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Employer Single Touch Payroll Readiness Checklist  

SAP Australia 
 

 

 

SAP Australia is the best source of information 

about what you can do to prepare for Single 

Touch Payroll.  

You should ensure that you have 

subscribed to the SAP Service 

MarketPlace (SMP) or the Special Interest 

Group (SIG) JAM Groups (Private Sector 

or Public Sector).  

You should seek to understand the SAP 

Australia plans for the: 

 Single Touch Payroll solution 

 Timeline for solution availability 

 Impact on your current solution and 

business processes 

 Transition support 

Business Processes Impacted by STP 

Pay Production 

 
When you do a pay run, either for the regular 

payday or for an off-cycle pay, you will create 

a Pay Event–Submit report for the ATO. 

 

 Just as you send a bank file to your 

financial institution or payslips to your 

employees each pay, Single Touch 

Payroll requires you to submit a report 

to the ATO on or before payday. 

 You are required to declare that the 

Single Touch Payroll report is true and 

correct as you submit it to the ATO. 

 You will have to manage the AUSkey 

authorisations for the SAP cloud 

sending solution. 

 

Payroll Validation 
Are you addressing overpayments correctly? 

 You should already be validating the 

results of your pay run, but this is an 

essential pre-requisite for Single Touch 

Payroll. 

 Are you paying your employees 

correctly? 

 Are you calculating your 

superannuation obligations correctly? 

 

 

 

  

Always check on the ATO website for the 

latest, up-to-date information: 

https://www.ato.gov.au/stp 

To ask ATO questions directly, email them on 

singletouchpayroll@ato.gov.au 

Information will be updated regularly and 

the ATO are the source of truth for STP! 

 

https://service.sap.com/hrau
https://service.sap.com/hrau
https://jam4.sapjam.com/groups/about_page/5XoEe9KKJrAjc58dw7aEny
https://jam4.sapjam.com/groups/about_page/5XoEe9KKJrAjc58dw7aEny
https://jam4.sapjam.com/groups/IaUehHTSjaY2xtfGI2ScEH/overview_page/ZjHy6ht54CvqgR1TVmoIBz
https://www.ato.gov.au/stp
mailto:singletouchpayroll@ato.gov.au
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Payroll Reconciliation 
You will now include the Pay Event-Submit 

report in the reconciliation. 

 You should already be reconciling 

the outputs from your payroll to 

ensure that the relevant amounts 

align before you send them, but 

this is an essential pre-requisite for 

Single Touch Payroll. 

 You will now include the Pay Event-

Submit report in the reconciliation. 

Correct and Complete 

 

There are many activities that you currently 

perform at the End of Financial Year to 

prepare for issuing Payment Summaries to 

employees and the Payment Summary 

Annual Report to the ATO. 

 Many of these activities are now 

required to be performed each pay 

so that you can declare your Single 

Touch Payroll report is true and 

correct.  

 SAP Australia will identify the 

software-specific steps, your SAP 

partner may assist you with your 

business-specific steps, but there are 

general steps you may consider: 

 
Wage Types 

 When you configure your wage 

types, make sure you consider if the 

payment should be included on your 

Single Touch Payroll report to the 

ATO.  

 If it should be, make sure you assign it 

to the right report label. 

 If it should be, make sure you set it up 

to keep track of year-to-date 

balances as they should be reported. 

 Make sure reportable allowances 

and deductions are correctly 

assigned to the new reporting labels. 

 Are there any steps you can do to 

mitigate those errors, so that they 

don’t become a payroll reporting 

problem? 

 
Master Data 

 What kind of typical errors do you 

detect with your master data or 

results for your Payment Summaries 

and Payment Summary Annual 

Report at the End of Financial Year? 

 For example: address and name 

format issues, negative year-to-date 

amounts etcetera. 

 How will SAP Australia address these 

issues? 
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 Will you be provided with automated 

solutions, reports that identify the 

issues or other tools? 

 Will they be provided as part of the 

Single Touch Payroll solution update 

or at an additional fee? 

 Can you accommodate these 

additional steps in the available 

window you have for pay 

production? 

 Are the root causes of these issues 

other processes that are used to 

create data?  

 Are there any steps you can do to 

mitigate those errors, so that they 

don’t become a payroll reporting 

problem? 

 Is your change control process 

adequate and timely? 

 
Testing 

 How robust are your testing processes 

to verify the accuracy of, not only 

your wage types, but of the 

accounting and reporting outcomes 

of payroll?  

 Do you have good data governance 

processes?  

 How efficient is your change control 

process? 

 Do your approvals take a long time? 

 What are your back-up options if you 

need to change something between 

approvals? 

 Do you involve all of the relevant 

parties in your testing executions? 

 
Business Management Software 

 Do you use more than one instance 

of SAP or other payroll software 

solutions for your payroll 

arrangements? 

 If so, each solution must have a 

unique identification number – a BMS 

Id 

 If you move employees between 

Business Management Software, do 

you have adequate controls in place 

to ensure your data migration 

approach doesn’t adversely impact 

your Pay As You Go Withholding 

liability or what your employees may 

see on myGov? 

 
Payroll Arrangements 

 If you have concurrent employment 

arrangements, do you use the SAP CE 

solution, or have other arrangements 

that require manual interventions to 

correct it? 

 If you have multiple employers on 

your payroll, do you manage 

transfers between those employers in 

such a way as to ensure the correct 

assignment of earnings to the 

appropriate employer, or require 

manual interventions to correct it? 
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 Do you accurately account for your 

Pay As You Go Withholding 

obligations in the ledger to reflect the 

correct payment due date to the 

ATO, as the Single Touch Payroll 

report will show when the payment 

date was for each employee?  

 Do you sometimes forget to post the 

payroll to the ledger until later? What 

might you introduce to ensure payroll 

is posted to the ledger in a timely 

manner? 

 Do you use the Cross-Entity 

Authorisations for your employers 

within a group of businesses? 

 If you perform payroll bureau 

services, are you registered with the 

Tax Practitioners Board? 

 Do you effectively manage your 

security authorisations? 

End of Financial Year 

 

 You will still have to create, validate 

and reconcile your Reportable Fringe 

Benefits Amounts (exempt/not 

exempt) and Reportable Employer 

Superannuation Contributions, if this is 

not addressed as part of your pay 

production process. 

 There is still a business financial 

requirement to reconcile the 

accounts of your business. Those 

financial reconciliation processes will 

remain under Single Touch Payroll. 

 You will still have to confirm the 

accuracy of your Pay As You Go 

Withholding balances and payments 

to the ATO. 

 As part of this process, you may 

identify discrepancies that require 

you to make changes to your 

reported payroll data. 

 Some of those changes may result in 

adjustments to the Pay As You Go 

Withholding payments to the ATO. 

 If you make changes to the reported 

payroll data, you must advise these 

changes to the ATO via a Pay Event-

Update report. 

 When you are satisfied that all your 

employer and employee data is 

correct and complete, you must 

declare each employee as finalised 

to the ATO via a Pay Event-Update 

report. If you were able to do this for 

every employee in time for the final 

pay run, you may make the 

declaration in the last Pay Event-

Submit report. 

 This will alert the ATO to publish the 

Employment Income Statement on 

myGov and pre-fill data for your 

Individual Income Tax Return. 

 If you finalised your end of year 

obligations using Single Touch Payroll, 

if you need to amend prior years, use 

a Pay Event-Update service with that 

years’ date. 

 
Want to know more? 

Contact Us 

Pendragon Consultants 

Level 5, 87 Wickham Terrace 

Spring Hill Qld 4000 

P - 07-3831-7707 

E - info@pendragon.com.au 

W - www.pendragon.com.au 

LinkedIn - FollowUs 

http://www.pendragon.com.au/
https://www.linkedin.com/company/928154/

