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Introduction

Scope

V Jobpac

The purpose of this document is to assist customers ...

- To Set up STP parameters and activate

- Inthe use of STP with Jobpac Connect as part of their weekly operations

- To Transition to STP when using for the first time

- To register with OZEDI if OZEDI is selected as your Sending Service Provider.

Document conventions

The following table contains the naming conventions, typographical conventions and symbols used in

this document.

example.dat

[Enter]

Type in ‘XYZ’ into the
Name field.

Select the File menu

Type in ‘ABC’ in the XYZ
field

Value between ‘1’ and ‘99’.

One to nine, 10 to 1,000.

File>Save
As>Filename>0K

The Register Invoices
screen displays.

(field) »

(action)

Page: 5

Filenames are displayed in courier font to identify the filename from the
body of the text.

Square brackets and bold typeface are used to indicate a specific key to
press on the keyboard.

Field names are highlighted by the use of bold text.

All buttons, field icons, menus and checkboxes are displayed in italics.

Single quotes are used to identify information in the instructions that is
to be entered by the user.

Single quotes are used to identify possible field values.

All numbers below ten are written as text unless a value to be entered.
Numbers 10 or greater are written as numerals unless starting a
sentence. Numeric field values are displayed in single quotes.

Command paths are displayed using italic typeface and forward
chevrons (>). Menu Paths are described as per the standard Jobpac
Menu system at the time of creation of this manual but may be different
in the customers customised menu system.

Bolded ltalic typeface is used to refer to all screens, modules and
windows. The first appearance of a screen is referred to in the present
tense and the sentence finished with the word ‘displays’.

Signifies that a pop-up window is associated with a field.

Signifies an action undertaken in a screen Actions menu or a menu
selection.
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The following table contains the terms and definitions used in this document.

Term Definition
C This denotes a non-enterable field.
E This denotes an enterable field.
Terms and Definitions table
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e W' VIEWPOINT

Page: 6 Version: 1.1




Jobpac

CONNECT

\

STP Reference Guide

VIEWPOINT
CONSTRUCTION SOFTWARE® v meT

page: 7 Version: 1.1




V Jobpac

STP Reference Guide
Overview

Starting July 1st 2018, employers with 20 or more employees will be required to report their employees'
salaries and wages, allowances, deductions (for example, workplace giving) and other payments, pay as
you go (PAYG) withholding and superannuation information, through Single Touch Payroll (STP) each time
you pay your employees. Viewpoint is currently working on a mechanism to enable this reporting
through Jobpac Connect using a Sending Service Provider (SSP) that transmits the data to the ATO.

How will STP work in Jobpac Connect?

In brief, STP will work simply as follows...
1. Each Payrun or adjustment to employee YTD values will produce a file for submission to the ATO.
2. You will use the new Jobpac Connect STP submission facility to send these files to the ATO.
3. Files will be transmitted automatically to the ATO via an SSP. This part of the process will be
largely invisible to the Jobpac Connect user if you are on the Jobpac Cloud *
4. The ATO will send success messages back to Jobpac for each submission via the SSP *
5. There is an opportunity to send update files to the ATO for corrections and transition.

* If you are not on the Jobpac Cloud we will provide a facility for Manual submission and submission status updates. Please
contact us through your Account Manager if you are unsure that you are on the Jobpac Cloud. Customers not on the Jobpac
Connect Version of the Jobpac software are not supported.

What is a Sending Service Provider and who is OZEDI?

A Sending Service Provider (SSP) is a third-party service that sends the STP information to the Australian
Taxation Office (ATO). Viewpoint has selected OZEDI as our Recommended Sending Service Provider. You
can learn more about OZEDI here: Click here to Learn more about OZEDI Note, you will need to register
with OZEDI after the Jobpac Connect STP software is generally available and prior to your first STP
Submission. OZEDI do charge low fees for Data handling and you can buy Data in blocks directly from
OZEDI.

Should you decide to use a different SSP that is not OZEDI, or you are not on the Jobpac Cloud then we
also allow manual STP file Download so that you can submit manually through your chosen SSP.

It is important to note that OZEDI is not a partner of Viewpoint and their software is not managed or
maintained by Viewpoint. Therefore you may want to ensure that you are comfortable in your direct
agreement with OZEDI. Once Data has left the Jobpac Cloud whether by manual download of file or by
automatic push via a web service it is not subject to Viewpoint Security Policy. For this reason it is
important that you are comfortable with the security policy of any SSP that you choose to use.

Y VIEWPOINT
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STP Set Up

To activate STP in Jobpac Connect there are System Level, Company level and Payroll configuration
elements. These are described in detail below.

System Configuration

Menu Setup

The following menu Items should be set up in your Customisable Menu System. We recommend the
following positions in the menu system but you may place at your preference. The Standard Jobpac
Menu System will be updated as per below.

e Single Touch payroll should be added in Payroll = Payroll Processing

Technical Note: The new menu option should call “Single Touch Payroll” - STPLISTP
® Fix Group Tax Codes should be added in Payroll 2 Utilities

Technical Note: The new menu option should call “Fix Trans Group Tax Code” - REBPAYGFXP
e Employee Group Values Report should be added in Payroll = Employee Reports

Technical Note: The new menu option should call “Employee Group Values” - EMPGRPRPTP

Activating your SSP Client Code

To Activate STP in Jobpac Connect at System level, it is a requirement that you notify Jobpac Support of
your SSP Client Code as part of your SSP Registration Process. A Jobpac Technician will apply your Client
Code and you must ensure this is complete before commencing to process STP.

Technical Note: The System Level SSP Client Code is set up in JPCONFIG

Company Configuration

Y VIEWPOINT
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System Parameters — STP Activation

The following System Parameters should be configured for each company that is required to submit via
STP. Seek Consulting advice or Support for assistance in setting up System Parameters if required.

STPPER - Single Touch Payroll Start Period Parameter
This is a multi-positional numeric parameter configured as follows ...

NumO1 = Start Period for commencement of STP Reporting Format YYYYNN

(Where 201801 would represent July 2018)

Represents the Starting Payrun Number for your First STP transmission.
Payruns starting from this number will be brought into STP Submission screens.

NumO2

OZEDI — SSP API Activation for OZEDI Parameter

This is a multi-positional Alpha-numeric parameter configured as follows ...

Pos 1 Activate OZEDI API (Y/N) = Set to Y to activate the API submission
methodology via OZEDI SSP. You can only use
the APl methodology if on the Jobpac Cloud.
Otherwise set to N for Manual.

Pos 2-9 OZEDI Client Code = WorkID Level OZEDI Client Code.

Adding New Parameters

To add and maintain System Parameters navigate to the Jobpac Connect menu option, System
Administration =2 Define Companies = Maintain Parameters...

In most cases when activating STP for the first time you will need to add a new parameter codes. To add
a new parameter code click on the action option to » Add/Maintain 1 Code as shown below.

System Parameter Code Maintenance ) Actions @ ok (D rastExt Back

Help

Prompt
P Next W Options
Refresh

Alphanumeric Num 04 Num 05 ®B

Parm Code Tp WKkid

Add/Maintain 1 Code

ABNCHK A

KINA
W

Type in the new Parameter Code (eg STPPER or OZEDI) in the top left Parm Code field as shown below
and hit [Enter] or click [OK]. Then on the Work ID for which you wish to activate STP, use the right click
option to go to the » Details of that parameter.

VIEWPOINT
Y VIEWPOINT
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System Parameter Maintenance - Add/Maintain 1 Code QAcﬂnns @ ok OFast Exit Back

Parm Code STPPER Q Start Period for Single Touch Payroll Type “NUMBER

Prompt Text  Start Period for Single Touch Payroll

Goto page l:l of 2

o Previous P Next w Options

Wkid  Description Num 01 Num02 Num03 NumO04 Numo05 Alphanumeric Exists B
111 | *SB TR Constructions
621 | *SB TM Properties P/L
622 | *SB TN
623 | *SB TN
666 | *Si
700 | *SI
710 | =S
720 | *S

730 | *SRP

acting P/L Copy Values
orporate Services Pty Ltd

Paste Values

s Copy to ALL Wark Ids 16

Delete

trac

zZzz<zZzzz2zZZ

Navelonmeant INSWY

For the STPPER parameter, update the numeric parameter details as per the parameter definition with
similar values to those shown the example in the screenshot below, but taking into account the correct
Starting Payroll Period and Starting Payrun Number for the Work ID you are activating.

System Parameter Maintenance - Details Q) Actions & oK (D) FastExit Back
Parm Code STPPER Start Period for Single Touch Payroll Work ld 700 *SB ABC Corporate Services
Parm Value [ 201801 |[ 1 I I I Type *NUMBER

Goto page l:l of 1

4 Previous B Next w Options
Field# Type Description Str Len Number Alphanumeric a8
01 | *NUM Payroll Period 1 6 20180
02 NUM Payrun Number Ik 1 4 1

Add the OZEDI parameter in a similar fashion.

Other System Parameters - Company Details

The following parameters will be used to set the company details for your STP submission. Please review
and update as required for each Work ID that is required to submit STP data. Ensure each parameter is
added has a value where indicated as (M)andatory.

Note: The parameters listed below are not exclusive to STP and adjusting them will impact the company
and address details on other reports produced from Jobpac Connect.

e COACN - ABN M
e GSTREG - ABN M
e CONAME - Company Name M
e COADR1 - Address Line 1 M
e COADR2 - Address Line 2 0]
e COSUBU - Suburb M
e COSTAT - State M
e COPCOD - Post Code M
e COTELN - Telephone M
VIEWPOINT
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Payroll Configuration

Employees to be included in STP submissions

All Employees with YTD group values will be included in STP Reporting except Employees marked as
Contractors and Non Bonafied Contractors. There is no additional configuration to include/exclude
employees.

Check and Fix Group Tax Codes

It is important to ensure that your Payroll Transaction Codes are configured to the correct Group Tax
codes so that they are reported correctly for each employee to the ATO. This is a normal part of any
PAYG reporting and applies similarly to STP Reporting.

It is recommended that you carry out this check prior to your transition to STP and prior to each year
end process in case new transaction codes have been added during the year. This should be done for
each Payroll entity.

Note: Group Tax Codes and their definitions can be found in the Payroll Tech Ref Guide

To check your Group Tax codes, and correct them if required, take the following steps...
Check Group Tax Codes

Firstly, print the Company Transaction Report via menu path Payroll = Company Information = More
Options to review group tax codes of all transaction codes.

Note: For STP all Super Guarantee Amount Transaction codes to be reported in SGA YTD must be set up
as Transaction Type ERC and have a Group Tax Code 08. This is an important part of STP setup.

Reportable Super Contributions must be set up as Group Tax Code 19 to be reported correctly.

Fix Group Tax Codes

If there are transaction codes with incorrect group tax codes, then you will need to fix the group tax
code and rebuild the employee group values and PAYG Values via Payroll = Utilities =2 Fix Trans Group
Tax Code

1. Select the year to correct either Current Financial Year or Last Financial Year as shown below.
Then click [OK]

Y VIEWPOINT
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*SB ABC Corporate Services | Fix Transaction Codes Group Tax Code

Fix which year?

[ () Current Financial ‘r’earl [ ) Last Financial Year ]

V Jobpac

CONNECT

O Actions @ok  (Drastbxit  )Back

2. You will be presented with the screen as shown below that lists all the Transaction Codes in the
current Work ID. It is possible to edit the Group Tax Code, the Payroll Tax Code and the Taxable
Flag for each transaction code in this screen. Double click in the Group Tax Code field against the
Transaction code that you wish to edit and change as required as shown below.

*SB ABC Corporate Services | Fix Transaction Codes Group Tax Code Q Actions @ ok 0 Fast Exit €D Back
Current Financial Year
4 Previous P Next w Options

Tran Code Group Tran Type Description Group Tax Code Payroll Tax Code Taxable a1
ADA ADA ADJUSTMENT AFTER TAX 00 0

ADP ADP ADJUSTMENT PRE-TAX 00 0

AL AL ANNUAL LEAVE 00 0

ALN ALN ANNUAL LEAVE NOT PAID 00 0

BD1 BDP BANK DEPOSIT 00 0

BKP BKP BACK PAY 00 0

BNS ALL BONUS PAYMENT 00 0 Y

CAR ALL CAR ALLOWANCE 4 N

CBA ERC COMMONWEALTH BANK (2%) 00 0

CHL DED 00 0 N

DT DT 00 0

DT 99 DT CONTRACTORS 00 0

ETF LMC ETP Tax Free Component 00 0 N

F&T ALL FARES & TRAVEL 04 4 Y

FEE DED Union Fees 17 0 N

GAR DED GARNISHEE - CHILD SUPPORT 00 0 N

I e O e B

1 O

[]

3. Once you have made your corrections you will need to take the Action option to » Rebuild
PAYG Values as shown below. This will ensure that all Employee Group values are rebuilt with
new Group Tax Code settings if you have changed any.

*SB ABC Corporate Services | Fix Transaction Codes Group Tax Code

O Adions @ ok

@Fasibit ) Back

Current Financial Year

Prompt

Rebuild PAYG Values

Tran Code Group Tran Type
ADA ADA

ADP ADP

Description
ADJUSTMENT AFTER TAX
ADJUSTMENT PRE-TAX

Group Tax Code
00
00

Employee Group P Next W Options

Payroll Tax Code Taxable =]
0
0

4. Once you have made your corrections and performed the PAYG Rebuild you can take the Action
option to view and check Employee Group Values using the Action option » Employee Group

As shown below.

Page: 13
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*SB ABC Corporate Services | Fix Transaction Codes Group Tax Code U Actions @ ok OFast Exit Back

. Prompt
Current Financial Year

Rebuild PAYG Values

Employee Group P Next w Options

Tran Code Group Tran Type Description Group Tax Code Payroll Tax Code Taxable iz}
ADA ADA ADJUSTMENT AFTER TAX 00 0
ADP ADP ADJUSTMENT PRE-TAX 00 0

Note: This new process to Fix Group Tax Codes can be used regardless of your Qualification for STP.

le. It can be used to make corrections to regular PAYG Reporting in the same way

Allowance Categories for Error Free STP Submission

Under Single Touch Payroll, specific types of allowances and deductions are to be separately itemised on
the Income Statement, as they currently are on the employer payment summary. However, for STP, the
separately itemised allowances and deductions are to be grouped and reported by category. These
amounts may be used for income tax return prefill.

The rules for reporting allowances and deductions for the STP pay event are the same as the rules that
are currently in place for the various payment summaries.
This includes:

o For INB allowances, determining whether they are deductible or non-deductible and following the
ATO Withholding for Allowances table; and

e Deductions should be listed and presented to the employee in-line with current guidance that
stipulates a list showing the nature and amount of deduction should be issued if not discretely
identified via STP pay event.

Some specific Allowance Categories must now be nominated under the Short Name of the Transaction
Code in order for the ATO to recognize the category.

If transaction type is ‘ALL" and group tax code is ‘04’, then Short Name must be one of the ATO
predefined Allowance Categories as presented in the table below.

Note: Only Tran Type ‘ALL’ with Group Tax Codess of 04 should be updated as part of this step.

To ensure your data is ready for STP, you will need to update the Short Name on all the required
Transaction Codes, as per this definition in each of the Payroll Work ID’s that will use STP.

Firstly, to identify which Transaction Codes should be checked, you could use the Company Transaction
Report via menu path Payroll = Company Information = More Options, or otherwise, to see the Group
Tax Codes of all Transaction Codes

VIEWPOINT
Y VIEWPOINT

Page: 14 Version: 1.1



V Jobpac

STP Reference Guide

Then navigate to maintain Transaction Definitions in Jobpac Connect via menu option, Payroll 2
Company Information =2 Transaction Definitions.

Select the desired Transaction Code as shown in the example below, and click [OK].

*SB ABC Corporate Services | Transaction Code Maintenance @ ok OFast Exit Back

Q Actions

Transaction Code

o ||

On the next screen, as shown in the example below, ensure that the Short Name for the Transaction
Code is exactly as per the ATO Allowance Category defined in the table below. Case sensitivity is
important.

Note: If the Short Name on the required Tran codes are not as per the ATO Allowance Category then STP
submission will be rejected. Case sensitivity is important.

*SB ABC Corporate Services | Transaction Code Maintenance @ ok OFast Exit Back

QAcﬂuns

Mode EXAMINE

Transaction Code CAR Group

Transaction Type ALL

Description CAR ALLOWANCE IShurl MName Car ]
Include Super. Calculation ERCIACC Code Column 0

O in RDOC tion O Employe

O Include LSL Calculation

O Default for Payroll Processing

GL Account Number 216311 O Prevent Expense Account Default Affix (NP/S) N

Multiplier Job Required (N/Q/Y) O Keep History

Default Cost Code Default Cost Type
Allowance/Deduction/Tax AdJERC Details

Group Tax Code 04 [0 GetRate from Job Parameters
Rate 55.0000 Typs (A/P) A

ERC Liability GiL Affix (NIP/S)

Allowances/Lump Sums Deductions Only

Payroll Tax Code 4

[0 Pre Tax Deduction

O Taxable

Allowance Category Examples Of Allowances

Transpor Award transport payments that are deductible transport expenses.
Note: this is not a typo. “Transport” should be shortened to Transpor in
Jobpac to fit within the 8 Character Field.

Travel Domestic or overseas travel allowance involving an overnight absence

from employee’s ordinary place of residence including amounts over
reasonable allowances amount.

VIEWPOINT
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Meals Award overtime meal allowance over reasonable allowances amount
(allowance must be paid under an industrial instrument in connection
with overtime worked)

Car Payments made by applying the approved (or a lower) rate to the number
of kilometres travelled up to 5,000 business kilometres
Payments made by applying the approved (or a lower) rate to the number
of kilometres travelled in excess of 5,000 business kilometres
Payments made at a rate above the approved rate for distances travelled
up to 5,000 business kilometres

Laundry Laundry (not dry cleaning) allowance for deductible clothing up to the
threshold amount.

Laundry (not dry cleaning) allowance for deductible clothing over the
threshold amount.

Other Tools
Compulsory Uniform or Dry Cleaning

Motor vehicle for work related travel, including cents per kilometer
payments in excess of ATO rate.

Other Data Cleansing for Error Free STP submission

To ensure error free STP Submission the ATO also requires correct formatting of the Employee Phone
number and no special characters are allowed and they must be numeric. Therefore prior to
commencement of STP submissions you will need to check your employee phone numbers and remove
any special characters. Spaces, Brackets and Dashes are allowed and Jobpac will strip these characters
out automatically as part of Submission. This can be carried out as follows.

Navigate to Payroll Enquiry via the Jobpac Connect menu path Payroll 2 Employee Information =
Payroll Enquiry. Then select the Address-Contacts Tab as shown below.

*SB ABC Corporate Services | Employee Payroll Enquiry (_) Actions @ ok OFast Exit Back
Year 2005
‘ Employees H Pay Rates || Banking || Dates-Location || Rebates H Superannuation ” RDO H Email ‘ | Add‘ESS'CD“taCtSI ‘ Job Description H Address ‘
@ Dovnload 4 Previous P Next w Options
Employee Title Surname Inits State Post Mobile Fax Next Of Kin Name Next Of Kin Phone
Code
STERNC MRS STERN
STERNCH MRS STERN
TOMCRU CRUISE
TUCKERA TUCKER AJ 2332 | 02 9345 4654
Al L Al e -~ S Employee Details
WALSHG WALSH G 6

3 &

WKEMP
A DST

Bank Deposits

Super Funds

Annual Group Values

Scroll down your list of employees using [Page Down] and check the phone numbers for any special
characters. The column heading is Mobile but doesn’t necessarily need to be a mobile number. Should
you find a phone number that needs editing, right click on the employee record and select » Employee
Details as shown in the screenshot above.

VIEWPOINT
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Note: Brackets, Spaces and Dashes are allowed as they are handled automatically by Jobpac Connect as
part of the STP submission formatting. Alpha Characters and other characters will cause
submission to Error. (eg * #@&.AtoZ+ etc are not allowed)

This will take you to the Employee Maintenance program for that Employee record as shown below.
Then, Click [OK] once to go to the next screen where the Employee Phone Number is maintained.

*SB ABC Corporate Services | Employee Maintenance - Pay Details OAdicns ‘ OFasl Exit 0 Back
Financial Year 0000

Employee TUCKERA EXAMINE

Sumame | TUCKER | Given ‘ ANDREW | Cther | Initials ‘ Al |

Status @ Salaried © Permanent O Temporary © Bonafide Contract @ Voluntary Agreement @ Non Bonafide Contract @ Terminated

If Contractor. Enter Creditor Code to Create AP RCTI I:l

Pay period © Weekly @ Forinightly @ Monthly

RNN Cade {Rlank=Nnane RN Cradit ETS Confia Code

On the Employee Maintenance - Personal Details screen as shown below, click on Actions » Modify to
open up edit mode, and then edit the Phone number as required to remove any special characters. Only
Spaces and Numbers are allowed. Click [OK] or [Enter] to save your changes. Then use [Back] or [F12] to
go back to the Employee Enquiry and continue your data cleansing.

*SB ABC Corporate Services |[Employee Maintenance - Personal Details | ‘ O Actions | @ ok (@) Fast Exit ) Back
Employee TUCKERA EXAMINE
Pay Details
Sumame TUCKER Given Names ~ ANDREW Other Names Notes e l:l
Adds
ress 12 WQOOLLY DRIVE e s
Suburb | SHEPHARDS PATCH | State Qualifications :|2
Phons 102 G345 4654 [| Fax: | | Pay Point Documents
Sex @ Female @ Male Marital Status @
Date of Commencement 1/10/1988 Permanent Date 0/00/00
Date of Birth 28051970 Termination Date 0/00/00

Department Division l:l Location l:l Trans Group
1

Wark Tuna ["enin nnAr incrcuT Aceiren 1 Annrantire

Yaarl

VIEWPOINT
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STP Operations

The next section describes how to use STP as part of your everyday operations. It is anticipated that you
will need to submit STP data to the ATO after each Payrun completion within the timeframes specified by
the ATO. There are also times when you will need to correct data that has been sent to the ATO and
there are Year End actions that you will need to perform.

In this section we will assume that you are on Jobpac Connect in the Jobpac Cloud and will be using
automatic submission via the Jobpac Connect API to the ATO via the OZEDI SSP. In subsequent sections
we will describe the manual download and submit methodology and also how you will transition to STP
when using it for the first time.

STP Submissions Navigation

All Jobpac Connect STP Operations are carried out from the one Single Touch Payroll Submissions
program. In this section we will describe the various screens in Single Touch Payroll Submissions and how
to navigate to them.

The STP Submissions - Summary Screen

Navigate to this program via Jobpac Connect menu path Payroll = Payroll Processing = Single Touch
Payroll and you will see the summary submissions screen as described below.

The list of Payroll Events shown in this screen will be sequenced in newest to oldest order and you will
note normal filtering options can be found on the bottom of the screen.

You will note that each Payroll Event will show a summary of that event, a unique Submission ID and a
Status that is automatically updated as submissions are made and as information is received from the
ATO. We will describe what the different status’s mean and what actions to take later.

*SB ABC Corporate Services | Single Touch Payroll Submissions () Actions & ok (@) FastExit Back
o Previous P Next W Options

Payrun No.  Payrun Date Payee Count Gross Pay Tax Submission ID Status m
2 10 6 T cted

12/08/20 Rejec

B
&

o®m DI DO
O

D m =z 3O
T 588 o

Not Yet Submitted

Submitted - In Progress

| 5 [l I |
= i I |

Rejected

EEEE

Complets

VIEWPOINT
Y VIEWPOINT
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Field Names Description Type
Payrun No. Payroll Run Number C
Payrun Date Payroll Run Date C
Payee Count Total Number of Employees Paid in the payrun number C
Gross Pay The pay period total of all the payees gross payments in the C

payrun number

Tax The pay period total of all the payees withheld amount in the C
payrun number

Submission ID Unique identifier to identify a transaction sent to the ATO. The C
submission ID is made up of the ABN, work id, branch code,
payrun number and timestamp

Status Status of the Submission C

In addition there are some [Actions] you can take from this screen, that will be described later, and there
are a number of Right Click options that you can take on any Payroll Event line, that we will describe
next.

The Payrun Details Screen

There are a number of Right Click options that you can take on each Payroll Event record. Right click on a
Payroll Event record, as shown below, and select » Details to display all employees paid in that Payroll
Event.

*SB ABC Corporate Services | Single Touch Payroll Submissions QActinns & ok oFast Exit Back
4 Previous P Next W QOptions
Payrun No. Payrun Date Payee Count Gross Pay Tax Submission ID Status m

13 12/06/2018 10
2

634576 67094544519700888004320150615110316241000 Rejected

Submit

Resubmit

You will be taken to the Single Touch Payroll — Payrun Details Screen as shown below, where you will
note there are a number of different tabs showing of information about that particular Payroll Event. You
will also note that there are more right click options to drill down further into Employee data that is
included in that Payroll Event.

VIEWPOINT
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*SB ABC Corporate Services | Single Touch Payroll Submissions - Payrun Details O Actions & ok (@ FastExit €D Back

‘ Payrun No 0043 Pay Period ~ NOW05 Date 12/06/2018

[’ Earnings Allowances / Deductions " Superannuation " Lump Sum " ETP \ I

4 Previous P Next W Options
Employee Employee Name Sts Er  PayPeriod Gross Pay  Pay Period Total Tax YTD PAYG Gross YTD PAYG Withholding
Code Earnings Tax ®
ANDERS I ANDERSON FRANK 33597.25 492127
APPR1 - ntice Joseph Maria Allowance 7,000.00 1.211.00
BAYER Deductions 4,47
BREEDJ
Show Errors

IBAILEY

s N
p

25200

1O | |

The Earnings Tab

This tab will display gross earnings for all Employees included in that Pay Period (or Payroll Event.)

*SB ABC Corporate Services | Single Touch Payroll Submissions - Payrun Details QAcﬂons @ ok oFast Exit €D Back
‘ Payrun No 0043 Pay Period ~ NOV05 Date 12/06/2018
I Earmnqsl \ Allowances / Deductions ” Superannuation ” Lump Sum " ETP I
4 Pravious P Next W Options
Employee Employee Name Sts Err Pay Period Gross Pay Pay Period Total Tax YTD PAYG Gross YTD PAYG Withholding
Code Earnings Tax =
ANDERS I ANDERSON FRANK I P N 2.940.00 355.00 33,597.25 492127
APPR1 Apprentice Joseph Maria P N 1,000.00 183.00 7 0 1,211.00
BAYER S N 1.000.00 304.00 15
Field Names Description Typ
e
Employee Code The Jobpac Connect Employee master file Code C
Employee Name The Employee Name defined in Employee Maintenance C
Employee Status Relates to the Employment Status from Employee Maintenance P C
(Permanent), S (Salaried), T (Temp) etc
Error If submission has been rejected as the result of an Employee Error, C
then it will show which employee is in error
Pay Period Gross Pay Pay period (Pay Event) gross salary or wages C
Pay Period Total Tax Pay Period PAYG withholding Tax C
YTD PAYG Gross Earnings  Year to Date values of gross salary or wages C
YTD PAYG Withholding Year to Date PAYG Withholding Tax C

Tax
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The Allowances / Deductions Tab
This tab will display the employee allowances / deductions summary information for the pay period (or

Payroll Event.) Note you can use right click options to show details of the Allowances and deductions for
each employee.

*SB ABC Corporate Services | Single Touch Payroll Submissions - Payrun Details QAcﬂnns @ ok OFast Exit Back
‘ Payrun No 0043 Pay Period ~ NOVO05 Date 12/06/2018
| Earnings ‘ [ Allowances / Deductic«nsl i Superannuation ” Lump Sum ” ETP |
4 Previous P Next w Options
Employee Employee Name Status Pay Period Allowance Y TD Allowance Pay Period Deduction YTD Deduction =
Code =
ANDERS ANDERSON FRANK P 140.00 1,306.02
APPR1 Apprenti eph Maria P
BAYER BAYER Neal 5 2496
BREEDJ BREED JOHN P 3120
BROWN BROWN FREDERICK Frikkie S 50000 5.000.00
Field Names Description Type
Employee Code The Jobpac Connect Employee master file Code C
Employee Name The Employee Name defined in Employee Maintenance C
Employee Status Relates to the Employment Status from Employee C
Maintenance P (Permanent), S (Salaried), T (Temp) etc
Pay Period Allowance Pay Period Allowance Totals C
YTD Allowance Year to Date Allowance Totals C
Pay Period Deduction Pay Period Total Deductions C
YTD Deduction Year to Date Total Deductions C

The Superannuation Tab

This tab will display Reportable Employer Superannuation Contribution (RESC) and Superannuation
Guarantee Amount (SGA) for the pay period (or Payroll Event.)

RESC will include values for Transaction Codes defined with Group Tax Code of 19

SGA will include values for Transaction Codes defined with a Transaction Type of ERC and a Group Tax
Code of 08. Ensure your Setup is correct prior to commencing with STP.

*SB ABC Corporate Services | Single Touch Payroll Submissions - Payrun Details QAcﬂuns & ok OFast Exit Back

‘ Payrun No 0043 Pay Period ~ NOV05 Date 12/06/2018

‘ Earnings || Allowances / Deductions ‘ ISUPE"B‘WUENCV’WI‘I Lump Sum || ETP |

4 Previous P Next W Options
Employee Employee Name Status  Pay Period RESC YTD RESC Pay Period SGC YD sGC =
Code =
ANDERS | A ON FRANK P 43333 5919.50
APPRI p

prentice Joseph Maria P 100.00 800.00
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Field Names Description Type
Employee Code The Jobpac Connect Employee master file Code C
Employee Name The Employee Name defined in Employee Maintenance C
Employee Status Relates to the Employment Status from Employee Maintenance C
P (Permanent), S (Salaried), T (Temp) etc
Pay Period RESC Reportable Employer Super Contribution (GTC=19) C
YTD RESC Year to Date RESC C
Pay Period SGC Super Guarantee Amounts (Tran Type ERC & GTC=08) C
YTD SGC Year to Date SGA C

The Lump Sum Tab
This tab will display lump sum payments made to employees that were terminated in the pay period (or
Payroll Event.)

*SB ABC Corporate Services | Single Touch Payroll Submissions - Payrun Details OActinns @ ox OFast Exit Back

Payrun No 0043 Pay Period ~ NOV05 Date 12/06/2018

| Earnings ” Allowances / Deductions || Superannuation ‘ ILUmDSUml ETP |

4 Previous P Next w Options

E?é)elovee Employee Name Status  Lump SumA Lump Sum B Lump Sum D Lump Sum E =

ANDERSO P

PRI p

. P 10
Field Names Description Type
Employee Code The Jobpac Connect Employee master file Code C
Employee Name The Employee Name defined in Employee Maintenance C
Employee Status Relates to the Employment Status from Employee Maintenance C

P (Permanent), S (Salaried), T (Temp) etc

Lump Sum A Unused Annual Leave Payout (refer to ATO definition) C
Lump Sum B LSL accrued before 1978 (Refer to ATO definition) C
Lump Sum D Tax Free Redundancy (Refer to ATO definition) C
Lump Sum E Lump Sum Back Payments (Refer to ATO Definition) C

The ETP Tab
This tab will display Employee Termination Payments (ETP) for the pay period (or Payroll Event.)
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*SB ABC Corporate Services | Single Touch Payroll Submissions - Payrun Details QAcﬂnns & ok OFast Exit () Back
‘ Payrun No 0043 PayPeriod  NOVO05 Date 12/06/2018 ‘
‘ Earnings || Allowances / Deductions H Superannuation ” Lump Sum ‘ | ETP ”
o Previous P Next w Options.
Emdployee Employee Name status  ETP Code ETP Taxable Amount ETP Tax Free Amount ETP Tax =
ode -
:
APPR1 Appr P
BAYER s
BREEDJ BREED JOHN P
Field Names Description Type
Employee Code The Jobpac Connect Employee master file Code C
Employee Name The Employee Name defined in Employee Maintenance C

Employee Status

ETP Code

ETP Taxable Amount

ETP Tax Free Amount

ETP Tax

P (Permanent), S (Salaried), T (Temp) etc

Termination Code

Type LMC with Taxable flag not ticked)
Year to Date Total Deductions (Tran Codes with Tran Type TXC) C

Employee Allowance Details
From any of the tabs in the Payrun Details screen, and to substantiate Allowance / Deduction Total
Values on the Allowances / Deductions tab, you can use Right Click on an employee and then select
> Allowance to show the detailed breakdown of allowances for that employee in that Payroll Event.

Tax applicable to Termination Payout (Tran Codes with Tran
Type LMC with Taxable flag ticked)

Tax applicable to Termination Payout (Tran Codes with Tran

Relates to the Employment Status from Employee Maintenance C

*SB ABC Corporate Services | Single Touch Payroll Submissions - Payrun Details O Actions & ok D) Fast Exit €D Back
‘ Payrun No 0043 Pay Pericd ~ NOV05 Date 12/06/2018
| Earnings || Allowances / Deductions || Superannuation || Lump Sum | ETP }
o Previous P Next W Options.

Employee Employee Name Status  ETP Code ETP Taxable Amount ETP Tax Free Amount ETP Tax =

Code v

ANDERS ANDERSON FRANK ® I ]

APPR1 Apprentice Joseph Maria P | Allowance I

BAYER S —

BREEDJ P Hetions

BROWN S Show Errors

BROWND S

DOUGLA S

Or select » Deductions to show the detailed breakdown of deductions for that employee in that Payroll

Event.
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The Allowances / Deductions Screen will show as described below showing the detailed breakdown of
Allowances or Deductions depending on the right click option selected.

*SB ABC Corporate Services \[Single Touch Payroll Submissions - Allowances/Deductions l D Actions @ ok (D) Fast Exit €D Back
Employee BROWN
Payrun No 43 Date 12/06/2018 Total Pay Period 500.00 Total YTD 5,000.00
4 Previous P Next w Options
Tran Code Description Pay Period Amount Y TD Amount 5]
OTH Tools 500.00 5,000.00
L] | | \ || |
L] | | \ || |
Field Names Description Type
Tran Code The Transaction Code for the Allowance / Deduction C
Description The Transaction Code Description C
Pay Period Amount The amount of that Allowance / Deduction in that Pay Period C
(or Payroll Event)
YTD Amount The Year to Date Value of that Allowance / Deduction C

Show Errors

If a Submission is rejected or flagged with errors at an Employee Level then the Payrun Details screen
will show which Employee is in error with a ‘Y’ in the Error column. You can then use the Right Click
option to » Show Errors as shown below

BAYER BAYER Neal ] N 1,000 00 304.00 15,000 00 447396
BREEDJ BREED JOHN P N 800.00 113.00 12,800.00 3,131.20
BROWN BROWN FREDERICK Frikkie S 504.00 29.400.00 8,638.00
BROWND S N Allowance 1,708.53 ) 59
DOUGLA s N .25

GARLICK s | EilEaTE 1.954.00

HABHAD P Y 183.00 91500
IBAILEY 5 N 252,00 404014

If you select this option you will be taken to the STP Submission Errors screen as shown below where
errors will be listed on the default tab and other tabs will show more detailed error information from the
ATO. You should be able to use this information to repair any data before resubmission.
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*SB ABC Corporate Services | Single Touch Payroll Submission Errors QAcﬂnns @ ok OFast Exit Back

Payrun No 43 Pay Period Date 12/06/2018 Gross Pay 26,842.48
Employee Employee Status Tax 0.00

Detail Errors | Error Details ” Mare Error Details

Errors =
|

4 Previous P Next w Options

Avalid postcode must be supplied

Processing STP Submissions

You will need to submit STP data to the ATO after each Payrun completion and after generation of the
EFT ABA file, within the timeframes specified by the ATO.

In this section we will describe the steps required to make an STP submission for a Regular Pay Event.

Step 1 - Process Payroll

As part of your normal Payroll Process via Payroll = Payroll Processing = Payroll Processing an
Employer runs either a regular pay cycle or pays an employee outside of regular pay cycle

e Aregular pay cycle is when an employer carries out payroll at fixed regular intervals to remunerate
employees. This is usually weekly, forthnightly or monthly. An employer can have different regular
pay cycles for different employees.

® An out of cycle payment is when employer carries out specific payroll activities for an individual
employee on any day and can included commissions, bonus payments, payments in advance or back
payments.

You should be familiar with the screenshot below showing the Run Number for Payroll Processing.
(Further instructions on Payroll Processing can be found in the Payroll Technical Reference guides and
will not be covered in this document.)

\  "SBABC Corporate Services | »>> Payroll Processing <<< () Actions @ oK (@) Fast Exit Back
Run Number Q
VIEWPOINT

Y VIEWPOINT
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Step 2 - Create an ABA and Transfer Payments to Employees

As part of your normal Payroll Process via Payroll = Payroll Processing = Electronic Transfer the
Employer should create an ABA file for electronic transmission of Payments to Employees.

You should be familiar with the screenshot below showing the Start Run Number and Finish Run number
and the date that the ABA file will be processed at the Bank. (Further instructions on Payroll Processing
and Electronic Payroll Bank Transfers can be found in the Payroll Technical Reference guides and will not
be covered in this document.)

Enter Payrun number and date to transfer payment to the bank. The payment date will be reported in
Single Touch Payroll. It will also determine the financial year of an STP report.

v "SBABC Corporate Services | Payroll transactions to bank diskette () Actions & oK () Fast Exit Back

Start Run number Q
Finish Run number Q

Date to be processed at bank 20/06/2018 9 k

Step 3 - Submit STP Data to the ATO

After completing your Bank Transfer and paying Employees you can now submit that Payroll Event to the
ATO using the Single Touch Payroll Submissions facility and the steps described in this section.

Submit a Payroll Event
Navigate to the Jobpac Connect menu option Payroll = Payroll Processing = Single Touch Payroll

In the STP Submissions Summary screen, as shown below, you will see the Payrun No.’s (Payroll Events)
awaiting Submission as they will initially have a status of ‘Not Submitted’ . You can also use the filters as
highlighted in the screenshot below to show only those records that are ‘Not Submitted’.
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*SB ABC Caorporate Services | Single Touch Payroll Submissions

Payrun No.  Payrun Date Payee Count Gross Pay Tax
28 Ti06/2018 3 791153
27 & 1 3,080.00
26 i 10 117,278.98
26 i 10 116,946.68-
25 i 10 31,627.93
25 i 10 31,295 68
24 I 1,000.00
23 3 5,080.00
22 3 791153
21 3 1 891153
20 6/06/ 3 791153
19 30/04/ 3 791153
18 31105/ 3 791153
18 3 3 791153
17 16/05/2018 3 791153

!

Jobpac

CONNECT

=]

O Actions @ok  Qrastexit  (hBack
4 Previous P Next w Options
Submission ID Status
6,015.53 | 12000111928700678002220180607114006628000 Complete
355.00 | 17088268854700001002720180608091451446000 Rejected
29,175.95 | 67094544519700678002620180608153312970000 Rejected
29175.98-
8,566.98 | 67094544519700001002520180608103107688000 Rejected
8,566 98- Not Submitted
304.00 | 17088268384700001002420180607135604999000 Rejected
842,00 | 12000111928700678002320180607140123352000 Rejected
214253 | 67094544519700678002220180607123702654000 Complete
214253 | 62483468038700001002120180607105857699000 Complete
214253 | 67094544519700001002020180607103209127000 Complete
214253 | 67094544519700001001920180601103905156000 Complete
214253 | 67094544519700001001820180531173438909000 Complete
214253 | 67094544519700001001820180531172326694000 Complete
214253 | 67094544519700001001720180516154805577000 In Progress No Response

L1
L] =] | I I

Status:

Not Yet Submitted

Submitted - In Progress
Rejected
Complets

Right Click on the Payroll Event Line that you wish to submit, and then select » Submit to send the STP

Data to ATO, as shown below.

*SB ABC Corporate Services | Single Touch Payroll Submissions

Payrun No.  Payrun Date Payee Count Gross Pay Tax
28 3 791153
27 1 3,080.00
26 10 117,278.98
26 10 116,946 68-
25 10 31,627.95
25 10 31,295.68-
24 1,000.00
23 3 5,080.00
22 7/06/2018 3 7.911.53
Ell AINRINAR 1 2011 R

Enter STP Employee Withholding Details

You will be presented with a screen as shown below where you will need to enter all required

O Actions @ok  (DFasiBxit ) Back
4 Previous P Next W Options
Submission ID status m

6,01553 | 12000111928700673002220180607 114006628000 Complete
35500 Rejected
29,175.98 Rejected

2617598 Not Submitted
8,566.98 Rejected

8,566.98- Not Submitted
304.00 Rejected
88200 | 1200017 Resubmit 0123352000 Rejected
214253 | 6709454  print 3702694000 Complete
2147 R2 RIAR2AR VRRRTRQAQNNN Mamnlato

information for that submission. Company details will initially be retrieved from system parameters. Any
changes you make on the company details will be stored and will be used on succeeding submissions to
save time. Company information in the System Parameters however, will be preserved. This information
will be included in the STP data sent to the ATO for that particular submission.

Start and Finish dates for that Payrun must be selected and should reflect the Pay Period that you used
on your Payroll Pre Processing Reports for that Run. Branch will default to 001. Run Type should be
“Lodge Payrun Number” for first submission. Other Run Types will be described later.

Click [OK] or [Enter] to proceed.
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I *"SBABC Corporate Services | STP - Report Payroll Run WHT Details ) Actions & oK {(2) Fast Exi Back

Pay Run Number 1 00
21.00

Stari Date

End Date

Run Tyipe

Compary Nams

ABC Construction Py Lid

Address

Léved 6§
&7 Alberi Streat

Sub [ Chatsweod Siate e Post Code (2087

Country Branch 1.00

ABN 62433450038

Coniact [ Mare Rayner

Dwesclared and Authorised By Maic Ravior Dabe [ 1061 E

SN Addvess marc raynonEviewpoint com

Business Howrs Phone Mumber 02 84328100

Repori oplion

SSP Declaration and DSP Acknowledgment
On clicking [OK] from the previous screen you will be presented with two STP Acknowledgment
checkboxes. Both must be checked before data can be sent to the ATO for STP.

The first Acknowledgment checkbox indicates your understanding that Payroll Data is leaving Jobpac
Connect and being transmitted to the ATO via an SSP whose security policies are their own. You should
ensure that you are comfortable with the SSP’s security policy. We have selected OZEDI as the SSP to
complete our product testing with but you are not limited to OZEDI should you select a different SSP and
choose to transmit STP data by the manual method. Please read the Acknowledgment when it is
presented to you and check the box if you are OK to proceed.

Secondly, the ATO requires a declaration indicating the information contained within the payroll report is
true and correct. This declaration must be made by the sender (declarer.) This is called the Sending
Service Provider Declaration.

To make a declaration, the sender must be aware of two things:
e the statement they are making, and
e that it becomes a declaration by them ‘signing’ it.

As a result, in every case that a declaration is required to accompany a transaction, the sender must
have displayed to them:

e Specific statement(s) describing what they are about to declare, and

e an acknowledgment that the declaration is made by signing the statement(s) in a particular way.

The sender must sign by actively confirming what constitutes their ‘signature’ by ticking box as shown
below.

VIEWPOINT
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Note: These declarations and acknowledgments, the user who makes them and timestamp are audited

for each submission

22 Si

&

Acknowledgement

Digital Service Provider

By ticking the box below and clicking on "OK”, your data will be submitted to a portal and network
that is controlled by Ozedi Holdings Pty Ltd ("Ozedi"), a third-party. Viewpoint has no control

over Ozedi or its portal or network, does not recommend or endorse any opinions, ideas, products
information, or content of Ozedi, and makes no warranties as to the accuracy, completeness
reliability, or suitability of Ozedi or its portal or network. To the maximum extent permitted by

law, Viewpoint disclaims all liability for any data submitted to Ozedi and its portal and network
Please note that Ozedi may have a privacy and/or security policy that is different from that of

Viewpoint. You represent you have the authority to submit data to Ozedi

Tick this box %cknow\eoge this disclosure and agree to submit data to Ozedi

Sending Service Provider %

By ticking the box below and clicking on "OK”, | am notifying the ATO that

- Ozedi Holdings Pty Ltd ("Ozedi") provides my business with lodgment transaction services; and

- my business, for the purposes of its transactions with the ATO via the SBR channel, sends (and
receives) those transactions to (and from) the ATO via Ozedi

| declare the information transmitied in this payroll report is true and correct and | am

authorised to make this declaration.

Tick this bex to sign the declaration with the credentials you used to login and to authorise lodgement with Ozedi

OK Cancel

Check the checkboxes and press [OK] to proceed and the submission will be complete. A report listing
the information you are sending to ATO will be generated and you can print it or save it as required. This

report can be reprinted at any time by right click options on the Pay Event.

*SB ABC Corporate Services | STP - Report Payroll Run WHT Details () Actions

Pay Run Number

Start Date ‘ 110512018 |
End Date 30/06/2018
Run Type
e @ Lodge Payrun Number
(O Replace Submitted Payrun and Payrun to Replace m
Bg Open Report File JP530PGM_CSVPRTPRM_SCREENO1_AWO001157 - Jobpac
Company Name Your report is now ready. Note: You can Print or Save the report via the associated
Addrece application

Directory  /JPReporis/AWE
Suburb File Name ST201806071031009730.CSV

Country % I}

Contact

Declared and Authorised By [ Warc Raynor Date 700612018

eMail Address ‘ marc.raynor@viewpoint.com

Business Hours Phone Number 02 94824100

Report option

edFile @ PDF @ Exce

@ ok

(D) FastExit

Q) Back

VIEWPOINT
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Step 4 — Monitoring Submission Status

Submitted Payroll Events, after submission, will move through a number of different statuses to allow
you to track the progress of each submission. The different statuses are described in this section.

Note: It can take some time for the SSP and ATO to process transactions and send messages back to
Jobpac. 30 minutes would be a good response time but it can take more than a Day according to
the ATO. You should not be worried unless the Status has not changed prior to the next Event or
unless the Status indicates that you must take action.

Status - In Progress Sending
The payrun status will now change to ‘In Progress Sending’ as soon as you submit data.

*SB ABC Corporate Services | Single Touch Payroll Submissions (L) Actions & oK Q) Fast Ext ) Back
o Previcus P Hext w Oplions
Payrun No.  Payrun Date Payes Count Gross Pay Tax Submission ID Status m
Tt

Status - In Progress with OZEDI
As soon as it is submitted to OZEDI, status will change to ‘In Progress with OZEDI’

Euroline | Single Touch Payroll Submissions (} Actions @ ok 0 Fast Exit Back
4 Previous P Next w Oplions
Payrun No.  Payrun Date Payee Count Gross Pay Tax Submission ID Status 52
3 30712018 25 29,975 60 7.339.00 | 62092592802400001000320130706144515827000 In Progress with OZEDI

Status - In Progress with ATO
When OZEDI pushes data to ATO, status will change to ‘In Progress with ATO’

Euroline | Single Touch Payroll Submissions () Actians @ ok (D) FastExit Back
4 Previous P Next w Options
Payrun No.  Payrun Date Payee Count Gross Pay Tax Submission 1D Status B

3 3/07/2018 25 20,075.60 7,330.00 | 62092592202400001000320180706144515827000 In Progress with ATO

Status - Complete
If there are no errors and was accepted by ATO, the status will change to ‘Complete’.
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*SB ABC Comporate Services | Single Touch Payrodl Submissions i) Actions oK () Fast Exit () Back
oA Preveous b et w Oplions
Payrun Mo, Payrun Date Payes Count Gross Pay Tax Submission 1D Status m
] BOS2018 3 781153 214253  GTO04S445107000010020201 S0507 103200127000 Compigte
4 4 Ly

Status — Rejected
If there are errors and the submission is rejected by ATO, the status will change to ‘Rejected’ and you
must take action before Re-Submission.

*SB ABC Corporate Services | Single Touch Fayndll Submissions O Actions @ ox @ Fasea ) Back

A Previous b Mex W Optons

Payrun Mo,  PayrunDate  Payee Count Gross Pay Tax Submission ID E' -]

Status — No Response
If there is no response from the ATO or OZEDI in a reasonable amount of time the status will change to
‘In Progress No Response’ and you should Submit the Pay Event again.

*SB ABC Corporate Services | Single Touch Payroll Submissions Q Actions @ ok OFast Exit ) Back

4 Previous P Next w Optiens

Payrun No.  Payrun Date Payee Count Gross Pay Tax Submission ID Status il
17 16/05/2018 3 791153 214253 | 67094544519700001001720180516154805577000 In Progress No Response

Correcting Errors if Submission is Rejected

If submission is rejected, then you can see the reason for the error with a right mouse click » Show
Response to show the ATO response as shown below. In most cases you should be able to correct the
errors and then “Resubmit”.
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*5B8 ABC Corporate Services | Single Touch Payroll Submissions

8,411.53
7121

O Acticas & ox

4 Previous

Submission ID

2
232553 | 6700454451

232551 670045445167 00BAR00ZAZ0 1806141 TATAT275000

BOOI0Z0 150608 i)

i | I

| Sl

| R | I

|

0 Fast Exit 0 Back

W Opsans

Nt Yl Submilted
Submilted - In Progress
Rejected

Complele

An example of an Error Response from the ATO is shown below. Note the additional Tabs and right click
option to show more error detail that should indicate how to fix your submission.

*S8 ABC Corporate Services | Single Touch Payroll Submission Errors Q Actions ®ox [ T €) Back
Paynun Mo 2 Dale 771923 Tax 23255
Subymizsion Id BTOMS445 1870 R
J Header Errors Error Detsils || More Emor Details
o Previous bt w Opbons
Errors m

The date eniered for Payer Dedaration Dale must not be later than today's dase

If the error is Employee Data related you can also check which employees are rejected by right mouse
click on the Pay Event that has been rejected, select » Details to display Pay Event Details. Employees
in error will have ‘Y’ on the Err Column as shown below.

You can then use the Right Click option on the Employee in Error to » Show Errors as shown below

BAYER BAYER Neal s N 304.00 447395
BREEDJ BREED JOHN P N 113.00 313120
BROWN BROWN FREDERICK Frikkie s 504.00 29,400.00 8,638.00
BROWND BROWN FREDERICK s N APorETEE 170853 116,082.29 39,065 59
DOUGLA DOUGLAS DANIEL s N 789.25 5,766.75
GARLICK GARLICK TIM s N e 1,954.00 15,029.34
HABHAD HADDAD HABIB P Y 183.00 5 915.00
IBAILEY BAILEY IAN s N 252.00 13,249.42 4,040.14
VIEWPOINT Y
CONSTRUCTION SOFTWARE! \‘/ vaPOINT
Version: 1.1
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If you select this option you will be taken to the STP Submission Errors screen as shown below where
errors will be listed on the default tab and other tabs will show more detailed error information from the
ATO. You should be able to use this information to repair any data before Resubmission.

*SB ABC Corporate Services | Single Touch Payroll Submission Errors O Actions @ ox (2 Fast Exit €D Back
Payrun No 43 Pay Period Date 120612018 Gross Pay 2684248
Employee Employee Status Tax 0.00
Detail Errors Error Details ” More Error Details
4 Previous P Next w Options
Errors [z}
Avalid postcode must be supplied I

Resubmitting a Pay Event after correcting Errors on a Rejected Submission

After correcting data on a Rejected status Submission you should take the Right Click option to » Resubmit the
Pay Event as shown below.

] A/0672018 3 7718923 2325.51 | 6700454451870 Detsils 75000 Remjected

I_I = | | || ” ] Submit : Simtus B N
1 — =] [ I J =

1

On the Employee Witholding details screen ensure you re enter the correct Start and Finish dates and
check other submission Data. If you are resubmitting a Regular Pay Event ensure the Run Type is also set
to ‘Lodge Payrun Number’ as shown below. Other Run Types and their purpose will be explained later in
this document.

"SB ABC Corporate Services | STP - Report Payroll Run WHT Details () Actions & ox (D) FastExn ) Bacx

Pay Run Number

Siarl Date

End Date

Run Type

Managing Different Types of STP Reporting Corrections

There are times when correcting STP reporting to the ATO will be required. In this section we will
describe the different types of Reporting corrections and how to handle those corrections as part of your
STP Reporting obligations.
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What and When to Fix STP Data

What to Fix
You should refer to ATO Legislation on the handling of the STP reporting corrections however the below
can be used as an unofficial guide as to some common Types of Reporting corrections.

e Additional Payments — If an additional payment is made and subject to withholding then the
employer is required to report in a new pay event in a new Payrun.

® Misclassification with no additional payment - A misclassification is when information has previously
been reported under an incorrect salary and wage item and there is no additional payment to the
employee.

e Overpayment within a financial year - An overpayment is when an employer has mistakenly
overpaid an employee the appropriate wages and entitlements due under the employee’s contract
of employment.

® ATO Rejections with a Business Response Message - When a data validation error message is
received from the ATO after the pay event has been submitted, identifying error(s) in one or more
child record.

Employee Reported under Incorrect ABN - If an employee has been reported under incorrect ABN.

o Accepted Submissions needing Full File Replacement - If a Payrun that has been submitted and
accepted by ATO was sent in error or contains significant corrupt data and needs to be replaced.

When to Fix
You should refer to ATO Legislation on the handling of the STP reporting corrections however the below
can be used as an unofficial guide as to the timing of when an employer needs to report a fix.

® An employer must report a fix within 14 days from when the issue is detected.

e An employer may choose to report a fix in the next pay event for an employee where this is later
than 14 days from when the error is detected. Additional time will be allowed to the next regular pay
cycle for the employee. For example, monthly pay cycle.

e An employer may report a fix in an Update Event.

How to Fix the Different Types of STP Reporting Errors

Additional Payments

If an additional payment is made and subject to withholding then the employer is required to report in a
new pay event in a new Payrun and Submit as described previously in this document for Submission of a
Regular Pay Event.

ATO Rejections with a Business Response Message

If payroll submission has been rejected due to employee information eg. employee address, TFN
number, the employer must fix the employee details using standard Jobpac Connect Employee
Maintenance program or otherwise depending on the Error and select the option to Resubmit the Pay
Event

After correcting data on a Rejected status Submission you should navigate back to the STP Submissions program
take the Right Click option to » Resubmit the corrected Pay Event as shown below.
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] A/DE2018 3 T.718.23 2325.53 | 708454451870 75000 Rejected

Detzils
. - | | || ”- '| Submit : 2 N
- | I I | — e
Print .

On the Employee Witholding details screen ensure you re enter the correct Start and Finish dates and
check other submission Data. If you are resubmitting a Regular Pay Event ensure the Run Type is also set
to ‘Lodge Payrun Number’ as shown below. Other Run Types and their purpose will be explained later in
this document.

*SB ABC Corporate Services | STP - Report Payroll Run WHT Details i) Actions & oK () Fast Exit Back

Pay Run Numbs: e
21.00

Siari Daile
End Date 4msRE B

Run Type l L 13 ]
m Lodge Payrun Number
at. tun and Payrun to Replace [[ew ]Q

Overpayment within a financial year
An overpayment is when an employer has mistakenly overpaid an employee the appropriate wages and
entitlements due under the employee’s contract of employment.

When employee has been overpaid, employee payroll must be reversed via Standard Jobpac Connect
Payroll Processes fix employee YTD values. Reversing a pay for a single employee will not create a new
Pay Event. Employers can either include the fixed Employee YTD Group Values in the next Regular Pay
Event for that Employee OR through an Update Event if there are no future payments to that employee.
Update Events will be described later in this document.

Misclassification with no additional payment

When employee salary has been misclassified, The Employer should check the transaction code group
tax code. If group tax codes are incorrect, then the code must be fixed using the new Payroll 2 Utilities
= Fix Transaction Group Tax Code program and the employee group values will need to be rebuilt. This
process is described in the setup section of this document. The adjustment can be reported at the next
regular pay cycle or through an Update Event if there are no future payments for that employee. Update
Events will be described later in this document.

Employee Reported under Incorrect ABN
If an employee has been reported under incorrect ABN, the employer needs to report these amounts
under the correct ABN and clear the employee YTD amounts on the incorrect ABN.

1. Use the Employee Group Value Maintenance Program to clear all YTD values for that Employee
2. Submit an Update Event to submit the cleared Employee YTD Values for the Incorrect ABN.
Update Events are described in the next section
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3. Set up the Employee under the Correct ABN.
4, Run the next Payroll Event as normal.
5. Perform a Regular Pay Event Submission under the new ABN under the Normal Pay Cycle.

Accepted Submissions needing Full File Replacement

If a Payrun that has been submitted and accepted by ATO was sent in error or contains significant corrupt
data and need to be replaced, then a full file replacement run must be processed. Below are the rules
for full file replacement

e It can only be used to replace the latest pay event which can either be for a regular pay or and out of
cycle payment

e It cannot be submitted if any employee information submitted in the original pay event file has been
changed by a subsequent pay.

To process a full file replacement

Cancel payrun number to replace via Standard Payroll Reversal. This will generate a new Pay Event
Fix error via Standard Jobpac Processing.

Process Payroll via Standard Jobpac Processing.

Create Aba File using EFT extraction via Standard Jobpac Processing.

Use the Right Click option to Flag the Payroll Reversal as » Complete

Submit the new Payroll Event details via Single Touch Payroll as a regular Submission.

oV e wNRE

Full File replacement is submitted as a regular pay. However, Ensure that on the Employee Withholding
Details Screen that the Run Type is set to Replace Submitted Payrun and the payrun number to replace
must also be entered as shown below.

*SB ABC Corporate Services | STP Employee Withholding Details OActiuns @ ok OFast Exit Back
Pay Run Number

Start Date

Il

End Date

Run Type _
O Lodge Payrun Number

I @ Replace Submitted Payrun and Payrun to Replace l | | 43.00 ‘Q |

(O Cancel Submitted Payrun

Fixing Data Via an Update Event

The Update Event allows the employer to report changes to employee YTD amounts previously reported.
The Update Event may only be used in circumstances other than when the employee is paid. It cannot
be used to fix Employer ‘Total gross payments’ and ‘Total PAYGW Amounts’.

It is used to align the latest employer YTD value for all payments (including ETP payment date and code)
with the last employee data reported to the ATO, or to assist with EOFY processes, including finalisation
and amendments to STP prior finalised years.
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After 30 June, any changes made to reported employee data for the prior financial year must only be
submitted through the update event.

To submit an Update Event, from the STP Submissions Summary screen select the Action option » Fix
Employees PAYG YTD Values as shown below.

*SB ABC Corporate Services | Single Touch Payroll Submissions O Actions @ ok (D) Fast Exit ) Back

Refresh
W Options

Fix Employees YTD PAYG Values
Payrun No.  Payrun Date Payee Count Gross Pay Tax Submission ID m

Finalise Employees PAYG

43 12/08/2018 10 26,842.48 6,345.78 | 670945445197008880043201801

42 11/06/2018 8 26,874.78 6,049.78 | 67094544519700888004220180611170539235000 Rejected
41 11/06/2018 10 28,674.78 6,345.78 | 67094544519700838004120180611151641539000 Rejected
40 3 841153 2,325.53 | 67094544519700001004020180609144822437000 Complete
39 2 13,248.00 2,549.00 | 67094544519700678003920180609142029525000 Complete
38 4 1161153 3,316.53 | 67094544519700678003820180609134430208000 Rejected
37 10 110,845.78 26,099.78 | 67094544519700888003720180611141633787000 Rejected
36 10 3212798 8,749.98 | 67094544519700001003620180611123911265000 Rejected
35 9/06/2018 10 32,127.98- 8,749.98- | 67094544519700888003520180611145542263000 Rejected
34 9/06/2018 3 861153 2,516.53 | 67094544519700999003420180609093643583000 Complete
33 8/07/2018 3 12,080.00 2,538.00 | 67094544519700678003320180608154509133000 Complete
31 8/07/2018 3 9.140.00 2,183.00 | 67094544519700678003120180608152129375000 Rejected
31 2 9,000.00- 2,183.00- Not Submitted
30 3 841153 2,325.53 | 67094544519700678003020180608145945847000 Rejected
29 3 771923 2,325.53 | 67094544519700888002920180614174747275000 Rejected

- | I | | Status: Not Vet Submitted

L
x | || I | Submitted - In Progress

Rejected

Complete

You can process the update event for a range of employees or for select employees. Check all other data
and click [OK] to proceed, as shown below.

“SB ABC Corporate Services | STP - Fix Employees YTD PAYG Values O Actions @ ok @ Fast Eit Q) Back

Final %
Financial Year (Leave Blank For Current Year)

Run Type
s ® Lodge Fix O Preview Report

Finish Employee l:lq

ar [ Select Employees
Company Name | YALACT PIL
Address [Levels ‘

[ 67 Albert Street |

Suburb State NSW Post Code
ABN 67094544519

Contact [ Mary-Anne Ackiand |

Declared and Authorised By | Mary-Anne Ackland | Date 2007/2018 [F,

eMail Address

| marc_rayner@viewpoint. com |

Business Hours Phone Number 02 94924100

XML ® Submit O Download

Report Option O SpooledFile @ PDF @ Excel

Tick both the acknowledgement check boxes to allow submission and click [OK] to proceed.
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*SB ABC Corporate Services | STP - Fix Employees YTD PAYG Values

Final
Financial Year

Run Type

Start Employee
Finish Employes

Or

Company Name

0 Actions

!

@ ok

Jobpac

CONNECT

Single Touch Payroll Acknowledgement

Digital Service Provider

By ticking the box below and clicking on "OK", your data will be submitted to a portal and natwork that is controlled by

Ozedi Holdings Pty Ltd ("Ozedi"}, a third-party. Viewpoint has no control over Ozedi orits portal er netwark, does not
recommend or endorse any opinions, ideas, products, information, or content of Ozedi, and makes no warranties as to the
accuracy, completeness, reliability, or suitability of Ozedi or its portal or network. Te the maximum extent permitted by law,
Viewpoint disclaims all liability for any data submitted to Ozedi and its portal and network. Please note that Ozedi may have a

privacy and/or security policy that is different from that of Viewpoint.

Address

Suburb

Country

ABN

Contact

Deaclarad and Authorised By
eMail Address

Business Hours Phone Number
XML

Report Option

%ﬂck this box to 1) indicate your

ubmit the data to Ozedi on behalf of your business.

Sending Service Provider

it of the above di

and 2) represent that you have the authority to

By ticking the box below and clicking on "OK", | am netifying the ATO that:

- Ozedi Holdings Pty_Ltd ("Ozadi") provides my business with lodgement transaction services; and

- I have read the

SBR Privacy Statement ., agree to the SBR Channel terms of use set out in the

("Terms"), and represent | have the authority to accept the Terms on behalf of my business

[ Tick this box to sign the declaration with the credentials you used to login and to authorise lodgement with Ozedi

SBR End User Agreement

Note that the update event will not have a Payrun number.

"SB ABC Corporate Services | Single Touch Payroll Submissions

Payrun No.  Payrun Date
16 1/05/2018
30/11/2005
15/06/2018

30/11/2005
30/11/2005
3011172005
301172005
3011172005
301172005

Payee Count Gross Pay Tax

2 711153

51
2 53,116.00
2
3
3
3
3
2 15,000.00

O Actions

@ ok

‘ Previous

Submission ID
2,029.53 | 67094544519700001001620160516152106560000

I 67094544519700888000020180702183220859000

26,278.00 | 67094544519700888000020180615115843195000
67094544519700888000020180615104407528000
67094544519700888000020180611170004182000
67094544519700888000020180611134454731000
67094544519700678000020180608140357808000
67094544519700678000020180608134102325000
67094544519700001000020180609145200236000

STP Year End operations

]

Status:

0 Fast Exit o Back
0 Fast Exit o Back
’ Next W Options
Status [z
Rejected

In Progress - Fix YTD
Rejected - Fix YTD
Not Submitted
Rejected - Fix YTD
Rejected - Fix YTD
Rejected - Fix YTD
Rejected - Fix YTD
Rejected - Fix YTD

Not Yet Submitted

Submitted - In Progress

Rejectad
Complete

At the end of the year, employee group values need to be reconciled. The standard process of reconciling
and fixing the PAYG summaries will still apply. If PAYG values are incorrect, the YTD amounts must be
fixed through an Update Event.
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An employer is required to make a declaration to the ATO that they have provided all the information for
each employee for a financial year. This is done by providing the finalisation indicator as a part of an
employee’s STP report.

This declaration allows the ATO to make the employee information available for income tax return prefill
for employees. It will also update the employee’s MyGov payroll page, to show the employee income
statement for STP reported information is final for the financial year. Providing the declaration for STP
reported information removes the employer obligation to provide their employees with payment
summaries in relation to the STP reported information.

An employer may make the declaration at any time during the financial year, after the end of the
financial year up to 14 July, or on the deferred due date. Check latest ATO Legislation.

To set final indicator, from the STP Submissions Summary screen click the Action option »  Finalise
Employees PAYG as shown below.

*SB ABC Corporate Services | Single Touch Payroll Submissions ) Actions & ok Q) FasiExn ) Back

Refresh

Fix Employees YTD PAYG Values

Payrun Mo, Payrun Date  Payee Count Gross Pay Tax Submission ID m
| — " A R Finalise Emgloyees PAYG

You can select the financial year and also a range of employees or select individual employees. Check
other submission data and click [OK] to proceed.

*SB ABC Corporate Services | STP - Finalise Employees YTD PAYG Values Q Actions. Q Ok, 0 Fast Exit (0 Back

Final b ¥ [¥IN)

Financial Year {Leave Blank For Current Year)

Fun Tyes ® Lodge Fix (0 Praview Report

Start Employze I:IQ

Finish Employes I:IQ

Or 7] Select Employees

Company Name | YALACT PIL

Address | Level § |

| 87 Albert Street |

Contact | Mazry-Anne Ackland |

| Date

Creclared and Authorised By

| Mzry-Anne Ackland

s N -
eMail Address | marc.raynon@viewpoint.com

Business Hours Phone Number 02 04024100
XML ® Suzmit O Downlead
Repaort Cption D SpocledFile @ PDF @ Excel

Where the need for an amendment is identified after finalisation, the employer has 14 days to report the
amendment. The EOFY amendments to employee payroll information must be reported via an Update
Event.
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Transition to STP

An employer may start STP reporting at any time throughout a financial year should they qualify for STP
Reporting. Check ATO legislation. It is highly recommended that you engage a Jobpac Connect
Consultant to assist you with Setup and Transition to STP. You will need to contact Jobpac for the
preliminary system activation as described in the Setup section of this document.

The business rules for transitioning into STP are:

e Employers must be registered for PAYG withholding prior to submitting their first pay event.
An employer who provides STP reports for employees (active/inactive and terminated) through STP
will have met their reporting obligations (as long as the final declaration is provided) and will not
have to provide a payment summary.

Firstly, the Setup should be completed for the Company commencing STP submission and the STPPER
System parameter should be configured so that the starting Payrun number is the first Regular Pay Event
that you will be submitting. Also ensure that data is cleansed following the setup instructions in this
document. It is advised that you reconcile all Employee YTD values prior to commencing STP
submissions.

Employers may transition into STP using one of the following methods. In each

1. Anemployer may provide an opening YTD balance for all employees (active/inactive and terminated)
in an Update Event. Then continue with Regular Pay Events from that moment forward. If you
choose this method ensure your starting STP Payrun Number is set to the first Regular Pay Event
after the Update Event.

2. An employer may report YTD amounts for employees through a Regular Pay Event. YTD amounts for
inactive/terminated employees may be reported in a later Update Event, which must be lodged
anytime or by 14 July or the deferred due date after the Financial year end.

3. An employer may report YTD amounts for all employees being paid in the first regular pay cycle,
through a Regular Pay Event and provide a payment summary and payment summary annual report,
for terminated and inactive employees.

4. An employer may begin STP reporting employee amounts, from zero in a Regular Pay Event and
provide a payment summary and a payment summary annual report to the ATO, for prior amounts
not reported through STP.
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How to Register with OZEDI ?

What is a Sending Service Provider and who is OZEDI?

A Sending Service Provider (SSP) is a third-party service that sends STP information to the Australian
Taxation Office (ATO). Viewpoint has selected OZEDI as our Recommended Sending Service Provider. You
can learn more about OZEDI here: Click here to Learn more about OZEDI Note, you will need to register
with OZEDI after the Jobpac Connect STP software is generally available and prior to your first STP
Submission. OZEDI do charge low fees for Data handling and you can buy Data in blocks directly from
OZEDI.

Should you decide to use a different SSP that is not OZEDI then we also allow manual STP file Download
so that you can submit manually through your chosen SSP.

It is important to note that OZEDI is not a partner of Viewpoint and their software is not managed or
maintained by Viewpoint. Therefore you may want to ensure that you are comfortable in your direct
agreement with OZEDI. Once Data has left the Jobpac Cloud whether by manual download of file or by
automatic push via a web service it is not subject to Viewpoint Security Policy. For this reason it is
important that you are comfortable with the security policy of any SSP that you choose to use.

OZEDI Registration Steps

Download the OZEDI User Registration Guide for full details and use in tandem with the steps and
guidance below. V1.3 of the guide can be found at the following link.

https://www.ozedi.com.au/assets/pdfs/Ozedi-Registration-User-Guide-1.3.pdf

Step 1 - Register a User

Use the Viewpoint branded OZEDI User Registration Link below to register yourself as a User for STP.

https://dashboard-stp.ozedi.com.au/#/register?link=118105101119-R

A confirmation Email will be set to you with an activation Link. You will need to activate from this Link
within 24 hours.

Step 2 - Create a New Account

Click on the Sign In Link from the Activation page and follow instructions to Create a New Account. Your
Account should represent your Parent Company or Customer name who will be responsible for
purchasing Data, even though you may be submitting data for multiple ABN’s through Jobpac Connect
STP.

Y VIEWPOINT
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Step 3 - Create a New Client

Clicking on the Account you created in step 2 will take you to the Account Management screen. You will
now need to click Manage Clients and then Create a New Client that will be added to your account. It is
recommended that you use a one-to-one relationship between your OZEDI Client and your OZEDI
Account. le use One Account and One Client for all your Jobpac Connect STP submissions.

Creating a new Client will generate a Client ID and you will need to notify Jobpac Technical staff of this to
enable the STP API. See the next step.

Note that you can have multiple ABN’s for each client and you should add one ABN for each company
that you will submit STP data.

Step 4 - Send Jobpac Connect your New Client ID
Once you have added your Client please contact Jobpac Support via a Support case and let us know your

OZEDI Client ID. Jobpac Technical staff will use this Client ID to enable the STP API.

Note : you must ensure that Jobpac Techncial Staff have completed this request prior to commencing STP
submissions

Step 5 - Additional Users

Follow the OZEDI Instructions if you want to add extra users to your Account.

Step 6 - Buy Data

OZEDI charges a small fee for data handling and you can buy data in blocks directly from OZEDI. The Data
will be used as required and OZEDI will send you reminders to top up your data as required. It is
important that you keep your Data in balance in order to prevent blockages in your STP submission
process.

Use the Buy Data button on the OZEDI Account Management page to purchase data blocks. You may
want to start with 1 mb and monitor usage initially.

Once the 6 steps for OZEDI registration above and Jobpac Configuration are completed you are ready to
begin using STP with Jobpac Connect.
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Useful OZEDI Links

You can learn more about OZEDI here

https://www.ozedi.com.au/products-and-services/single-touch-payroll-stp/

User register link — to create a User for your company

https://dashboard-stp.ozedi.com.au/#/register?link=118105101119-R

Sign In link — if you have already created a User registration

https://dashboard-stp.ozedi.com.au/#/

Portal upload link — to upload STP files manually using a user interface rather than API

https://dashboard-stp.ozedi.com.au/#/upload?link=118105101119-U

OZEDI Detailed Registration User Guide V1.3 — it is also available on the OZEDI website at. Note please
check for later versions with OZEDI if required.

https://www.ozedi.com.au/assets/pdfs/Ozedi-Registration-User-Guide-1.3.pdf
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