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JobKeeper Payment — INSTRUCTIONS

With Victoria’s new Stage 4 lockdown restrictions, many more businesses will be eligible to access the JobKeeper
Payment. The below explains the steps involved in enrolling and making a claim.

Step 1 — Confirm your business is eligible — see details here.
Step 2 — Confirm which of your employees are eligible — see details here.
Step 3 — Confirm if you have any eligible business participants:

- For Sole Trader - see details here.

- For Partnerships, Trusts & Companies - see details here.

You can also access Highview’s our handy simplified Fact Sheets here.

Step 1 - Enrol your business.

Step 2 - Identify your eligible employees and business participant (if any).

(NOTE: If claiming for August, step 1 & 2 must be completed by 315 August 2020)

Step 3 — Declare your turnover for the month and your projected turnover for next month

Step 1 — Log into your Business Portal (if Partnership, Trust of Company) or MYGOV (if Sole Trader).
Step 2 — Access the COVID-19 JobKeeper section on the Portal/MYGOV.
Step 3 — Click the ‘Enrol’ button.
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Step 1 | Enrol business for JobKeeper wage subsidies l
Enrol an eligible business that has been significantly affected
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Step 4 —Fill in the questions relating to eligibility requirements:
- Are you a Charity or Not-for profit organization (Yes/No)
- Does your turnover exceed $1 billion per annum (Yes/No)
- Which month have you experienced or likely to experience a drop-in turnover of 30% or
more (Select Month)
- Confirm your income has fallen or is likely to fall by 30% or more (Yes/No)
- Areyou intending on registering an eligible business participant?
- Provide bank details for subsidy to be paid into
- Provide contact details
- Tick declaration box and submit


https://www.ato.gov.au/General/JobKeeper-Payment/Employers/Eligible-employers/
https://www.ato.gov.au/general/jobkeeper-payment/employees/eligible-employees/
https://www.ato.gov.au/General/JobKeeper-Payment/Sole-traders/
https://www.ato.gov.au/General/JobKeeper-Payment/Partnerships,-trusts-and-companies/
https://www.highview.com.au/fact-sheets-on-the-jobkeeper-payment/
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IDENTIFY YOUR ELIGIBLE EMPLOYEES

Step 1 — Ensure you have a signed copy of each employees Signed Declaration — forms can be found here.
Step 2 — This step will differ depending if you are registered and lodging Single Touch Payroll.

IF REGISTERED FOR SINGLE TOUCH PAYROLL

If lodging STP pay runs each week to the ATO, you are required to notify the ATO of each employee’s
JobKeeper start date. This is done in your payroll software and goes to the ATO the next time you lodge an
STP event. Below are some helpful links on how to do this, depending on your software.

Software Instructions Instructional video
XERO https://central.xero.com/s/article/Enrol- https://youtu.be/GHpl6VAKSCY
employees-for-JobKeeper-payments
MYOB https://help.myob.com/wiki/display/ar/COVID-
19+wage+subsidy+%28JobKeeper%29+payment
sttexpand-

4NotifytheATOthatyourestartingtopayJobKeeper

QUICKBOOKS https://quickbooks.intuit.com/learn-support/en- | https://www.youtube.com/watch?v=DgzmC
au/payroll-and-stp/set-up-and-manage- miwUbY

jobkeeper-
payments/01/538522?sf232881051=1

IF NOT REGISTERED FOR SINGLE TOUCH PAYROLL
If you have not been lodging via Single Touch Payroll you are required to manually input each of your
employees details directly to the ATO online.

Step 1 — Log into your Business Portal (if Partnership, Trust of Company) or MYGOV (if Sole Trader).
Step 2 — Access the COVID-19 JobKeeper section on the Portal/MYGOV.
Step 3 — Click the ‘Identify’ button.
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Step 1 | Enrcd Busingss for JobKeoper wage subsidies Envellod
Enrol an efigibde business that has been significantly aftecied
Stap 2 | Identify and maintai ploy ligible for Jobieoper wage subsidies
Idontify
> Employers and sligbie employess must complote 3 JobHeaper employis nomnation notice

» If adding a business participant, empioyers and ebgible business participants must compiete a phgible busingss paricipan
neETination notice

@ Required aclions

» Il you are a business using STF enabled payroll software wilh JobHeeper funchonaity:
Ensune aligible employeas ane ientifed and Iodged via your saltware,

> Iyou are a busingéss that doasnt have STF enabled payroll softwars with JobKeeper funclionality, and has mare than 40 employess:
Ensure eligible employess are identified and lodged via Fe transter

» Al giher businesses. visil Hedp.



https://www.ato.gov.au/assets/0/104/300/387/d1aab7f2-fbe8-44b8-9ec1-4885ded1088e.pdf
https://central.xero.com/s/article/Enrol-employees-for-JobKeeper-payments
https://central.xero.com/s/article/Enrol-employees-for-JobKeeper-payments
https://youtu.be/GHpl6VAKSCY
https://linkprotect.cudasvc.com/url?a=https%3a%2f%2fhelp.myob.com%2fwiki%2fdisplay%2far%2fCOVID-19%2bwage%2bsubsidy%2b%2528JobKeeper%2529%2bpayments%23expand-4NotifytheATOthatyourestartingtopayJobKeeper&c=E,1,lavk7gZ_GrLcVWq9KHPuVHYHREtfyfgvhKIlIHuIT-f9hOQ16_Oz4BuM7n0QP1lu0uW5hcDAEQXvTNvKAt8LV6o5GDY4SkfeYqI6MAc9tA72UB8,&typo=1
https://linkprotect.cudasvc.com/url?a=https%3a%2f%2fhelp.myob.com%2fwiki%2fdisplay%2far%2fCOVID-19%2bwage%2bsubsidy%2b%2528JobKeeper%2529%2bpayments%23expand-4NotifytheATOthatyourestartingtopayJobKeeper&c=E,1,lavk7gZ_GrLcVWq9KHPuVHYHREtfyfgvhKIlIHuIT-f9hOQ16_Oz4BuM7n0QP1lu0uW5hcDAEQXvTNvKAt8LV6o5GDY4SkfeYqI6MAc9tA72UB8,&typo=1
https://linkprotect.cudasvc.com/url?a=https%3a%2f%2fhelp.myob.com%2fwiki%2fdisplay%2far%2fCOVID-19%2bwage%2bsubsidy%2b%2528JobKeeper%2529%2bpayments%23expand-4NotifytheATOthatyourestartingtopayJobKeeper&c=E,1,lavk7gZ_GrLcVWq9KHPuVHYHREtfyfgvhKIlIHuIT-f9hOQ16_Oz4BuM7n0QP1lu0uW5hcDAEQXvTNvKAt8LV6o5GDY4SkfeYqI6MAc9tA72UB8,&typo=1
https://linkprotect.cudasvc.com/url?a=https%3a%2f%2fhelp.myob.com%2fwiki%2fdisplay%2far%2fCOVID-19%2bwage%2bsubsidy%2b%2528JobKeeper%2529%2bpayments%23expand-4NotifytheATOthatyourestartingtopayJobKeeper&c=E,1,lavk7gZ_GrLcVWq9KHPuVHYHREtfyfgvhKIlIHuIT-f9hOQ16_Oz4BuM7n0QP1lu0uW5hcDAEQXvTNvKAt8LV6o5GDY4SkfeYqI6MAc9tA72UB8,&typo=1
https://quickbooks.intuit.com/learn-support/en-au/payroll-and-stp/set-up-and-manage-jobkeeper-payments/01/538522?sf232881051=1
https://quickbooks.intuit.com/learn-support/en-au/payroll-and-stp/set-up-and-manage-jobkeeper-payments/01/538522?sf232881051=1
https://quickbooks.intuit.com/learn-support/en-au/payroll-and-stp/set-up-and-manage-jobkeeper-payments/01/538522?sf232881051=1
https://quickbooks.intuit.com/learn-support/en-au/payroll-and-stp/set-up-and-manage-jobkeeper-payments/01/538522?sf232881051=1
https://www.youtube.com/watch?v=DqzmCmiwUbY
https://www.youtube.com/watch?v=DqzmCmiwUbY
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Step 4 — Here you will get a reminder note about Employer & Employee eligibility, the Nomination Notice,
etc. Simple click ‘Next’.

JobKeeper | Identify eligible employees

(i) Betore you start
*ou cannot seve the farm and resume lster.
1. Tz oompleta this form:

# You will nead name, t=x file number (TFN} and date of birth detsils for addiSional employees and business. pasticipant

» If you are s businass with mora than 200 amployees using STF =nabled payroll softwere, aiigible employees must be identified and lodged
wia your saoftwere or Fils transfer®

* If you are & business with more than 40 employess the: dossn't have STP enekbled payroll saftware, eligitle mployess must be identifi=d
end lodged via File trancfers®

» GET tumoesr for this month and projected for nect month

2. Confirr tha aligibility requiraments are baing mat for

» Employsrs

» Employess

¥ Bole taders and other entbies &

» Buginess partisipants?

» Employers and eligible employees must oomplete a JobKeercar amployes nominstion noSios =

3. Rapgistared sgems nominated 1o act on behalf of the business

# fyou procesd you are declering that you have baen engaped to 2ot on behelf of this antity for the purpases of the JobKaeper program

Employer eligibility criteria

Employers and sols traders without amiployeas will ba sligitla for the JobFaaper wags subsidy if all of the fcllowing apply:
* on 1 Marsh 2020, vou carried on = busingss in Ausiralis or wars = not-for-profit organisation St pursusd your objeotivas principally in Australia
* your heva faced =
* 306 fall in GST turnover for an sagragatad fumover of 1 billion or less
* 50F fall in GST turnover for an magragatad fumover of mors than 21 billion
* 15% fall in GST turnover for ACMC-ragistared charitics othar than universitics and schools
> your business is notin ona of tha indigible catogorics &
> you smploysd at least ona gligible amployea on 1 March 2020 [axoludes sola fradars without employees)
> your aligible employess are currently employed by your businass for the forfinights you alsim for including thoss who are stood down or re-hired)

Employee eligibility criteria

*You o=n only claim the JobKespsr paymeant for aligitls smployess that wars in your amploymant on 1 March 2020, and continus {o bs amploysd
whils you are cl=iming the Jobkespar paymant.
Angligible employes is an individual who
¥ is aurrantly employed by the eligitla amployer (including thess stood down or re-hirsd)
¥ iz githar
* amployed on & Sxad fsm or parmanant basis (whethar full-ima o part-tma) by vou [or anothar andity in the wholly cwned group) who wera
smployess == at 1 March 2020

* pasually amployad by you [or anothar aniity in your wholly cwnad group) on & regular and systermatio besis for a2 loas? 12 months as =t 1 Mansh
2020 mnd niot & parmansnt employes or ficed tarm amployss of any othar employer

¥ mo mt 1 March 2020, thay arc =gcd 18 yoars or ovar
¥ mo mt 1 March 2020, thay rasida in Australia and mre an Sustrelian cifizon or holdar of 2 parmanent visa; or & residant for incoms t=x purpcscs and
tha holder of & special ostzgory (Eubolass 2443) vica
* o information abowt fese requiremants can be found on the Serdoes Ausirelia wabsite undar residencs desoriptions =
? tha amployes can also ba an Ausirelian bex rasident whe s = Spacial Catagory [Subcl=ss 444) Visa Holder
* iz nat in recsipt of any of thess paymenis
> povemmant parantal loees or dad and partnar pay
Y m peymant in acoordenos with Austrelian worker comperssation l=w for an individual's total incapacity for work
? hmva not mgread with 2ny other employver to be nominated s an sligible smploves for the Job®sapar paymant
* has completed the JobKoaper employes nomination nobioa ™.

lf you ars al=ming Job¥aaper payments for sligible refigicus pradiiticners, add s=ch cligichk raligious prectficner as an cligitds smployes for the
purposas of gl=ming JobKasper paymants.
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Step 5 — Manually add your eligible employees.

If you have more than 40 employees, you will need to follow the ATO instructions and upload a CSV file.
The instructions below assume you have less than 40 employees;

1. Click on the ‘Add’ button for each employee you are adding.
2. You will need each employees TFN & Date of Birth.

The ATO will check and match what you input with their system.

2. Number of Employees

Include all employees who are eligible or have the potential to be eligible for JobKeeper wage subsidy in coming months.

Do you want to add eligible employees? * \

(@) Yes (" INo

Do you have more than 40 employses? *

() Yes (@) No

J

3. Employee details

@ Nominate all eligible employees
The employer must have paid an employee $1,500 or more for the JobKeeper fortnight for the employee to be eligible.
The employee must meet all other eligibility criteria =

Fortnight 1: 30 March - 12 April
Fortnight 2: 13 April - 26 April

Other employees

Last name = Given name > TFN+ Date of birth JobKeeper status *+ @

Employee details
Tax file number (TFMN) * Date of birth *

‘ ‘ ddfmmiyyyy ‘ Confirm ‘
m

Once you click ‘Save’, you will get a confirmation screen, click ‘Next’ to continue.
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Other employees Add®

1 employees listed

Last name = Given name = TFN = Date of birth JobKeeper status *+ @

_ Caﬁ_l:P\Jla‘d_J v

Total wage subsidy being claimed in April

$3,000.00
JobKeeper period Business participant claim Employees claim Wage subsidy
Fortnight 1 (30 March - 12 April) 0 1 $1,500.00
Fortnight 2 (13 April - 26 April) 0 1 $1,500.00
Total wage subsidy payments $3,000.00
(M)

(! ) Evidence required

You will not be eligible for and may be required to repay Jobkeeper wage subsidy payments if you do not keep records to substantiate all information
provided in your application. Penalties may be imposed for giving a false or misleading statement

Other employees Add®

1 employees listed

Last name = Given name + TFN = Date of birth JobKeeper status *+ @
_ ’ - Select an option - ~
- Select an option -
P - Saectanopion-

Never eligible

Date of birth Not claiming yet

Claim FN 1 and 2
=
iven name Claim only FN 1

Slaim fi FMN &
Other names | Claim from FN 2

After you’ve added all the details, click ‘Save’. Now you will have succesfully identified your employees.
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DECLARE YOUR MONTHLY TURNOVER

This step must be completed every month between 15t — 14 of the month.

Step 1 — Log into your Business Portal (if Partnership, Trust of Company) or MYGOV (if Sole Trader).
Step 2 — Access the COVID-19 JobKeeper section on the Portal/MYGOV.

Step 3 —Click the ‘Declare’ button.

Step 4 — Enter your actual turnover (excluding GST) for the month that has just finished.

Step 5 — Enter your estimated turnover (excluding GST) for the next month — this is just an estimate.
Step 6 — Check the bank accounts and edit if required.

GST turnover

Each manth, you must reconfirm the eligibility of your business and your reported aligible employees. You must also provide your current and
projected GST turnover. This is not a retest of your eligibility, but rather an indication of how your business is performing. Visit GST turnover test™.

Cunre: i magver *
Cument April GST tumgver )
] =

Projected May GST turncwer =

5] ]

Financial institution details

1
|

Account numbar

Edit

@ Evidence required

You will not be eligible for and may be required to repay JobKeeper wage subsidy payments if you do not keep records to substantiate all information
provided in your application. Penaltiss may ba imposad for giving a false or misleading statermant

Declaration

> | have prepared this document in accordance with the information supplied by the entity.
» | have received a declaration from the entity stating that the information provided to me is true and correct,
» | am authorised by the entity to give this document to the Commissioner.

Privacy: For important information about your privacy see our Privacy notice o

[ Tick this box to sign this declaration with the identification detalls you used to log-in. ®

Step 7 — Click ‘Submit’.

The ATO will now begin processing your information and provide the subsidy within 7-14 days.
Remember: you are required to repeat this step every month.
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