CASHFLOW

Simplicity you can count on




Important: These steps must be completed to enable lodgment of pay data to the ATO.

1) Signup to Single Touch Pty Ltd.
2) Add entity (Business) to Single Touch.
3) Prepare Wages for first STP lodgement.

The Single Touch Payroll function will not work without these 3 steps being completed.

Please note: these set-up steps only need to be completed the very first time you use
Single Touch Payroll. For ongoing use instructions please start from Step 9.

As a subscriber of Cashflow Manager all fees involved with lodging your records via
Single Touch Payroll are included with your standing subscription fee. If you have any
questions regarding this, please do not hesitate to contact Cashflow Manager on 1300 88
78 68 or email at info@cashflow-manager.com

1. Go to https://singletouch.com.au/ and click LOGIN/REGISTER button.

SINGLE WATITS  WHOMTSFOR  FEATURES | |:|

TOUCH

GET | 1] for

Single Touch is FREE to use
until July 1 2018 to help you
get ready

2. Click Sign up now

This will load registration form. Log | n

Email Address

Don't have an account? | Sign up now


mailto:info@cashflow-manager.com

3. Register

a.

Fill all details and click on the

SEND VERIFICATION CODE button.

Your email address and password
set here will be used to log in to
Single Touch when lodging payroll
data to the ATO.

4. Verification

a.

Type in code from verification
email and wait.

Verification is automatic, and user
does not need to click enter.

Once verification is complete
click CREATE.
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(@)\ Register

Email Address
Email Address

What is this?
SEND VERIFICATION CODE

New Password
New Password
What is this?
Confirm New Password
Confirm New Password
What is this?
Surname
Surname
What is this?
Given Name

Given Name

What is this?

CREATE CANCEL

Register

Email Address
XO0@cashflow-manager.com

New Password

Confirm New Password

surname

Jones

Given Name

Frank




Sign up with

Single Touch Payroll

5. LogIn

a. After |Ogg|ng in, Sl [}ig[_E FLEUPLOAD  ENTITES  REPORTS  HISTORY  BASTAXAGENT  SUPPORT & oot
the user is shown —
a to do list. 0[@6\\\» Hi Phil! Welcome to SingleTouch

b. Click on Register
an entity.

Looks like you're new here, so we've put together a quick to-do list to get you started. If you've never used Single Touch before, we recommend reading
our quick getting started guide.

Register an entity

c. This is setting up Before o ca s eprting o ST e we e et

company/organisational entity cn SingleTouch. This enables your account to send. e

To-do list

STP data for that entity's ABN to the Tax Office.

your business in e
Single Touch. =T

6. Register Identity

SINGLE  fiewon emes seoms wston  smcscer | surrosr & o

a. Fillin Business
details - Please
ensure upload @ Register New Entity
version is set to
V2018 as seen in New entity registration ——

registered, prov

eXample. e Trading name  Sample

Contact phone 0882762999

b. If you are starting
part way through the
financial year fill in Address (ine 2
YTD figures and date. S T

State/territory ~ SA

Address (line 1) 37:39 Woodlands Tce

c. Agree to terms and
Save.

Postcode 5114

Csv or Xml File Upload version

s our AP endpoin,

Make sure upload version is sef 10 v2018 = i
Upload version  v2018

Pay Event data retention

daye
xert ey be recsned.

monior what s been Subrmimed o e ATO.

‘Single Touch il never use o disclose sny nformaion cortainad within any pay ever. Al

@ Retain pay events

Retention days  3g¢

Opening balances

repors

YTDgross 0
YTDPAYG 0
As at date

Download direct debit authorization form
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7. Clear Single touch form ready for firstuse.

a. From the Tools menu or Employee screen, select Single
Touch Payroll to open the following screen.

b.  This will display any pays already processed but not

sent.
P STP Event Lodgement - (=] o
Pay Events Being Lodged Unsent -
F inclece Emgdaret Name. Pary Evest Dute PaymestTroe Previouly | Fal Evert £
B Pelwison e o ey [m] =l
=] Faud wisan C Mool oy a n]
=] Lavry Jonan LT Worms o [m] o J
=] Geedl Watsen Hioune Noemal Py ] m] v .
=] Jokn Limad L Nl Py [m] (=] ®
=] Peter Stk LAt Noemal Pay [m] m]
| =] Seve Thompsan LAt oo Pay ] [u]
2 Roben ng e Naemal Fay a [m]
=] W Matems Ay Norms Pay [m] ]
Brian Peterson Wy Noemal Fay a o
=] Faud Wison LTt Naemil Pay [m] o :
2 Larry Demes wyNe Noema Fay [m] =]
= GeeffWatson L Normal Fay [m] [u] m
B ohlmes Che Nermat Fay [m) o | gl
B e e [ (=] o
=] _ Sewe Thomoson _miLze Nl Pre r o= E
STP Values Q
FaymentDate:  DHLZILY ®  LodgementFile Type: (@) New Pl
Declaration &
Tick tha b t with the o wied 12 le 418 it Tauth Pty O'Q
Led's AUiSkey (]
am sotifying the ATO that:
-mm:m-—d--‘:muu:#u—w—m—l_‘ T
{and from) the ATO vis Single Towch Py Ltd Lz "
this cormect wacd that 1 this ]
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c. Click on Other Functions button.
d. On the next screen click Mark as Sentbutton.

e. Close Single touch Form.

g STP Event Lodgement - o "
Pay Events Being Lodged s X
F T Other Functions “_!‘

[ Ef Reset Detene

Create Transaction but dont lodge as 5TF Bvest: | Creabe |

i o vt s ==

Lo — 0 T R Nermal Fuy n n "‘
STP Values
Payment Date:  DADL2OL0 . Lodgenent Fus Tipe: e Py
e —
Declaration
Tk Single Touth Pty
1.am natifying the ATD that:
« Gingle Touch Py Ltd th =
iy busimess, for the purposes of its Eransactions with the ATD wia the ta
{and from) the ATO wi Segi Touch Py L84
Pull name of person making this declanstion:
In this TP, wa nd that 1 make this decl m]

;
Co ) =] R
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Touch Payraoll

8. Process pays

Complete a pay run in Wages.

9. Run Single Touch Payroll

a.

From the Tools menu or Employee Screen, select Single Touch Payroll to
open the following screen.

This will list all employees included in the latest pay run.
Enter name of person making declaration and click Send.
Three lodgement types are available.

i. New File (New Pay Run)

ii. Update (Update a record in previously lodged file)

iii. Replacement (Full replacement of previously lodged file)

8 STP Event Lodgement - o X
Pay Events Being Lodged Unsent =
1= Include | Employee Name | Pay Event Date | PaymentType ‘mum‘ﬁmm‘

[=] Paul Wilson 21/06/2018 Normal Pay

STP Values
Payment Date:  21/06/2018 = Lodgement File Type: 8!““1-
O

Update I—:I

Dedlaration
sign th ith th youused to login and to authorise lodgement with Single Touch Pty
Ltd’s AUSkey

1am notifying the ATO that:
« Single Touch Pty Ltd provides my business with lodgement 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 Single Touch Pty Ltd

J93eu ewmouusv;'o“

Full name of person making this declaration:
1declare that the information transmitted in this STP event is true and correct and that [ am authorised to make this dedaration [

| togow | [ otherFuncions [ smd |
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10. SignIn e A

{2}
Z
(4]
=
m
Il

When lodging first Pay run 72\ .
or if user has logged out (J@D)))\ L
user is required to log in

using email and password
set when signing up with o
Single Touch.

Don't have an accou
Need assistance;

11. Message received

a. Message will be displayed to show if lodgement has been successful or if
there are issues with data being lodged.

b. Log out or close.

&5l STP Event Lodgement = [m] X
Pay Events Being Lodged Unsent =
F lndud% Employee Name Pay Event Date PaymentType JPrevia‘ﬁnd EI
1 g
b
Success Status: 200Log Messages: Your pay events have been submitted to the ATO. An wil be sent to ra0e E
Lodging STP Event with ATO.
Validation complete.
Validating selected employees g
STP Values Q)
PaymentDate:  21/06/2018 v LodgementFile Type: (®)New File
Qupdate ’—,\ 3
4 QU
Dedlaration OO
Tick the sign th ion with ials you used to login and to i with Single Touch Pty
Ltd's AUSkey (‘D
1am notifying the ATO that:
*Single Y i i ind
«my busir for the purposes of its via the SBR channel, sends (and receives) those transactions to
(and from) the ATO via Single Touch Pty Ltd
Full name of person making this dedaration:  Phil
I declare that the information transmitted in this STP event is true and correct and that I am authorised to make this dedlaration ]
[ wos | [ overnson |
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Touch Payraoll

12. Email received
a. Notifications are through Single Touch and are received in email form.

b. This shows lodgement is in process.

SINGLE

TOUCH
A new STP event was generated for the following entity:

Sample
ABN 28864970579

Sent 19/06/2018 12:11 PM
User Frank Jones (xxx@ cashflow-manager.com)

View reports

Kind regards,
SingleTouch

singletouch.com.au

13. Further Emails

This email is sent once data has been successfully passed from Single Touch to the ATO.

The ATO has now processed your Pay Event information with the following information (Errors included))

SUMMARY FOR Pay Event

Pay Event ID: 2
Sample (28864970579)
Pay period from 25 Jun 2018 to 25 Jun 2018

Regarding Employee with Payroll ID 1:

Response Code: CMN.ATO.GEN.402043

Error: TFN must be a valid TFN

Data causing issue: /tns:PAYEVNTEMP/tns:Payee/tns:Identifiers/tns:TaxFileNumberld



14. Error Email
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If data has errors email will be sent indicating what needs rectification.

15. History

a

Available when
logged in to the
Single Touch
website.

This is history of
the pay runs
lodged.

SINGLE

TOUCH

Some anomalies were found in a recent STP event.

‘Company Sample (28864970579)
Sent 19/06/2018 12:11 PM

User Frank Jones (xxxx@cashflow-manager.com

= New employee Paul Wilson (test@gmail.com) found

GIN

Kind regards,
Single Touch

singletouch.com.au

SINGLE FILEUPLOAD  ENTITIES  REPORTS  HISTORY ~ BAS/TAKAGENT  SUPPORT 2 LoGouT
ToucH

@/ﬁ)),\ Your history

Date lodged Payment date Entity  PayrollGroup  Period from / to Period W1 Period W2
19/06/2018 0251 PM  6/19/2018 1230:00AM  Sample  Employees 25/08/2018 - 31/08/2018 12825 281 Event summary
19/06/2018 0251 PM  6/19/2018 1230:00AM  Sample  Employees 18/08/2018 - 24/08/2018 12825 281 Event summary
19/06/2018 0243PM  6/19/2018 1230:00AM  Sample  Employees 11/08/2018 - 17/08/2018 12825 281 Event summary
19/06/201802:41 PM  6/19/2018123000AM  Sample  Employees 04/08/2018 - 10/08/2018 12825 281 Event summary
19/06/20180234PM  6/19/20181230:00AM  Sample  Employees 2810772018 - 03/08/2018 12625 274 Event summary
19/06/201801:41 PM  6/19/2018123000AM  Sample  Employees 21/07/2018 - 2710712018 12625 274 Event summary
19/06/2018 01:39PM  6/19/2018 1230:00AM  Sample  Employees 14/07/2018 - 20/07/2018 12375 265 Event summary
19/06/201801:36PM  6/19/2018 123000AM  Sample  Employees 07/07/2018 - 13/07/2018 13625 308 Event summary
19/06/201801:25PM  6/19/2018 123000AM  Sample  Employees 30/06/2018 - 06/07/2018 12375 265 Event summary
19/06/20181234PM  6/19/20181230:00AM  Sample  Employees 16/07/2018 - 16/07/2018 1500 356 Event summary
19/06/201812:29PM  6/19/201812:3000AM  Sample  Employees 09/07/2018 - 09/07/2018 1545 n Event summary
19/06/20181220PM  6/19/2018 123000AM  sample  Employees 02/0712018.- 0210712018 1500 356 Event summary

19/06/2018 12:11PM  6/19/2018 12:30:00 AM sample  Employees 25/06/2018 - 25/06/2018 1500 356 Event summary




Using Single
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16. Reports
SINGLE FILEUPLOAD  ENTITIES  REPORTS  HISTORY  BAS/TAXAGENT  SUPPORT 2 LosouT

a.  Available when Touch
logged in to the A
Single Touch (=N Reports
website.

Select a company entity

b. Select company f::::i:.r“mmm per company entity, Select which company entity you'd like to

Company entity list

Sample
to show list of
available reports.
c.  Select report
to run.
SINGLE FLEUPLOAD  ENTITES ~ REPORTS  HISTORY  BASMAXAGENT  SUPPORT 2 LoGouT

ToucH

Reports

Reports for Sample Select a report

Select a report to view.

Employer Gruss PAYG Withholding Report
Employer Withholding Report
ECS Super Check

Executive Summary

SINGILE  cecey oo e | oser | comes S Rl
TOUCH

O Reports for

Employer Gross PAYG Withholding Report

processed on Payment date Eventwi Yiow Event w2 Yo w2
Opening batance nA N o NA o
19/06/18 1906118 1500.00 150000 356 356
1906118 1906118 1500.00 3000.00 356 72
19/06118 19/06/18 1545.00 4545.00 37 1083
19006118 190618 1500.00 6045.00 356 1439
19/06/18 19106118 123750 728250 265 1704
190618 1906118 136250 8545.00 308 202
19506118 1906118 123750 988250 265 2277
19/06/18 190618 126250 11145.00 274 2551
1906118 1906118 126250 1240750 274 15
19/06/18 1906118 128250 13690.00 281 3106
19/06118 19/06/18 128250 1487250 281 3387
1900618 190618 126250 16255.00 281 3866
19/06/18 19106118 128250 1753750 281 3949
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17. Other Functions

Transaction: = | Reset | I Delete

Create Transaction but don't lodge as STP Event:
Mark selected pay events as sent:

Close
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