Acacia

Business Software Solutions

MYOB Advanced Payroll

Payroll EOY Reconciliation Reports

p: (03) 8560 5220 e: info@acaciacs.com.au _a: 1 Huntingdale Rd, Burwood Vic 3125 w: acaciacs.com.au



mailto:info@acaciacs.com.au

Overview / Objectives

This Standard Operating Procedure (SOP) will guide you through the steps of printing suitable reports for the EQY
Payroll reconciliation.

The steps involved are:

Printing the reports and transferring information to an excel reconciliation sheet.

Should you require assistance — please email helpdesk@acaciacs.com.au. Where a support task will be lodged
and an Acacia consultant will be in contact.

If your matter is urgent please call the office number.

Please note that out of hours’ support may be charged at a higher support rate.
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Payroll — EOY Report for reconciling

Pay Activity Summary Pivot

The trick with this report is you must first select the data you wish to see in the ‘Pay Activity Summary

Data’

Pay Reports

Pay Summary

Dheone A Finridve Crrmm o e ot
_F:-'l Al "-I._u- UM ?."«.':*- Liald
Pay Activity Summary Pivot

Always do the ‘DATA’ and create the data and then open select the ‘PIVOT’ in the same Tab/Window.
It does not seem to like it split over two tabs/Windows, because it will not refresh the data in the
Pivot.

Pay Activity Summary Data

Pay Activity Summary Data

o v M

Fi pl 0
Fi 30/06/2022 -
Fi el be
From Department o o
From Branch MAIN - Melbourne e To Branch MAIN - Melbourne o
=] Employee ID Employee Physical Branch Dept  Posting Class Gross
pay day Income
> @1 DO PAY-001624 EDNADAME Edna Everidge 21/04/2022  MAIN Distribution PC000001 185982
@ O Pav-001524 DLA LAD, Mr. 21/04/2022  MAIN Adminigiration PCO000001 2,019.23
o O Pav-001524 SWIFT Swift, Taylor 21/04/2022  MAIN Finance FCO000001 402.80
@ O PAY-001523 EDNADAME Everidge Edna, Ms 710412022 MAIN Distribution PC000001 2816.30
@ O Pav-001523 DLA LAD, Mr. TIO42022  MAIN Adminisiration PC000001 2,019.23
@ O PAY-001623 SWIFT Swift, Taylor 70412022 MAIN Finance PCO000001 402.80
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And then go to Pay Activity Summary Pivot to see the results

Pay Activity Summary Pivot

SUMMARY Pl
@] " Physical Pz " PayRunID ' Employeel ' Employee " Department  * Branch
Total
"PayRunll " Employee Gross Inct Pre-tax De Gross Tax Income Ta Tax Free i Deduction Net Pay Employee Employer
= Swift, Taylor 402.80 0.00 402.80 90.00 0.00 0.00 312.30 0.00 80.56
ARETE Edna Everidge 1.859.82 0.00 1,859.82 459.00 0.00 0.00 140082 0.00 106.28
LAD, Mr. 2,019.23 0.00 2,019.23 638.00 0.00 0.00 138123 0.00 201.92
Total 4.281.85 0.00 4.281.85 1,187.00 0.00 0.00 3,094.35 0.00 388.76
=) Swifl, Taylor 402.80 0.00 402.80 90.00 0.00 0.00 312.80 0.00 0.00
Everidge Edna, I 2.816.30 0.00 2,816.30 812.00 0.00 0.00 2,004.30 0.00 201.92
PAY-001623
LAD, Mr. 2,019.23 0.00 2,019.23 638.00 0.00 0.00 1381.23 0.00 201.92
Total 523833 0.00 5,238.33 1,540.00 0.00 0.00 369833 0.00 403.84
Total 952018 0.00 952018 272700 0.00 0.00 6,793.18 0.00 792 60
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STP Submission Reports
Unfortunately the STP submission do not automatically show the Terminated employees because they
are inactive.

So to be able to get a STP submission report that includes ALL submissions for ALL employees — you
need to do the following steps to temporarily make the Terminated employees active

Pay Roll Preferences
STP Phase 2 - Yes even if you have not yet switched over to STP 2 — we can use this report
Select ‘Update Cessation Reasons’

Sort the screen by Physical Date Paid and identify the Employees terminated in the 2021-2022 financial

Payroll Preferences CUSTOMISATION
's]
GENERAL SETTINGS ~ NUMBERIN SUPERANNUATION SETTINGS ~ PAY SUPERANNUATION ~ SBRREGISTRATION ~ STP  STPPHASE2  EXPENSEALLOCATION SETTINGS
@ Update Cessation Reasons - Google Chrome. — (=]

1. Enable STP Phase 2
(m] rted

s you to only report through STP2 once enabled

Update Cessation Reasons CUSTOMISATION  TOOLS ~
After this action is enabled all STP requirements will need to be met before running the n
2. Meet new STP requirements 4] ) 0
To help track your progress tick each update step once you've completed your reviex
) Update Employse Taxation Detals = Employee ID Employse Pay run ID Physical pay Lastday of Termination Reason Cessation reason
name day employment

nd |2 E000005 2111212021 2211212021 Resignation | ol

as Lump Sum E. Leam more

y but will have STP reports submitted after the

O Update Pay Item Type ATO Categories

) Update Company(s) if registered for Working Holiday Maker (WHM) program

3. Run validation
Check data

one, run the Check Data process to see f all Compal

STP Phase 2 status
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Another way to review this is to Review the Employees — List Grid.

Filter for Inactive
Show the Last Modified

Though this does not clearly show if terminated.

Employees

O o o+ o -

Employee Name: All +  Email: Al ~ Employee Class: Al v | Department Al ~

E D Employee ID Employee Name Email Status T Employee Class
>0 D Inactive EMPLYDFT

People / Employees / Employees — Screenld=EP2030PL

Department

WAREHOU

Phone 1

CUSTOMISATION = TOOLS ~

Y B8 .. pel

Branch Name Created On Last
Modified
on

310012020 2111212021

Payroll From the Filter Employee List Grid — STATUS col. to only show INACTIVE

Modify each Inactive employee to Active
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Check the STP Submission number

Manage STP Submissions

Review the batch number — to identify the last batch

Manage STP Submissions

I< < >

Batch number.
Financial year:

Batch status:

PAYER DETAILS

[1=]

Payer

> MAIN

M

PSUMD01710
2022

Accepted

PAYMENT DETAILS

Submission Status

Accepted

Pay run ID PAY-001735 Submitted to ATO:

Select - Batch number

SELECT O

& Batch number

> PSUMO01710
PSUM001709
PSUM0D1708

PSUMDDTOT

444

i
¢ Pay Group ID Submiss
Pay
Pay

Pay

Pav

Batch status
Accepted
Accepted
Accepted

Arcantad

Retumn period

01/07/2021 - 27/06/2022
01/07/2021 - 20/06/2022
01/07/2021 - 13/06/2022

01072021 - DRINR2077
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STP update

As usual — you need to be logged in with 2FA — Secure Authentication

Secure Authentication required

This will send a Single Touch Payroll report to
the ATO. You must be signed in to MY OB
Advanced using secure authentication. Sign
out and sign in using the Secure

Authentication button.

Ok

This process will send an Update event’ to the ATO STP

Select the Financial Year

Then Select All the Employees

STP Update
SUBMIT UPDATE EVENT
Financlal Year.  [2022 ~ Period 01/07/2021 - 30/0612022
Branch il
Pay Group: yel
Employee ID »
O

& @ EmployeelD Employee name

&

E00002
E00003
E00004
E00005

(SIS

Submit update Pay Event

STP Update Event

| declare the information transmitted in this payroll report is true and
correct and | am authorised to make this declaration.

Tick this box to sign the declaration with the credentials you used to login
and to authorise lodgement with your approved payroll software’s AUSkey.

Declared by:

4! agree

OK

TooLS ~

Start Date
5/02/2018
1511111995
3/01/2001
1511111995
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Manage STP Submissions

e Review the new STP submission
e Export to Excel
e Use that for the Reconciliation
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]
PAYROLL END OF YEAR
RECONCILIATION

3 o E F

3

2021-2022 PAYROLL FINANCIAL YEAR

oy Aciit Detal
Fivn

Speraates TP Submission
Summary.

Ganeral Leager
Tria Balance.

17953375

— e ooians! rows 08 NEE0EA 10 FECONCTIE 10 gEnero! dger
counes

et ooitians! rows a3 needed ta recanciie o geners! feager

orcounts
Fre Tox Degurtion

[2rruss! iesve

Sick & carers leave

Long serice eave

Caher lnave

Total Gross tecome

an Tox Aliowsnes

[Fost Tax Deduction

[Tote Post T Pey Rems

=

[Tox on E1F

[Toras AYG

[Emptoyer Super

[Emotoyea Supar Convbumions

[Fotst 51 - Gromses v

Shoetl | MVGB Payroll Pay Activty Summa

Superannuation Batch Summary @

L L

WIYOB Payroil - Poy Activity Sumemary Pt

Employee. HetPay
1 .00 a3 000 000 [ Fl
2 o Lwew 000 e om  1meas Fl
3 000 18305 000 om0 16805 Pl
] [ om  1sse1r a
5 [E ] ace om  37am fl
5 00 saom e om  5am fl
7 0 w7 oo om  03m5L Ll
il 000 1630038 0.0 om  1ELE fl
] [T 150.00 om 150572 [l
w 000 34237.81 0.0 oo 2755791 [l
n 516600 8580841 o 2wm 7L2ma 5166
2 oo s m3 WM B35 Ll
n 00 eaenel ace om  s4ume El
" nm  mosies o om  mITE 0
5 [ e om 5, fl
w 0o s ace om  sosmes Fl
] 0o BLLAM e oM 588%44 Ll
) 000 88,8569 0.0 oo 6841268 Fil
= 00 ssszy 0,00 om 26475 fl
] [N o0 om 66,0375 Ll
n 0 wsLsa 500 om  7saa Ll
2 [ 0.0 000 7456792 fl
B [T o om0 735792 Ll
7 .00 100,355.42 000 B msa fl
£ 000 1019983 w552 000 41745 Fl
5 .00 590, wm  maw mmLR [l
z [ e Tem  name Fi
» 00 17 me0 o o0 12288408 Pl
Total 516600 1783615 LS0811 32400 134842765 5,10
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