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Introduction
This document was created as a guide for clients of Pilot Partners who complete their own
bookkeeping to assist with reconciling transactions which are subject to government or
Australian Taxation Office (ATO) concessions for COVID-19.
The guide assumes that as you are completing the bookkeeping for your business, you have a
basic knowledge of Xero (for example, you know how to create a bill, or how to create a new
account in the chart of accounts) and the terminology used in Xero.
The guide provides examples only. The new accounts created in this guide are based on the
Xero default chart of accounts. You may need to use a different account number if the number
in this guide has already been used in your file or if you use a different chart of accounts
structure (for example, if you had a MYOB file which was converted to a Xero file).
The information outlined in the guide is based on concessions as at 6 May 2020. The
concessions may change depending on the length of the COVID-19 pandemic, or as the
government/ATO make further announcements.
To help businesses navigate the volume and complexity of COVID-19 concessions, Pilot
have provided a summary of COVID-19 Frequently Asked Questions. This page is
updated as more information is released.
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JobKeeper payments
Set JobKeeper start date for your employees
1. In the Payroll menu, select Pay Employees.
2. In the Payroll support during COVID-19 message, click visit Payroll support
page.
3. Select the JobKeeper settings tab at the top of the page.
4. Next to an employee’s name, click Start JobKeeper. If the details under an
employee’s name are red, edit them using the steps in the section below.

5. Select the applicable ATO fortnight, then click Save for reporting.
 You decide which fortnight to select based on the Payment Date of the pay run
when your business becomes eligible for JobKeeper.
 You cannot select an ATO fortnight in the future. You can only select a current or
past fortnight.

Repeat these steps for other eligible employees. The employee JobKeeper start dates will be
sent to the ATO when you next file with Single Touch Payroll (STP).
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Set JobKeeper stop date
You can set a stop date for JobKeeper in Xero if your employee resigns or their employment is
terminated and you are no longer eligible to claim JobKeeper for them.
You do not need to set the stop date for the end of the JobKeeper scheme (the fortnight
ending 27 September 2020).
1. In the Payroll menu, select Pay Employees.
2. In the Payroll support during COVID-19 message, click visit Payroll support page.
3. Select the JobKeeper settings tab at the top of the page.
4. Under Nominated employees, next to an employee’s name, click Stop JobKeeper.
5. Under JobKeeper stop date, select the applicable ATO fortnight, then click Save for
reporting.

You can determine which fortnight to select based on the Payment Date of the final
pay run that the employee should receive top-ups e.g. if the payment date is 1 May,
select the ATO fortnight that spans 27 April to 10 May.

You cannot select an ATO fortnight in the future. You can only select a current or
past fortnight.

JobKeeper top up pay item
Xero has automatically created a new JobKeeper allowance pay item. By default, the allowance
is exempt from Superannuation Guarantee. Please contact your Pilot advisor before updating
any of the default settings for this pay item.
The pay item can be added to your employees’ pay template or payslip in the payrun by
clicking “Add Earnings line”. An example of a top up pay is:
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Adjust previous JobKeeper payruns
If a custom pay item has previously been used for the JobKeeper top up payments, these
payments need to be reallocated to the Xero top up pay item. This will ensure that the
allowance is correctly reported to the ATO with STP.
1. Run a Transaction Listing Summary report for the relevant employees to help identify
amounts paid using the custom pay item.
2. Process an unscheduled pay run – For each relevant employee, enter the amount as a
negative against the incorrect earnings pay item and re-enter the amount as a positive
using a JobKeeper pay item. We suggest processing unscheduled pay runs against each
pay with a payment date on or after 30 March so the amounts are correctly reported
per payment date.

3. Inactivate your custom JobKeeper pay item.
pilotpartners.com.au
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Record JobKeeper payments received
1. Create an ‘other income’ account per the below screenshot.

2. From the bank reconciliation, code the deposit in the bank account to the account
created above.

Recording stand down time
Due to COVID-19, you might need to stand down an employee until more work is available.
For more information about standing down an employee, or if you have questions about your
business requirements, please see the Fair Work Ombudsman website.
To record an employee’s time on stand down in Xero Payroll, you should:
1. Check an employee’s holiday group. All local holidays should be included in the
employee’s holiday group. Please pay particular attention to Ekka/Show holidays.
a. Click the organisation name, select Settings, then click Payroll settings.
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b. Select the Holidays tab, then select the employee’s state holiday group (e.g.
‘Queensland’).
c. Check that the list of public holidays includes all applicable local holidays.
d. (Optional) To add a new holiday to the group, click Add Holiday, enter the details,
then click Add.

Then check that the employee is assigned to the correct holiday group.
e. In the Payroll menu, select Employees.
f.

Click an employee’s name to open their details, then select the Employment tab.

g. Under Holiday Group, check the correct group is selected for the employee.
h. Select the Include holidays in Payslips checkbox if you haven’t already.
i.

Click Save.
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2. Create a new earnings pay item
a. Click on the organisation name, select Settings, then click
Payroll settings.
b. Select the Pay Items tab, then select Earnings.
c. Click Add, then select Ordinary Time Earnings.
d. Enter an Earnings Name, such as 'Stand down’.
e. Under Rate Type, select Multiple of employee's
ordinary earnings rate.
f.

Under Multiple (ex. 1.5), enter ‘0’.

g. Under Expense Account, select the relevant expense
account, such as ‘Wages and Salaries’.
h. Select the Accrue Leave for this Earnings Rate
checkbox, then click Add.
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3. Process a pay run and edit the employee’s payslip
a. In the Payroll menu, select Pay Employees.
b. Click Add Pay Run, select a pay period, then click Next.
c. Click the employee’s name to open the payslip.
d. Click Add Earnings Line.
e. Under Earnings Rate, select the new ‘stand down’ earnings pay item created above,
then click OK.
f.

In the 'stand down' earnings rate, enter the number of working hours in the pay period
the employee missed because of stand down. Don’t include hours covered by public
holidays in the stand down hours.

g. In the ‘ordinary hours’ earnings rate, reduce the number of hours by the amount in the
‘stand down’ earnings rate.
h. Click Save.

When you post the pay run, the stand down hours can be recorded without disrupting the
employee’s leave accruals. Each pay run will need to be edited to show the stand down hours
until the employee returns to their standard hours.
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PAYG Withholding Refund/Small Business Cash Flow Boost
1. Create an ‘other income’ account per the below screenshot.

2. If you record a Business Activity Statement (BAS) payment from the bank reconciliation
screen, code as follows:
a. Click “add details” from the bank reconciliation screen.
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b. Code the payment as follows, using a negative on the refund line:

2. If you record a BAS payment/refund using a bill/invoice, code as follows:

General notes for payable activity statements
If the Activity Statement is a payment you will need to enter a negative in the PAYG
Withholding refund line in the bill/spend money transaction. This will ensure that the PAYG
Withholding refund will reduce the amount of the payment due to the ATO.
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General notes for refundable activity statements
If the Activity Statement is a refund, you do not need to put a negative in the PAYG
Withholding refund line in the invoice/receive money transaction.

Monthly Activity Statements with $0 payable
If you are a monthly lodger and have $0 payable on the April and/or May IAS create a journal
entry to clear the PAYG Withholding liability as shown below.

Full amount of refund not received
If part of a BAS refund has been held by the ATO or used to reduce other outstanding
liabilities, add a line in the transaction to show the amount held by the ATO as shown below.
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Instant Asset Write Off
Create a bill and code the payment to the relevant fixed asset account (e.g. motor
vehicles/office equipment/plant and equipment) per the example in the below screenshot.

Alternatively, from the bank reconciliation, code the payment to the relevant fixed asset
account (e.g. motor vehicles/office equipment/plant and equipment) per the example in the
below screenshot.

Pilot will calculate your total tax depreciation claim and complete relevant disclosures when we
prepare your 2020 financial year income tax return.
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ATO Administrative Concessions
The below concessions will not be automatically applied to assist taxpayers. The ATO will need
to be contacted (either directly or by Pilot as the registered tax agent) in order to request
assistance which will be tailored to individual circumstances.

Payment deferrals
To keep track of what you need to pay, create a bill in Xero once you submit the lodgement
which is subject to the deferred payment and edit the date of the bill to be due on the date as
negotiated with the ATO. Code the bill to the following accounts:




Fringe benefits tax (FBT) expense account if you have deferred payment of your 2020
FBT return.
GST payable and/or PAYG Withholding account if you have deferred payment of an
activity statement.
Income tax payable/provision for income tax account if you have deferred payment of
your 2019 income tax return.

PAYG Instalment refunds
If you have elected to receive a refund of the September and December 2019 PAYG
instalments on the BAS, enter this as follows:
If you code the BAS from the bank reconciliation screen:
a. From the “Create” tab, click “add details”.
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b. Code the payment:

If you record a BAS payment/refund using a bill/invoice, create the bill/invoice and
split the payment/refund as follows:
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General notes
If the activity statement is a payment you will need to enter the income tax payable/provision
for income tax line as a negative in the bill/spend money transaction. This will ensure that the
PAYG instalment refund will reduce the amount of the payment due to the ATO.
Alternatively, if the activity statement is a refund, you do not need to put a negative in the
income tax payable/provision for income tax line in the invoice/receive money transaction.

Remission of General Interest Charges (GIC)
Any refunds of GIC should be coded to the interest expense account.

Payment arrangements
To keep track of what you need to pay, create a bill in Xero once you submit the lodgement
which is subject to the payment arrangement. Code the bill to the following accounts:




FBT expense account if you have a payment arrangement for your 2020 FBT return.
GST payable and/or PAYG Withholding account if you have a payment arrangement for
an activity statement.
Income tax payable/provision for income tax account if you have a payment
arrangement for your 2019 income tax return.

Each payment should be credited against the bill.
For example, if you have an income tax debt subject to a payment arrangement:
1. Create a bill to show the liability.
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2. When you make a payment. From the bank reconciliation screen, click the “match” tab:

3. Find the bill to the ATO from the list, then click the check box and then select split.

4. Enter the amount of the payment, then click the green buttons to “Split” then
“Reconcile”.
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Federal Government SME loans
1. Create a new non-current liability account.

2. When the drawdown of the loan is received into the bank account, code it to the liability
account created above. The “who” will be the bank providing the loan (e.g. Westpac,
CBA, NAB).

3. Code interest payments to the interest expense account.
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Queensland Government loans
1. Create a new non-current liability account.

2. When the drawdown of the loan is received into the bank account, code it to the liability
account created above.

3. Code interest payments to the interest expense account.
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Queensland Payroll Tax Concessions
Payroll tax refunds
From the bank reconciliation, code the deposit in the bank account to your payroll tax expense
account per the example in the below screenshot.

Payroll tax deferrals
During the deferral period, you must still lodge payroll tax returns per your usual lodgement
cycle (monthly, quarterly or annually). To keep track of what you need to pay, create a bill in
Xero once you submit the payroll tax return on OSRConnect. Code the payment to your payroll
tax account. You can edit the due date per the example in the below screenshot.
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Queensland land tax relief
Land tax rebate
From the bank reconciliation, code the deposit in the bank account to your land tax expense
account per the example in the below screenshot.

Land tax waiver
From the bank reconciliation, code the deposit in the bank account to your land tax expense
account per the example in the below screenshot.

Land tax deferral
Enter a bill when you receive the land tax assessment notice and edit the due date to match
the assessment notice.
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