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Introduction

The purpose of this Webinar is to assist and summarise the Job Keeper Payment 

requirements for our customers by reviewing the requirements and showcase how to 

process these payments within Sage MicrOpay. 
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What do we know today?

We know that there are specific requirements governing the JobKeeper Payments 

Scheme and it is important to understand and familiarise yourselves with these 

requirements. The ATO continuously updates their resources and at Sage, we are 

continuously aligning our software to these requirements in the best possible way. 
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Requirements for Job Keeper Payments

1. Confirm that you are an eligible employer. 

2. If you are eligible, identify your eligible employees. 

3. Before you start making JobKeeper Payments, you (as an employer), or your registered Tax or 

BAS agent, must enrol for JobKeeper Payment scheme via the ATO Business Portal. 

4. In your software you need to set up appropriate Additions/Allowance Descriptions, to pay your 

employees and report via STP Reporting. 

5. After you start making JobKeeper payments, make a monthly business declaration to the ATO, 

via the ATO Business portal or through your registered tax or BAS agent. 
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Resource: https://www.ato.gov.au/General/JobKeeper-Payment
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JobKeeper Allowance Descriptions from the ATO

• Table of START Allowance Descriptions, provided by the ATO.
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• Each Allowance Description corresponds to a different JobKeeper Payment fortnight

• There are different Allowance Descriptions used when payments finish or when a top up 

payment is required.
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Processing JobKeeper Payments in 

MicrOpay
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In MicrOpay, set up appropriate Additions/Allowance Descriptions, pay your 

employees and report via STP Reporting.

Demo
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Upgrade to Sage MicrOpay 8.2 SP1 B1

• This software bulletin was released on 21 April 2020 and contains a change to support 

STP reporting of Other Allowances used in relation to JobKeeper Payments.

• If you started making JobKeeper Payments to employees in March/April, make sure that by 

30 April 2020 you have: 

1. installed this bulletin 

2. reported your next Pay Event, or an Update Event if you won’t be paying employees again until 

after this date.

• Completing these tasks prior to 30 April 2020 ensures that the ATO is notified about 

JobKeeper Payments you have made and can start processing reimbursements as soon 

as possible.

If you are a Payroll Online customer, you are already using Sage MicrOpay 8.2 SP1 B1. 
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Importing and using JobKeeper Eligibility IQ

IQ report JK-Elig1 JobKeeper Eligibility can help you to identify employees eligible for 

JobKeeper Payments.

To import the IQ:

1. Download the IQ from the Sage Knowledge Base.

2. Unzip the download file and save the unzipped file to an accessible location.

3. In Sage MicrOpay, go to Common > IQ then select Import on the menu bar.

4. In the Import window, browse to the location where you saved the file.
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5. Click Import. The new IQ will now appear in 

your list of IQ reports.
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Importing and using JobKeeper Eligibility IQ

• This IQ report returns a list of permanent full and part-time and casual employees who 

meet eligibility criteria for JobKeeper Payments.

• The IQ parameters reflect JobKeeper eligibility criteria for permanent and casual 

employees.
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Set up Allowance Descriptions

• The ATO have provided software developers with a list of Allowance Descriptions. 

• Different Allowance Descriptions are used to indicate that an employee has started or 

stopped receiving JobKeeper Payments, or has been paid a top up amount.

• There are different ‘START’ and ‘FINISH’ Allowance Descriptions that correspond with specific 

JobKeeper Payment fortnights. The one that you use notifies the ATO of the fortnightly payment 

period when JobKeeper Payments started or finished for the employee.

• These Allowance Descriptions are set up with a type of Other and linked to Additions. 

• You must use the Allowance Descriptions EXACTLY as they have been provided by the 

ATO, otherwise it could result in significant delay in processing reimbursement for 

payments you have made.
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Resource: Sage Knowledge Base Solution ID 200415022155135
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Setup Allowance Descriptions

• Payroll > Maintenance > General > Allowance Deduction Descriptions > Add
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Setting up a ‘START’ Allowance Description

• This Allowance Description indicates that JobKeeper Payments started in the first payment 

fortnight, i.e. 30/03/2020 – 12/04/2020. You may need to set up others, depending on when 

payments to employees start, or to report that payments have finished.
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Setup Allowance Descriptions

• Payroll > Maintenance > General > Allowance Deduction Descriptions > Add
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Setting up a ‘TOP UP’ Allowance Descriptions

• This Allowance Description indicates that a top up payment was made to an employee who 

has earned less than $1500 before tax in a JobKeeper Payment fortnight.
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Setup Allowance Descriptions

• Payroll > Maintenance > General > Allowance Deduction Descriptions > Add
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Setting up a ‘FINISH’ Allowance Description

• This Allowance Description indicates that JobKeeper Payments to the employee finished in 

the tenth payment fortnight, i.e. 03/08/2020 – 16/08/2020. You may need to set up others, if 

payments to employees finish at different times.
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Set up Additions and link Allowance Descriptions

• START and FINISH Allowance Descriptions are linked to Amount-type Additions AFTER 

Tax.
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• Payroll > Maintenance > General > Additions and 

Deductions > Add

• Set up separate Additions for each START and 

FINISH Allowance Description you will be using

• Enter a Code and use the same Description as the 

Allowance Description that will be linked to it.

• Category is Addition After Tax.

• Type is Amount.
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Set up Additions and link Allowance Descriptions

4/27/2020 16

On the RDO and ATO Reporting tab:

• Payment Summary is set to Include in Allowances. 

(Not in Gross)

• Allowance ATO Type is set to Other.

• Applicable Allowance Description is selected, e.g. 

JOBKEEPER-START-FN01, if the Addition will be 

used to indicate that an employee started receiving 

payments in the first JobKeeper Payment fortnight. 
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Set up Additions and link Allowance Descriptions

• Enter a Code and use JOBKEEPER-

TOPUP as the Description.

• Category is Addition Before Tax.

• Type is Amount.

• You are not required to calculate super on 

top up payments.
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• TOP UP Allowance Descriptions are linked to Amount-type Additions BEFORE Tax.



© 2020 The Sage Group plc or its licensors. All rights reserved.

Set up Additions and link Allowance Descriptions
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On RDO and ATO Reporting tab:

• Payment Summary is set to Include in 

Allowances (Not in Gross).

• Allowance ATO Type is set to Other.

• Allowance Description is JOBKEEPER-

TOPUP.
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Processing Additions

• These Additions can be selected in a transaction in the same way as any other Addition.

START and FINISH Additions

• If you need to report the START or FINISH of JobKeeper Payments for many employees, 

the simplest option is to use the Multi Employee timesheet. 

• You only need to process a START Addition once per employee, to report that they 

have started receiving payments.

• When payments to the employee end, report the FINISH Addition for corresponding 

JobKeeper Payment Fortnight that occurred.

• These Additions are processed with a nominal value of $0.01. A value must be entered or 

the Addition cannot be processed in a transaction. $0.01 is smallest amount that can be 

processed for a pay component in Sage MicrOpay.
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Processing Additions 

• Go to Payroll > Transactions > Processing > Multi Employee Timesheet.

• Customise the timesheet grid to add the START Addition(s) to the grid columns.  
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Using Multi Employee Timesheet to process START Additions
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Processing Additions 

• Add a row for each eligible employee and enter 0.01 for them in the JobKeeper Addition 

column.

4/27/2020

• If you are only processing the JobKeeper START Addition, you can select Process now. 

• If you are also processing pays, you can add other components, e.g. Normal Hours, before 

selecting Process but these can be added via transaction entry later.  

Using Multi Employee Timesheet to process START Additions

Review transaction Options 

before processing.  
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Processing Additions 

• Top up payments are required for any eligible employees who were paid less than $1500 

before tax over a JobKeeper Payment fortnight. 

• If employees received less than this in any previous periods since JobKeeper Payments 

commenced, the difference should be included in the next pay run, processed using the 

Top Up Addition Before Tax.

• We are currently awaiting clarification from the ATO on what pay components need to be 

considered when identifying the before tax amount an employee has received in a 

fortnight. 

• This information is expected imminently, however we appreciate the huge demands that 

JobKeeper Payments are placing on ATO staff. 

• We are working on additional functionality to help you identify eligible employees who 

require a top up payment. (more detail to come)

4/27/2020

Top up payments
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Processing Additions 

• Top up payments are required for any eligible employees who were paid less than $1500 

before tax over a JobKeeper Payment fortnight. 

• In a timesheet, select the JobKeeper Top Addition and add it to the transaction.

• In the Value, enter an amount to make the employee’s gross over the fortnight equivalent 

to $1500  

4/27/2020

Top up payments
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Reporting through STP 

• After transactions are processed, continue with other steps in your processing checklist, 

e.g. generating the EFT Export, producing Pay Advices, etc. until you are ready to report 

the STP Pay Event.

• There is nothing additional you need to do, if a JobKeeper START, FINISH or TOPUP 

Addition was processed for an employee, it’s included in the Pay Event to be reported to 

the ATO. 

• Review Pay Events as you normally would, prior to reporting, then report to the ATO and 

carry on with processing your pay.

• Remember:

If you started JobKeeper Payments in March/April, you must have installed MicrOPay 8.2 

SP1 B1 and then reported employees in the next Pay Event before 30 April 2020, for timely 

processing of reimbursements by the ATO
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Reporting through STP 

• You can add the Allowance Other column to the Pay Event Details grid, to view Allowance 

values that will be reported in the Pay Event. This shows the total Other Allowances paid to 

the employee so may include other values

4/27/2020

• A clearer breakdown of values is provided in the STP Pay Event Report. 
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What’s next for Sage MicrOpay?

• We are currently working on changes aimed at making it as simple as possible for you to 

identify employees who require top up JobKeeper Payments. 

• These changes include a new JobKeeper checkbox added to various components that are 

included in pay calculations, such as Pay Component maintenance records, Leave Reasons 

and Additions. 

4/27/2020

• A JobKeeper checkbox will also be added the employee 

record, to be ticked for eligible employees.

• A new IQ report is also being developed and that will allow you 

to enter what an employee was paid over a range of payment 

fortnights, to determine whether the $1500 rule was met. 

• We are aiming to release these changes in a further bulletin, as soon as possible. This is 

dependant on clarification from the ATO on how the $1500 before tax figure is calculated. This 

is expected imminently, but had not been received at the time this material was prepared.  
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Prepare for JobKeeper 

Payments
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Employer Eligibility

There are several criteria that an employer must meet to be eligible, including facing 

a fall in turnover.
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Employer eligibility requirements
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• On 1 March 2020, you carried on a business in Australia or were a not-for-profit organisation that 

pursued your objectives principally in Australia.

• You employed at least one eligible employee on 1 March 2020.

• Your eligible employees are currently employed by your business for the fortnights you claim for 

(including those who are stood down or re-hired).

• Your business has faced either a: 

o 30% fall in turnover (for an aggregated turnover of $1 billion or less)

o 50% fall in turnover (for an aggregated turnover of more than $1 billion)

o 15% fall in turnover (for ACNC-registered charities other than universities and schools).

Resource: https://www.ato.gov.au/General/JobKeeper-Payment
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Employee Eligibility

There are several criteria that an employee must meet to be eligible and nominated 

for the JobKeeper Payment. 
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Summary on Employee eligibility

• The ATO defines in detail which employees are eligible under the JobKeeper scheme, in 

summary but not limited to: 

• Employees who are employed by yourself (including those stood down or re-hired) 

• Employees who were permanent or part time as at 1 March 2020

• Employees who were on long-term casual basis for at least 12 months as at 1 March 2020

• Employees over the age of 16 as at 1 March 2020

• Employees who were an Australian resident as at 1 March 2020

• Employees who were not in receipt of any government parental leave or worker compensation

• Employees who were identified to be nominated by you (more criteria apply to this category)  
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Resource: https://www.ato.gov.au/General/JobKeeper-Payment
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Before making payments - Enrol for 

the JobKeeper Payment
The ATO site has clear step by step instructions and supporting guidance on 

assisting you to enrol for the JobKeeper Payment Scheme.  
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Enrol for the JobKeeper Payment
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Step 1 Step 2

Step 3

Resource: https://www.ato.gov.au/General/JobKeeper-Payment
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After making payments – Business 

Declaration
After you start making JobKeeper payments, make a monthly business declaration to 

the ATO, via the ATO Business portal or through your registered tax or BAS agent. 

The purpose of the declaration is to reconfirm your eligible employees.
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Generate and submit Business Declaration to ATO
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Each month, you must reconfirm your reported eligible employees. This can be done through the 

Business Portal or via your registered tax or BAS agent.

If your eligible employees change or leave your employment, you will need to notify us through the 

business monthly declaration report.

You must also provide information as to your current and projected GST turnover. This is not a retest 

of your eligibility, but rather an indication of how your business is progressing under the JobKeeper 

Payment scheme.

Resource: https://www.ato.gov.au/General/JobKeeper-Payment
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Resources & Future Events

37

Sage City- https://www.sagecity.com/au/sage-micropay

Sage KB - Sage Knowledgebase

Sage COVID Information page - https://www.sage.com/en-au/coronavirus/#webinars

ATO - https://www.ato.gov.au/General/JobKeeper-Payment

Fairwork - www.coronavirus.fairwork.gov.au

End of Financial year is fast approaching, and this year’s EOFY will look very different, so we 

need to ensure that our customers are ready, especially around the current climate and COVID19 

stimulus packages released by Government. This campaign is aimed to give you the option to select 

either What’s New in Payroll Legislative video and webinar content presented by industry leaders 

and/or attend the workshops showcasing how to process EOY using MicrOpay. Please look out for 

the communication over the coming days and book your seat. 

We know that some of our clients need more assistance then others, whether that be a lack of time, or 

just wanting peace of mind knowing it will be set up correctly. Therefore Sage Payroll Consulting is 

offering a bespoke consulting package to those clients who wish to outsource this process. To take 

advantage of this package, email consulting.au@sage.com.

https://www.sagecity.com/au/sage-micropay
https://au-kb.sage.com/portal/ss/?utm_campaign=PRL_20Q2_C4L_AU_DGEO_HR0680_MicrOpayRenewals2020_EmailV3.2&utm_medium=email&utm_source=Eloqua&tabid=3&searchaliases=custom_au_en_micropay&elqTrackId=91fd8704e18d4be1bfa08d2c8666ac96&elq=7ebde3c7773a43899fa85b733d8ef7f7&elqaid=39893&elqat=1&elqCampaignId=15516
https://www.sage.com/en-au/coronavirus/#webinars
https://www.atoat.gov.au/General/JobKeeper-Payment
http://www.coronavirus.fairwork.gov.au/
mailto:consulting.au@sage.com
peter.billing
Highlight



Q&A
We will allow for 15 minutes of Q&A.

We possibly might not be able to answer all your questions but will channel 

all the questions received to the subject matter experts and publish the 

Q&A on the hub as mentioned earlier. 



Thank you


