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Introduction

STP Phase 2 will introduce changes in the Employee Maintenance and PAD Code Maintenance
functions to enable extended reporting as required by the ATO.

This document details the changes and the actions required to prepare your business for the new
reporting requirement introduced with STP Phase 2.

Please note STP Phase 2 reporting will not commence until It July 2022. The current STP process will
continue to operate as normal until the cut over.

For more information on STP Phase 2 please visit https://www.ato.gov.au/Business/Single-Touch-
Payroll/Expanding-Single-Touch-Payroll-(Phase-2)/

Please note Sympac Payroll should only be used for reporting payments made in AUD only.

Employee Maintenance

New fields added
= Termination reason
= Income Type

Fields updated
= Category
Select Alter Employee Details from the Payroll menu

| Bckoftce ] labels | Pricing | _Sytem | “EFiling |

& 6 0 B ® 7 = € 1

Creditors | General Bank GST Payroll Labelling Pricing Tabiles “E" Aling
Ledger Recon System
Ia Maintenance L Alter Employee Details J
Enque 4 Reduction/Allowance Alter
3 Entry Tax Codes
= Beporting » Tax Formuls Maintenance
Update General Ledger Company Bank Details
Superannuation » Award Details
Single Touch Payroll Dpvisions
Backup and Restore Cast Centres
[= =5
Termination

To terminate an employee

1. Select Personal Details tab

2. Select Terminated from the Status drop list
3. Select a termination Reason

4. Enter aFinished date
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5. Click the Update button

% Employee Maintenance = o X

4th

—— Alter
B — Teminated (Redundancy)
ames | JAKE
Gen Names | | No Photo
Address 1 (6 NEILSON COURT | | Transactions
Ackiess 2 l | [Z General Note
Town |WARRAGUL .| state [VIC | post code
Personal Details payroll Details JobKeeper Pay Slips Pay/Deduct// d i &Notes Skl ilability Document Enquiry
e 813 16499 " W —
one 1 [ Photo Search Union C
Phone 2 Award Retail Award Levell
oes[ ] et ] Costcente [012|nyvon Bay ArtHouse
Date Started [22/02/2011 .. Employed for : 10.84 Years Division Byron Bay Art House
Position |STORE PERSON ] PayFromBakA/C| |pefault Bank Account
Next of kin | ] Date of Birth [15/09/1977 |...| Age=44.32 Years
Email | | Email Password
Status | Terminated v Reason|Redundancy - [ PAYG payment summary required

- Sex
OMale @ Female

Remainder  012-742 569959999  JAKE AMOR

Toxriet 200889999 |4,
ExtensionNo. | |

% or$ | Amount/Rate |Reference

@-pw M | [@rn | [@rn | [Gven | [/ | [ e | (B

Employee Income Type

The Category field has been modified and Income Type field added to allow the ATO Employee Basis
and Income Type to be determined.

F (Full time) — a person who is engaged for the full ordinary hours of work as agreed
between the payer and the payee and/or set by an award, registered agreement or other
engagement arrangement. A full-time payee has an expectation of continuity of the
employment or engagement on either an ongoing or fixed term basis

P (Part time) — a person who is engaged for less than the full ordinary hours of work, as
agreed between the payer and the payee and/or set by an award, registered agreement
or other engagement arrangement. A part time payee has an expectation of continuity of
the employment or engagement on either an ongoing or fixed term basis

C (Casual) — a person who does not have a firm commitment in advance from a payer
about how long they will be employed or engaged, or for the days or hours they will work.
A casual payee also does not commit to all work a payer may offer. A casual payee has no
expectation of continuity of the employment or engagement

L (Labour Hire) — a contractor who has been engaged by a payer to work for their client.
The hours of work and duration of engagement are not factors for consideration

N (Non-Employee) — a payee who is not in scope of STP for payments but may be included

in STP for voluntary reporting of superannuation liabilities only. New
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Income Type
Income Type for each of your employees. Check with your accounting advisor or the ATO if you're not
sure which one to choose.

Available options:

= Salary and wages (this is the most common income type)

= Closely held payee (learn more about this at https://www.ato.gov.au/Business/Single-Touch-
Payroll/Concessional-reporting/Closely-held-payees/ )

= Labour hire
= Working Holiday Maker (you will also need to choose the employee’s Country of Origin)

This is a new field:
Select anIncome Category

Select an Income Type (most employees will be Salary and Wages)

Click the Update button

% Employee Maintenance

¥ Employee Maintenance
Employee Code |ART) Alt€ Employee Code [ARTY Alter
Sumame [AMOR Sumame [AMOR Terminated (Redundancy)
) ‘ No Photo
Address 1|6 NEILSON COURT Address 1 |6 NEILSON COURT ] B Transactors
Address 2 Address 2 J [ General Note
Toun |WARRAGUL -] state Town [WARRAGUL . state [VIC | post Code
Personal Details Payrol Detais  Jobkeeper Pay§ Personal Detais Payroll Detais JobKeeper PaySips Pay/Deduct/Alowances Superannuation  Reminders &Notes Skils/Avalabiity Document Enury.
Tax Scale 02 : Claiming TFT Tax Scale 02: Claiming TFT = Sick Leave: Annual Leave
Weekly Normal Hours 38.00| (5Day Wed  weekly Normal Hours. 38.00] (5 Day Week) pre— Aatepertour | 0.07692308]
Normal Hourly Rate § [25.91080] Normal Houly Rate § [25.91080 e = "
Gross Salary at Gross Salary at [[zzzsescss] e
g ity [ 2000 | | sctoers 315625
P— P —|
Payment Method Bank Transfer ~  YTD| PaymentMethod Bank Transfer ~  YTD Gross 793128
RDO Details Long Service Leave
Pay Frequency | Weekly | vl Pay Frequency Weekly V| vonet  6s06.28 prond— =08 Mourly Rate | 0.01666670
...
Famiy Tax Alow. 0.00 YTD| Family Tax Allow. 0.00 YTD Tax 1125.00 Accrued Hrs 38.000000) Acrued s | 132.326169)
e Rebates [ 000 Acovedvays [ 50000] AcouedOays [ 174119
B (D i rnedieds
Payment Summary
Category | Permanent/Salary Category Permanent/Salary S =
Prmaneat/Sota F.T. Taxable 0.00 When | Accruing
Income Type Permanent/Part Time Income Type | Salary and Wages & ™ iepel Entitiment @ [10_| vears
F.B.T. Exempt \ 0.00,
Casual Salary and Wages ————
Pay Run Group Held Payee Noriregbetabié dediiction 0.00) Procata @ 7| Years
Non Employ oy i G |LabOUPHirE Accrue After [0 | Years
2y Run Group | Working Holiday Maker Termination Tax | 0.00 1€
Finished [25/12/2021 L. Finished |25/12/2021 ... [MTabes | | @ Pop @ Poon (4 view o Update | | X Cancel | | [l Qose

Working Holiday

Working holidaymakers require a country of residence for reporting to the ATO

Maker
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Personal Details Payroll Details JobKeeper Pay Slips Pay/Deduct/Alowances
Sick Le

Tax Scale | 02 : Claiming TFT v
Weekly Normal Hours (5Day Week)
Normal Hourly Rate §
Gross Salary at
e 1057.69] [ 55151.10)
Payment Vethod Bank Transfer | YTDGross  3173.08
Pay Frequency | Weekly v| YvonNet 262708
Family Tax Alow. ¥TD Tax 546.00
-
Extra Tax
Category  Permanent/Salary v Faymi
Income Type  Working Holiday Maker |
Resident Country |Viet Nam (vn) v orives
Pay Run Group [j

Deduction/Allowance Alter

Three additional reporting categories have been added to the PAD code maintenance

= |ncome Type
= Allowance Type
= Deduction Type

Select Deduction/Allowance Alter from the Payroll menu

X M o=
& (0 R(w ¥ nle|ls
Creditors | General Bank GST Payroll Labelling Pricing Tables “E” Filing
Ledger Recon. System

B Mintenance vl Alter Employee Details
Enquiry » I Deduction/Allowance Alter
M Tax Codes

<= RBeporting 4 Tax Formuls Maintenance
i Update General Ledger A Company Bank Details
W Aggard Details
Single Touch Payroll Djvisions
W Caost Centres

Three additional columns have been added to cater for STP phase 2. The original Allowance and
Deduction type columns will remain for the transition period.

Income Category

= |ncome Category

Is to allow the disaggregation of Gross Payments in STP phase 2. This should only be assigned to
aPay PAD code. The default value is Gross.
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= Allowance Type.

Allow Type Il is an updated version of Allow Type for STP phase 2. This should only be
assigned to an Allow PAD code. The default value is Other.

= Deduction Type

Deduct Type Ilis an updated version of Deduct Type for STP phase 2. This should only be
assigned to a Deduct PAD code. The default value is Not Reportable.

¥ Pay Table Maintenance

Pay Codes (Allowances & Deductions)
TvE X Yes .
002 TIME & 1/2 Rate 1500 FixedBef No N N N N N 1 2105.000 Yes  Tme Overtme
003 DOUBLE TIME Rate 2000 FixedBef No N N N N N 1 2105.000 Yes  Doub Overtme
004 SPECIAL TIME Rate  0.000 Vible Bef Yes + + + + Y 1 2105.000 Yes  Spec Overtine
005 F/TPUBLIC HOLIDAYS Rate 225 Fixed Bef Yes + + + + Y 1 2105.000 Yes  Publ Gross
006 ANNUAL LEAVE Rate 1000 FixedBef Yes = + + N Y 1 2105.000 Yes Ay PaidLeave
007 PERSONAL LEAVE Rate 1000 FixedBef Yes + = + N Y 1 2105.000 Yes Sk PaidLeave
008 WORK CARE Rate  0.000 Vible Bef Ys N N N N N 1 2105.000 Yes  Work WorkCover Leave
005 LONG SERVICE LEAVE Rate 1000 FixedBef Yes + + = N Y 1 2105.000 Yes  Long PaidLeave
010 ANNUAL LEAVE LOADING Rate  0.175 FixedBef Yes N N N N Y 1 2105.000 Yes  Amu Paid Leave
011 CASUAL 6PM RATE Rate 1200 FixecBef Yesh N + + Y 1 2105.000 Yes Gross ~
012 DILTAKEN Rate 1000 FixedBef Yes N + + N Y 1 2105.000 Yes  RDO
013 CASUAL SATURDAY RATE Rate 1200 FxedBef Yes N N + N Y 1 2105.000 Yes S
014 CASUAL SUNDAY RATE Rate 1400 FixedBef Yes N N + N Y 1 2105.000 Yes lBonuses
015 F/T SATURDAY RATE Rate 1250 Fixed Bef Yes + + + + Y 1 2105.000 Yes g";iﬁf:fe
016 F/T SUNDAY RATE Rate 1500 Vible Bef Yes + + + + Y 1 2105.000 Yes \WorkCover Leave)
017 CASUAL PUBLIC HOLIDAY Rate 2000 FixedBef Ys N N + N Y 1 2105.000 Yes anciary Leave
018 F/T PMRATE Rate 1250 FxedBef Yes + + + + Y 1 2105.000 Yes Coth OutLewve
019 TERMINATION PAY Rate 0000 VbleBefNo = N = N N 6 2105.000 No  Term =
020 ADJUSTMENT &l 0000 vibleBefYes + + + N Y 1 2105.000 Yes Gross
021 BOND REPAYMENT Deducsval 100000 Fixed Aft No N N N N N 1 5027.000 Yes Fees
022 BONUS -PB Pay SVl 0.000 Vrble Bef Yes N N N N Y 1 2105.000 No Gross
023 PB CATCH UP BONUS Alow $Val 4855.210 FixedBefNo N N N N N 1 2105.000 No Other
024 BONUS Pay vl 0.000 Vible Bef Yes N N N N Y 1 2105.000 No Gross
025 UNPAID SICK LEAVE Pay Rate  0.000 FixedBef Yes N N N N N 1 2105.000 Yes Gross
026 UNPAID ANNUAL LEAVE Pay Rate 1000 FixedBefNo = N N N N 1 2105.000 Yes Gross
027 UNPAID LONG SERVICE LEAVE Pay Rate 1000 FixedBefNo N N = N N 1 2105.000 Yes Gross
028 NEWSUNDAY RATECASUAL 175%  Pay Rate  L750 FixedBef Yes N N + N Y 1 2105.000 Yes Gross
029 NEW SUNDAYRATECASUAL 150%  Pay Rate LS00 FixedBef Yes N N + N Y 1 2105.000 Yes Gross
030 LAUNDRY ALLOWANCE Mlow $Val 1250 FixedBefNo N N N N N 1 2105.000 No Other
031 SUPERVISOR - NORMAL (CASUAL)  Pay Rate 1040 FixedBef Yes N N + N Y 1 2105.000 Yes Gross
032 SUPERVISOR - AFTER 6°M (CASUAL) Pay Rate 1298 FixedBef Yes N N + N Y 1 2105.000 Yes Gross
033 SUPERVISOR - SATURDAY (CASUAL) Pay Rate 1298 FixedBef Yes N N + N Y 1 2105.000 Yes Gross
034 SUPERVISOR -SUNDAY (CASUAL)  Pay Rate 1456 FixedBef Yes N N+ N Y 1 2105.000 Yes Gross
035 SUPERVISOR - P/H (CASUAL) Pay Rate 2080 FixedBef Yes N N + N Y 1 2105.000 Yes Gross
036 SUPERVISOR - NORMAL (FT/PT) Pay Rate 1.040 Fixed Bef Yes + + + + Y 1 2105.000 Yes Gross
037 SUPERVISOR - AFTER 6PM (FT/PT)  Pay Rate 1300 Fixed Bef Yes + + + + Y 1 2105.000 Yes Gross
038 SUPERVISOR-SATURDAY (FT/PT)  Pay Rate 1300 Fixed Bef Yes + + + + Y 1 2105.000 Yes Gross
039 SUPERVISOR - SUNDAY (FT/PT) Pay Rate 1.560 Vrble Bef Yes + + + + Y 1 2105.000 Yes Gross
040 SUPERVISOR -PH (FT/PT) Pay Rate 2340 Fixed Bef Yes + + + + Y 1 2105.000 Yes Gross
041 J0B KEEPER PAYMENT Alow $Val 750000 Fixed Bef Yes N N N N Y 1 2105.000 Yes XP  Other Other
042 P ACCRUAL CALCULATOR Alow $Val 0000 Vrble Bef Yes + + + + N 1 2105.000 Yes XP_ Other Other v
Apply SG Hrs to Employees Add JobKeeper codes Apply PAD to employees. X Clear Table | | || View &Print Detais  Update B gose

For more information on any of the new types, please see the following or refer to your
Accountant:
The rules of reporting through STP | Australian Taxation Office (ato.gov.au)

Expanding Single Touch Payroll (Phase-2) (ato.gov.au
Quick Reference Guide for Income, Allowance and Deduction Types (ato.gov.au)

Withholding for allowances | Australian Taxation Office (ato.gov.au)

Union fees, subscriptions to associations and bargaining agents fees | Australian Taxation
Office (ato.gov.au)

Workplace giving programs | Australian Taxation Office (ato.gov.au
Taxation of termination payments | Australian Taxation Office (ato.gov.au)

Salary sacrifice arrangements | Australian Taxation Office (ato.gov.au)
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