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STP Preparation

 Fields cannot contain dashes, comma’s, spaces, or special characters. 

 State fields are required to be CAPS, max 3 characters. 

 Phone number do not leave this blank, if no landline phone number exists copy and paste 

the mobile number into the ‘Phone’ data field. All numeric – no dashes, gaps or other 

characters.

 Date of Birth data is passed to the Single Touch Payroll file.

 Super contributions need to be ticked “is super” to be included in the STP file.

 Allowances – update the allowances to include the relevant mandated ATO description.
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Employee Properties

• Remove “,” “-” special characters

• New Country Field

• State Fields – CAPS max 3 characters

• Ensure Phone number not blank

• Ensure DOB not blank
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Onboarding

Mandatory fields

• Tax Free threshold

• Residency status

• Senior Tax 

New Employees must complete

• Declaration date

• Declaration Acceptance Indicator

Included in upcoming Employee Self 

Service module
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Conditions Tab

• ‘Start Date’ must be provided. 

• ‘Termination date’ may be left blank until 

the employee is terminated
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Basis of Employment

• ‘Basis of Employment’ must be selected.

• Valid ‘Tax Scale’ must be selected

• Valid ‘Tax File’ number must be provided



©  2016-19 Zavanti Australia Pty Ltd ABN 70 110 183 974. All rights reserved

Allowances

• No special characters – “’” “-”

• New selection box has been added to select 

an ‘ATO category to associate with your 

Allowances
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Creating Your STP File

• Enter Payer Declarer Identifier (Name of person lodging the file)

• Select the “Payer Declaration Acceptance Indicator”

• Final Event Indicator – only for the final payroll file being lodged 

for the tax year for that entity

• Full File Replacement Indicator – this is in the unusual 

circumstances when you re-lodge a STP file to correct some 

errors,

• Save File – confirm or change the destination path

• Use the location lookup 

• Use the location lookup box to nominate where to process the 

file 

• Click on CSV to save and close the file
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Join Colladium

If first time - click 

• Join for Free
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Join Colladium

Complete your details

We recommend that the 

person responsible for 

submitting the payroll data 

to the ATO be the initial 

contact
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Update organisation

Go to Organisation Settings

Select Identifiers
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Add ID

In Identifiers

• Check ABN ( add as many as 

needed)

• Scroll to Single Touch Payroll

• Add Zavanti Product ID

• 703175
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Join Zavanti Community

• Select “Communities” in top menu

• Select Zavanti

• Request user to join
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Lodging STP

Login to www.Colladium.com
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File submission

• Scroll over “Forms” in Top Menu

• Select Single Touch Payroll - Submissions
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Two-step Authentication

• Download “Google Authenticator” to your mobile device

In Colladium

• Enter your password

• Choose security question and your answer

• Submit

• Scan the bar code that appears on the screen
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STP Submit - New



©  2016-19 Zavanti Australia Pty Ltd ABN 70 110 183 974. All rights reserved

Submit File

• Enter an upload reference. 

• Choose the file you want to upload. It 

must be the CSV file created when 

finalising your Zavanti payrun. 

• Enter Submitter and declaration

• Choose if you are an employer or a 

registered agent and if you submit on 

behalf of one or more ABNs. Review 

the declaration message(s) and tick 

the appropriate boxes.

• Submit to the ATO!
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Zavanti Mobile

Includes

• Timesheets

• Expenses (vouchers)

• Defects

• Employee Self Service (in development)


