: WHM  Country Code: cl Change Income Stream Type
42 Prev: F7 | # MHewt: F8 Find: F9 E% Save: F10 H Rezet E Euit: Ezc
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Clicking the Change Income Stream Type link displays a screen where you can change
the Income Stream Type and enter a Country Code:

= Single Touch Payroll - Income Stream Type 3
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Pay As You Go Withholding is dependent upon I'" - “— =X
Income Type. If working in another country,

Ao 5

' |

' )

then it is the residual PAYGW payable after
deducting Foreign Tax Paid (or payable) from
the PAYGW as per the Tax Treatment

N
* deprecated

Income Stream Type: |WHM -| Working Holiday Makers
Home Country (Code): (N -

% Save : F10 l x Cancel |

The available options in the Income Stream Type dropdown change depending on the
Tax Classification selected on the Employee Details tab. The Home Country (Code)
dropdown is only available for Income Stream Types that require one.

STP Security Settings

You can restrict access to the Single Touch Payroll functions by using the two STP-
related User Security settings:

¢ Single Touch Payroll- Allowance Category: Controls access to the Allowance
Categories window (see page 7).

¢ Single Touch Payroll- Send STP: Controls access to the Single Touch Payroll
window and all of the functions available from it (see page 13).

After an upgrade to Exo Employer Services 2017.06 or later, these settings will be
enabled for the Admin user only. Add these settings on the Access Rights tab of the
User Security window to grant access to the STP functions to other users as
appropriate.
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Submitting Data via STP

Once STP is set up and activated, you can submit data for pays after they are updated.

Automatic Submission

If automatic submission has been enabled on the Setup Payroll window (see page 2),
STP data is sent as soon as a pay is updated. Before being sent, the data is checked
and an error message appears if any validation errors (e.g. missing information in one
or more records in the data) are detected:

Single Touch Payroll
There are some issues in the STP 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~1NSINGLE TOUCH
PAYROLL\DATABASE_STP_PAYNUM_4_LOG.TXT

Do you want to view it now?

Note: You can run this validation at any time by selecting Single Touch Payroll >

Validation Check from the Pay menu.

If no errors are detected, a declaration window appears:

[ Single Touch Payroll - Send to ATO =B

You are about to record these pays

and lodge a 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 1 am authorised to
make this declaration.

Declared by: |Adm|n

™ Tick this box to sign the declaration with the authorised signatory name and to authorise lodgement

—

with your approved sending service provider's AUSkey
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Enter the name of the person responsible for submitting via Single Touch Payroll, tick
the declaration check box, then click Send to ATO to submit the data.

If the submission is successful, a confirmation message appears and the STP
submission’s status is updated to “Pending”. If any errors occur during the submission
attempt, they will be displayed, and the batch'’s status will change to “Not Sent”.

The status can be checked on the Single Touch Payroll window (see below).

Manual Submission

If automatic submission has not been enabled, you can submit via STP on the Single
Touch Payroll Submissions window. You can also use this window to view detailed
information on all STP batches, and check the status of submissions.

Open the Single Touch Payroll Submissions window in one of the following ways:

. ate toolbar button.

Click the
Select Step 6 of the Pay Cycle:

Select Single Touch Payroll > Submissions from the Pay menu.

e Pay Cycle

Step 6

Single Touch
Faprall

Add any new employees or maintain any curent
employes's standard information; i.e. Pay rate,
Allowances and Deductions etc.

Step 1

ﬁ

\ Step 2

Pay ie enter Overtime,

Step 5

Annual Leave, ete.

Update the Pay
and Backup

ol

\

Step 4

Pay any Direct Credits.

Open the Current Pay. Make
]ﬂ
Pay Cycle J l

any changes ta the Current

Step 3

Frint any of the Standard Reports.

R

E Exit: Esc
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The Single Touch Payroll Submissions window displays all pays that the system has
generated STP data for:

== Single Touch Payroll Submissions 2
Filters
’VSTF' Type: [al | Foom: [01/0472013 v | To: [31/05/2018 ¥
STPIDT | STPType [s Correction?| Period Pay Number | Pay Type |"”’§§'E"EV xaze' O ccessful [Unsuccessful Date Submitted ‘ATD Status | Notes F
yees
Pay 01/07/2018 to 15/05/2013 7 OneOff _ 15/05/2013 0 o [}
wolupdate | ves  |o1o7/2018 to 15052018 | | 0] 15/05/2019 02:41:42PM | Accepted |
3 Pay No  01/07/2018 to 04/05/2013 10 Current  04/05/2013 10 3 1 15/05/2013 01:48:03PM_ Partly Accepted Correction sent by TP ID. 10 on
[ 3 Pay No  01/07/2018 to 27/04/2012 slcurent  |27/04/2013 0 0 0/ 15/05/2012 01:46: 15PM  Accepted
[ 7 Pay No  01/07/2018 to 20/04/2012 B Curent  20/04/2013 0 0 0 15/05/2019 01:44:39PM _ Accepied
[ 2/Pay No  01/07/2018 o 13/04/2012 & Curent  13/04/2013 0 b 0/ 15/05/2019 01:40: 13PM_ Accepied
i 1 Pay No  01/07/2018 to 06/04/2012 5Curent  06/04/2013 12 2 0 15/05/2019 10:57:41 AM Accepied
4 | o
ResendtoATO | Rehesh Status || Datsis | [X] Export | = Exll'Es:l

From this window, you can:
e Manually submit STP data to the ATO (see page 15)
e View the details of an STP submission (see page 15)
o Export the contents of the main grid to an Excel spreadsheet

¢ Resend a submission that contained errors (see page 16)

Submission Statuses

The Single Touch Payroll Submissions window also displays the status of all STP
submissions, which can be one of:

¢ No status — no attempt has been made to submit the data to the ATO yet.
e Not Sent — an attempt to send the data to the ATO failed.

e Pending - the data has been successfully submitted to the ATO, but no
response has been received yet.

o Accepted - the data has been submitted to the ATO, and an acceptance
response has been received.

e Partly Accepted — some employee records in the submission were accepted by
the ATO, but some were rejected.

o Not Accepted — the ATO has received the data, but rejected it.
Click the Refresh Status button to update the status of the selected batch.

Note: An ATO Status column displaying the status of each pay has also been
added to the Pay List window.

Response times from the ATO can vary according to the size of the payroll and the
status of the ATO’s services. It can take between a few minutes and a few hours to
receive a response, depending on these factors. We do not recommend clicking the
Resend to ATO button (see page 16) if a submission is taking a long time to update its
status—this will re-start the submission process from the beginning, which will only
make it take longer to update.
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Manually Submitting an STP Batch to the ATO

Where automatic submission has not been enabled, you can manually send STP data
for a pay by selecting it on the Single Touch Payroll Submissions window and clicking
the Send to ATO button (or by double-clicking on it).

Note: A Send to ATO button has also been added to the Pay List window.

As with an automatic submission, the data is checked for errors, and you are required
to tick a declaration before lodging the submission with the ATO (see “Automatic
Submission” on page 12).

Viewing the Details of an STP Batch

To view detailed information of the STP data for a pay, select a pay on the Single
Touch Payroll Submissions window and click Details. This opens the STP Submission
Details window:

£ STP Submission Details 28
- . ~ Response
Payer Details Intermediary Details Status: Partly Accepted
ABN: 83101364747 gTP chy pe: . an
BMS Identifier: M7 0B-EXDES-83101 364747 B1AE3ICH7-30BA-4452-B416-87 FEBDET14F 7 =ndlaunt
Oiganization Mame: The Demonstration Company e Al IDERHEREIE SR8 L e
Branch Code: 1 Engqueued. 15/05/2019 01:48:04 PM
e Phone: 123456769 Agency Responded: 15/06/2015 01:51:21 PW
Emait Pay Details
Address Line 1 48 Milson Averue Pay Mumber, 10
Address Line 2 Mulgrave Pay Type: Current
Suburb/ Town: Sydney State/Temitory:  NSW Pay Frequency: ‘wheekly
Postcode: 2065 Country Code: — au Physical Pay Date:  04/05/2019
Signatary: Asdmin Pay Period: 2770442013 - 0370542013
Employee Details Pay Details Allowance and D« i Supe! i Termination Lump Sum FBT Errors
Code Surname  [Name Severity  |Error Code Concept Error Text
0 Afield contains invalid data (such as letters in numeric or date J
field).
Error D etail:

The value specified for an item does nat match the item type = |
(value =™ item type = String, uniquelD =
hitp:fiwww.sbr.gov.au/atofpayevntemp:Line 1T) Hint: The actual
length is less than the MinLength value.

L T T T T T T T T T T T T T 1T

L,_‘ =l
M EExlt Esc

If the submission has the status “Not Accepted” or “Partly Accepted”, an extra Errors
tab is available on the lower grid. This tab displays details of the error(s) that were
found in the submission, which will need to be corrected before the submission can be
re-sent. In addition, for submissions with the “Not Accepted” status, an Email to
Support button becomes available next to the Status field in the Response section at
the top right—clicking this button copies the response details into an email to MYOB
Support.
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Click the Export button to create an Excel document containing all of the details
displayed on the window. The Excel document is a workbook containing multiple tabs:

Payer — contains the employer details from the top left of the window.

Payee — contains the employee details from the grid in the bottom half of the
window.

Response Summary — contains details of the ATO’s response to the submission
from the top right of the window.

Pay Details — contains details of the originating pay run from the top right of
the window.

Response Detail - this tab only appears if the submission was rejected. It
contains details of the error(s) that caused the submission to be rejected.

Re-submitting STP Data

Once data for a pay has been submitted to the ATO, you can re-submit it if you need
to. The Send to ATO button changes to Resend to ATO—click this button to submit
the data again. Any changes in the data will overwrite the data that was sent
previously.

The Resend to ATO button performs different functions and displays different
information messages depending on the status of the selected STP submission:

If the status is “Not Accepted” or “Not Sent”, the entire submission is resent.

If the status is “Accepted”, clicking Resend to ATO first displays a confirmation
message, informing the user that the submission has already been accepted.
The user can continue to resend the submission or cancel.

If the status is “Partly Accepted”, this means that the submission as a whole has
been accepted, but one or more of the employee records included in the
submission have been rejected. Clicking Resend to ATO creates a new
submission that corrects the original—see page 17.

If the status is “Pending”, Exo Payroll first refreshes the submission’s status (as if
the Refresh Status button had been clicked), then takes an action depending
on the updated status:

o If the submission’s status is now “Accepted”, a message appears
informing the user that the submission has been accepted, so does not
need to be resent.

o If the submission’s status is now “Not Accepted”, a message appears
informing the user that the submission has been rejected by the ATO,
and recommending that they check its details before attempting to
resend it.

o If the submission’s status remains “Pending”, the submission will be
resent if it is 72 hours since it was first sent. If it has not been 72 hours, a
message will be displayed and the submission will not be resent.
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Note: If you need to correct the dollar values in a submission that has already been
accepted, we recommend transacting your corrections in a new One-Off
Pay, e.g. a One-Off Pay for the same date, specifically for the employee(s)
who require amendments. The ATO will then receive two confirmed/

accepted submissions in the order that they were transacted, and aggregate
the totals as if they were one entirely correct and complete submission for

your regular pay cycle.

Correcting Partly Accepted Submissions

If a submission contains any errors in the employee records, its status will be “Partly
Accepted” and the Errors tab on the STP Submission Details screen will show details of
the errors that caused them to be rejected.

Once the errors have been corrected, select the submission on the Single Touch
Payroll Submissions window and click Resend to ATO. You are asked to confirm that
the errors in the original submission have been corrected:

Single Touch Payrall

Please ensure that you have corrected all the errors in this 5TP
! submission.

Select Yes, if you have corrected these errors, to submit an 5TP
Update event now.

Select Mo, if you still need to correct these errors before
attempting to send again.

Clicking Yes creates a new submission containing only those employee records that
were rejected in the original submission. The new submission’s STP Type column
displays “Update” and its Is Correction? column contains “Yes”. The Notes column of
the original submission is updated to show the ID of the correcting submission.

You can re-send a correcting submission, creating another new submission that
corrects the correction. This process can be repeated until all errors are corrected. At
each point, only those employee records that still have errors will be included in the
submission.

Note: Itis also possible to resend the original submission multiple times, which will

result in multiple correcting submissions for the original (each of which will
be listed in the original submission’s Notes column). In this case, however,

each correcting submission will contain all employee records that were
rejected in the original submission, even those that were corrected since
then.
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Finalising STP Data

At the end of each financial year, you must send a finalisation declaration for each
employee. This supplies year-end totals of the STP data for each employee, and
indicates that you have provided all of their information for the financial year through
STP reporting. To send a finalisation declaration for some or all employees, select
Single Touch Payroll > Finalisation from the Pay menu. This opens the Single Touch
Payroll - Finalisation window:

*

= Single Touch Payroll - Finalisation
Fi i Pay Event Yersion Sort Order

F 1 Year
“Premous | [or07/2020:30/08 /2021 ‘ v[ {Sort By: | Code +| I~ Descending
STP MNotes
’7 MNotes: I

[V Select Al

Employee Name Alpha Code  |Occupation Employment Status|Start Date End Date Tax Scale

v Vallace, Edward James WALLACE Accounts Clerk Current 12/09/2001 I'f Standard Employee

¥ 2 Andrews, Thomas Harley ANDREWS Accounts Clerk Current 26/06/2006 N Standard Employee 8
I v 3 Houghton, Jannet Faye HOUGHTON  Receptionist Current 19/08/2016 N Standard Employee 5
I I3 4 Smith, Sandra Olive SMITH Account Manager Current 2810412011 ' Standard Employee 8
Il 2 S Keating, Karl Adrian KEATING Account Manager Current 02/08/2016 N Standard Employee 8
I 2 6 Russel George Thomas RUSSEL Storeman Current 26102017 N Standard Employee 8
I I3 7 Robinson, Henry Karuso ROBINSON Storeman Current 23/08/2013 I Standard Employee 8
Il 2 8 Hillary, Matthew Martin HILLARY Support Technician Current 211002012 N Standard Employee 8
I 2 9 Jackson, Wiliam Duncan JACKSON Support Technician Current 30/08/2016 N} Standard Employee 8
I 12 20 Tate, Bernard Cedric TATE Office Manager Current 17/01/2006 ' Standard Employee 8
Il 2 21 Giles, Harrison Relf GILES Warehouse Manager Current 19/08/2016 N Standard Employee 8
I 2 22 Watson, Judy May WATSON Support Manager Current 2710972014 N Standard Employee 8

| Send to ATO | E ExlI.Escl

This window lists all employees with pays in the current financial year, including
employees who were terminated during the year. Use the check boxes to select the
employees who you want to send finalisation declarations for (or click Select All), then
click Send to ATO.

The Pay Event Version dropdown lets you choose which version of Single Touch
Payroll to submit the finalisation event under: 2018 (original STP version) or 2020 (STP
Phase 2). We recommend that you select “2020", but there may be cases where you
need to submit a finalisation using the old version of STP.

As with STP submissions for individual pay runs, you can also re-submit finalisation
declarations for one or more employees if you need to correct the data—just open the
Single Touch Payroll - Finalisation window again after correcting the data and use it to
send finalisation declarations for the affected employee(s).

Note: You can see when a finalisation declaration has been sent for employees on

the STP Submission Details window (see page 15)—the Is Final Pay column
on the Employee Details tab contains “Yes” for a finalisation event.
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Updating STP Data

Normally, employees’ Single Touch Payroll data is updated during the pay run, when
STP data for a pay is sent to the ATO. In certain rare cases, it may be necessary to
update employees’ STP data outside of a pay run. To update STP data for some or all
employees, select Single Touch Payroll > Update from the Pay menu. This opens the
Single Touch Payroll - Update window:

e Single Touch Payroll - Update 22
Financial Year Update Date Employment Status Sort Order
Financial Year: | 01/07/2018-30/06/2019 Update Date: | 2040572019 Emplayment Status: | Al - Sart By: | Code j [ Descending
STP Motes
Notes: |
[~ Select All

Employee Name Alpha Code |Occupation |Tax Scale Mumber of Pays J

1 |W:i||:il:r3, Edward James WALLACE Accounts Clerk Current 12/08/2001 LN Standard Employee B|

r 2 Andrews, Thomas Harley ANDREWS Accounts Clerk Current 26/06/2006 i Standard Employee 8

I r 3 Houghton, Jannet Faye HOUGHTON | Receptionist Current 19/08/2016 i Standard Employee 5
I r 4 Smith, Sandra Olive SWITH Account Manager Current 26/042011 i Standard Employee 8
I r 5 Keating, Karl Adrian KEATNG Account Manager Current 02/08/2016 i Standard Employee 8
I r & Russel, George Themas RUSSEL Storeman Current 260102017 i Standard Employee 8
I r 7 Robinson, Henry Karuso ROBINSON Storeman Current 23082013 i Standard Employee 8
I r & Hillary, Matthew Martin HILLARY Support Technician Current 21102012 i Standard Employee 8
I r 9 Jackson, Wiliam Duncan JACKSON Support Technician Current 30/08/2016 i Standard Employee 8
I r 20| Tate, Bernard Cedric TATE Office Manager Current 17/01/2006 i Standard Employee 8
I r 21 Giles, Harrison Relf GILES Warehouse Manager  Current 19/08/2016 i Standard Employee 8
I r 22 Watson, Judy May WATSON Support Manager Current 27092014 i Standard Employee 8

SendtaATO | [ Exit: Esc

This window functions in the same way as the Finalisation window. Use the filters and
check boxes to select the employees who you want to send STP updates for (or click
Select All), then click Send to ATO. The update operation updates the year-to-date
totals for all selected employees without sending any information relating to a specific

pay.
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FAQs & Troubleshooting

What data is included in STP submissions?
Each STP submission includes:
e Contact information for the payer (employer)
e Contact information for the intermediary (if one is used)

e Contact and personal details for each employee included in the originating pay
run

e Year-to-date pay information for each employee included in the originating
pay run, including allowances, deductions, superannuation and FBT

All information included in a batch can be viewed on the STP Submission Details
window (see “Viewing the Details of an STP Batch” on page 15).

Note: Because each STP submission contains year-to-date information for all
employees, the amounts on the tabs in the lower half of the window will not

correspond to the amounts in the specific pay that the STP submission was
generated from.

Are Reportable Fringe Benefits included in STP?

Reportable Fringe Benefits are included in STP reporting. When you update a pay that
includes Reportable Fringe Benefit amounts, they will be included in the STP
submission for that pay.

If you process your Fringe Benefit amounts using a back-dated pay, see “How do |
process back-dated pays?” on page 21.

Is STP data included in company backups?

STP files will be backed up as part of a company backup if they are output to the
default location. If you change the STP file output location from its default, STP files
will not be included in backups—you must ensure that they are backed up
independently.

What happens when an employee is terminated?

Termination information is included in STP data. The STP submission for a pay that
contains the termination payment for an employee will include a finalisation
declaration for that employee (see page 17). If the employee’s termination is
subsequently reversed, the next STP submission will undo the finalisation. You can also
send a manual update (see page 19) to process or undo the employee’s finalisation
declaration.

If you process an employee’s termination payment using a back-dated pay, see “How
do | process back-dated pays?” on page 21.
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How do | process back-dated pays?

Back-dated pays should always be processed as a One-Off Pay with the Do not send
to ATO option ticked:

£ One-0Off Payment 23

Fay Feriod: IW_‘
Fay Period Start Date: IW
Fay Period End Date: lw
Fhysical Pay Date: lw

SG Expected Payment Date:  EEHIFpEE

Copy Standard Pasy: Mo -

Fay Number of Pay: 13

[ Do not send to ATO

Make One-0ff Pay

Calculate Pany

Frint Paysheet

E@] Frint Beports

Direct Credit Transfer

Finish One-0ff Fay. Backup

Delete One-0Off Pary

E Euit: Esc

After the pay has been updated, perform a manual update of STP data (see page 19).
This ensure that employees’ year-to-date totals are correct without sending any pay
details.

What do | do if an error appears when requesting the Software ID?

If you see the error message “Getting SID failed. The service returned a status code of
0 with a message [Unable to connect].” after clicking the Get Software Identifier
button on the Single Touch Payroll setup section of the Setup Payroll window (see

page 4), check the following:

e Check that version of 4.5 of the NET Framework is installed. You can download
the .NET Framework 4.5 from Microsoft's website.

e Check that the following files are installed correctly in your payroll installation
folder:

o Dev_EXO_Payroll_2019.pfx
o Prod_EXO_Payroll_2019.pfx
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https://www.microsoft.com/en-nz/download/details.aspx?id=40779

Can | use STP through a proxy server?

Exo Payroll’s services use the WinHttp 5.1 protocol to consume STP services. If a
company’s environment uses a proxy server, they may need to set WinHttp to use the
Proxy server.

What do | need to do if | move to another payroll system?

If, after enabling Single Touch Payroll in Exo Payroll, your company is moving to
another payroll system during the financial year, you must zero the STP year-to-date
totals for all employees in Exo Payroll, to ensure that the same data is not submitted
twice. To reset employees' year-to-date totals to zero, select Single Touch Payroll >
Zero Year to Date from the Pay menu. This opens the following window:

= Single Touch Payroll - Transition to new payroll system during financial year 23
This screen is used to zero employees year-to-date values when a business transitions to a new payroll system during a financial year.
Please ensure you have read the topic *Transitioning to a new payroll system during a financial year’ before proceeding. (i)

Financial Year Sort Order

Finamcial “ear: | 01/07/2017-30/06/2015 Sort By: |C0de j [ Descending

Employee Name Alpha Code  |Occupation Employment Statug|Start Date Tax Scale J
1 |Wallan:e, Edward James |WALLA.CE Accounts Clerk Current |muar'-'.-.uuu Standard Employee
2/ Andrews, Thomas Harley ANDREWS Accounts Clerk Current 09/06/2005 I Standard Employee
Il 3 Houghton, Jannet Faye HOUGHTOM  Receptionist Current 03/08/2015 I Standard Employee
Il 4 Smith, Sandra Olive SMITH Account Manager Current 09/04/2010 I Standard Employee
Il 5 Keating, Karl Adrian KEATING Account Manager Current 1710712015 I Standard Employee
Il & Russel, George Thomas RUSSEL Storeman Current 09/10/2016 i Standard Employee
Il 7 Rebinson, Henry Karuso ROBINSON Storeman Current 05/08/2012 I Standard Employee
Il 8 Hillary, Matthew Martin HILLARY Support Technician Current 051052011 I Standard Employee
Il 59 Jackson, William Duncan JACKSON Support Technician Current 14/08/2015 I Standard Employee
Il 20|Tate, Bernard Cedric TATE Office Manager Current 3MNM2/2004 I Standard Employee
Il 21 Giles, Harrison Relf GILES Warehouse Manager Current 03/08/2015 ' Standard Employee
Il 22 Watson, Judy May WATSON Support Manager Current 10/09/2013 i Standard Employee
=

SendtoATO | [= Eit:Ese |

Click Send to ATO to update the STP data for all employees, setting all year-to-date
values to zero.

How do | update employees’ BMS or Employee ID?

In some cases, it may be necessary to update employees' STP data after their
employee ID code has changed or after the business management system (BMS) used
to manage them has changed. These cases include:

e If an employee is rehired under a new employee code.

e If an employer changes payroll systems and assigns new employee codes in
new system.

e If an employer moves employees from one database location to another,
where the same system is still used but employee codes change.

e If an employer needs to change existing employee payroll IDs for other
reasons.
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To update employees in these cases, select Single Touch Payroll > Update using
Previous BMS/Employee ID from the Pay menu. This opens the following window:

&= Single Touch Payroll - Update using Previous BMS/Employee [D £
Financial Year Update Date Employment Status Sort Order
Financial Year: | 01/07/2021-30/06/2022 Update Date: | 06/09/2021 Employment Status: | Al - Sort By| Code j [~ Descending

Previous BMS 1D
Previous BMS 1D: ‘

[~ Selectal I Send Year To Date values as Zero
Select | Code # | Employee Name Alpha Code |Mumber of Pays |Emp. Status (Start Date |End Date  |Tax Scale Previcus Employee ID
1 |Wal\a-:e‘ Edward WALLACE 17 [Current 01/01/2015 |/ 1 Standard Employee
|— 2 James, Henry JAMES 10| Terminated | 01/01/20168 07/10/2021 Withholding Wariation
Il [ 3 Andrews, Tom ANDREWS 15 Current 01012015 1 Working Holiday Maker
I r 4 Wright, John WRIGHT 3 Current 08/09/2021 1 ¢ Standard Employee
I [ 5 Smith, Sandra SMITH 9 Current 18/08/1996 1 / Standard Employee

Serd to ATD | [ Esit:Esc ‘

What do | do if a submission fails?

If an STP submission cannot be sent to the ATO, its status will be set to “Not Sent”. You
will need to re-send the submission manually, by selecting it on the STP Submissions
window and clicking Resend to ATO.

If an STP submission was successfully sent, but is then rejected by the ATO, its status
will be set to “Not Accepted”. Select the submission on the STP Submissions window
and click Details to view the full details of the submission (see page 15). An extra Errors
tab is available on the STP Submission Details window for Submissions with the status
“Not Accepted”; this tab contains details of the errors in the data that resulted in it
being rejected. In most cases, this is due to missing or invalid information. Use this
information to correct the records that caused the error, then re-send the submission
manually by selecting it on the STP Submissions window and clicking Resend to ATO.
See “Re-submitting STP Data” on page 16 for more details.

If an STP submission was successfully sent, but one or more of the employee records
in it were rejected by the ATO, its status will be set to “Partly Accepted”. The Errors tab
on the STP Submission Details window contains details of the errors that caused the
employee record(s) to be rejected. Use this information to correct the records that
caused the error, then send a correcting submission by selecting the original
submission on the STP Submissions window and clicking Resend to ATO. See
“Correcting Partly Accepted Submissions” on page 17 for more details.
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How do | activate STP debugging?

As of the 2018.03 release of Exo payroll, debugging options can be enabled for the
STP functions. The comacc.ini file contains an [STP] section with the following options:

[STP]
Debug=0N
DebugExpiryDate=10/08/2018
When the Debug option is set to ON, log files will be created when Exo Payroll
attempts one of the following actions:
e Retrieving a Software ID
e Submitting or updating pay run data
e Refreshing the status of a submission

Log file names have the format:
stp_debug log TRANSACTIONNAME tran DATAFOLDER LOGGEDINUSER TIMESTAMP.txt

Exo Payroll will continue to produce log files until the date specified by the
DebugExpiryDate option. If an expiry date is not specified, logs will be produced for
the current date only—the system date will be set as the expiry date when the first

transaction happens.
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