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Agenda:
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What is business activity statement (bas)?

• Business Activity Statement (BAS) is a form submitted to the Australian Taxation Office 

(ATO) by registered business entities to report their tax obligations

• It's a summary of all the business taxes you have paid or will pay to the government during a specific 

period. Most Australian businesses will lodge their BAS monthly, quarterly or annually.

• It includes GST, PAYG (Pay as you go), PAYG Instalment, FTC (fuel tax credit) FBT, etc.

• PAYG-Pay As You Go ( like we have TDS)

• PAYGI-Advance Tax



1. More than $20 million annual 

turnover 

BAS Filing eligibility and Due Dates

BAS due dates depend upon the business annual turnover.

• Lodge: Monthly.

• Deadlines: submit a BAS within 21 days 
of the month closing.

•  Lodge:  Quarterly

2.Less than $20 million annual 

turnover
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• Quarter 1 (July-September) BAS is due on 28 October.

• Quarter 2 (October-December) is due on 28 February.

• Quarter 3 (January-March) is due on 28 April.

• Quarter 4 (April-June) is due on 28 July.



3.  Less than $75000 annual 

turnover

BAS Filing eligibility and Due Dates

BAS due dates depend upon the business annual turnover.

• Lodge: Annually.
• Deadline: Submit with income tax 

return.

• Getting a Registered Tax Agent to help you with 
completing your activity statement has a couple of main 
advantages:

• you can ensure that you are regularly lodging accurately 
and on time

• you have an extended due date than if you lodge yourself 
(exceptions may apply if there have been late lodgments 
in the past).

4.If we file through a Registered 

Tax Agent
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Bas workpaper

Steps to follow to prepare a bas 
workpaper for a finalized books:
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Step – 1: Below is the process to follow while preparing BAS

• Once the GL scrutiny 
had done for the books, 
we can start prepare for 
the BAS

• Here is the procedure of 
things to follow while 
preparing BAS.

• Remaining is continued 
in the next slide…
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Continuation…

Note: All the above are the things should be checked before preparing BAS 
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Below is the process to follow while preparing IAS

• These are the 
things which 
should be checked 
for preparing IAS
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We can maintain a query tab to draft our queries and get the reply from client. Below is the example 
of a query tab.
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Continutation of the Query tab…

Note: Above are the few examples of the queries which we can raise with our 
client and get confirmation from them.
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Below is the list of reports we should check before BAS filing

• Business Activity statement (BAS)
• Instalment Activity Statement (IAS)
• Payroll Activity Statement
• GST Audit Report
• GST Calculation Worksheet
• Profit & Loss
• Balance Sheet
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This is the Business Activity 
Statement from Xero

✓Go to Xero Dashboard > 
Reports > Search 
Activity Statement

1

2

3
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Business Activity Statement and ICA balances checking

Note: Once the BAS published the Balances of Business Activity statement and IAS must match.

ICA statement downloaded from ATO
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This is the GST Audit report from Xero

✓Go to Xero Dashboard > 
Reports > Search GST Audit 
Report

1

2
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This is the GST Calculation Worksheet in this we will calculate Total GST on Sales 
collected and Total GST on Purchases paid

✓Go to Xero Dashboard > Reports 
> Search GST Calculation 
Worksheet
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This is the Profit and Loss from Xero

✓Go to Xero Dashboard > Reports > 
Search Profit and Loss

1
2

3

4
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This is the Balance Sheet from Xero

✓Go to Xero 
Dashboard > 
Reports > Search 
Balance Sheet
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Before preparing checklist, we should check whether the client 
follows cash basis or accrual basis.

What is Cash Basis?

Cash basis refers to a major accounting method that recognizes revenues and expenses 

at the time cash is received or paid out. 

What is Accrual Basis?

Accrual accounting, which recognizes income at the time the revenue is earned and 

records expenses when liabilities are incurred regardless of when cash is received or 

paid.
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How to check the Accounting basis of client in myGov
First login to ATO Portal and select client name > Under Lodgements select Activity 
statements  >  In History Tab select last quarter BAS > Under GST accounting method 
you can find the Accounting basis of the client

Client name
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STEP 2:
BRS- Bank Reconciliation Summary

➢ In this sheet we should check 
whether all the transaction of that 
BAS Quarter has been reconciled 
and balanced with Xero & bank 
statement.

➢For that select, any bank A/C > 
Reconciliation Report > Enter BAS 
period end date > Select-Update 



Carisma Solutions confidential. Please do not distribute. ​

If both Balance in Xero and Statement balance matches, then all the 
transactions have been coded as per statement. 

Note: If any differences came means we need to check and must code 
properly.
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▪ Here is an example:

▪ Balance in Xero and 
Statement Balance not 
reconciled

▪ We must check and 
code all the 
transactions properly

1. Unreconciled Transactions 
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▪ Here is an example of 
Outstanding Receipts 
and Outstanding 
Payments

2. Outstanding Receipts and Outstanding Payments
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▪ Here is an example of 
Out of balance

▪ Here the imported bank 
statement balances and 
Xero Bank balances has 
difference

3. Out of Balance
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Step 3:  Super Reconciliation

Super Reconciliation Decision
We need to check superannuation payable in Balance sheet. If the outstanding amount is 
related to the current Quarter. Superannuation reconciliation not required.
Requirement of Superannuation Reconciliation
If there is Outstanding balance (which is not related to current Quarter), Then we need to 
Export Excel spread sheet from balance sheet. And need to reconcile and find any 
discrepancies need to confirm with Client to Prepare SGC Statement for Outstanding 
balances.

Balance sheet
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SGC Statement

What is SGC statement?
• An SGC statement is a document that employers must lodge with the ATO if 

they have not paid the correct amount of SG contributions to their employees' 
super funds. The SGC is a penalty that is imposed on employers who do not 
meet their SG obligations.

• Below is the example of a filed SGC statement in from ATO
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Super Reconciliation Procedure in Xero

• Go to Xero Dashboard >  Accounting > 

Reports > Account Transactions.

• Under Accounts Select Superannuation 

payable and Enter BAS period in “DATA 

RANGE” and Click UPDATE
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Note: Here there’s a running balance which would have been paid in the 
October month. Finally, the balance must be zero.
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ADDITIONAL NOTE ABOUT SUPER 
PAYMENTS IN XERO

• If the client maintains books in Xero and pays Super to 
ATO via Xero -   We can even check employee wise how 
much super paid to ATO and how much yet to be paid
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Steps to find the Super payments in Xero

✓ Xero Dashboard > Payroll > 
Superannuation

✓ Payment history will show
✓ Processed – Payment has been 

processed

✓ Approved, pending processing – 
Payment approved but pending for 
processing

✓ Rejected – Payment has been rejected 
by ATO

✓ Withdrawn – Payment has been 
withdrawn

1 2
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Select the payment to select to know pay details and the below page 
will show. In this you can see the payment details employee wise 
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STEP 3:
WAGES payable reconciliation

• As mentioned in checklist, before 
starting BAS Preparation we need 
to check client has employee and 
processed payroll or not.

• If they are providing wages, then 
we need to check that the wages 
have been paid properly or any 
missing wages is there.

Balance sheet



Carisma Solutions confidential. Please do not distribute. ​

Before going to Wages Payable reconciliation, we should check whether STP filed for the pay runs

In the above Image you can see all the pay run STP have been Filed. 
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It can also show other status like In Progress, Yet to File or 
Overdue

• In Progress – It indicates that we have submitted to ATO, and filing is in progress

• Yet to File – It indicates the STP for the pay run is pending to file

• Overdue – It indicates that the pay run period over and the STP filing date is overdue
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Wages payable reconciliation

Wages Payable Reconciliation

• As mentioned in checklist before starting BAS Preparation we need to check client 
has employee and processed payroll or not.

• If they are providing wages, then we need to check that the wages have been paid 
properly or any missing wages is there.

• For that we need to check wages payable in Balance sheet. If there is outstanding 
balance shows in Balance sheet then, wages payable reconciliation required.
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Wages Payable  Reconciliation 
Procedure in Xero

• Go to Xero Dashboard >  Accounting > Reports 
> Account Transactions.

• Under Accounts Select Wages payable

• Enter BAS period in “DATA RANGE” and Click 
UPDATE.
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Check all the transactions match and the balance must be zero
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STEP 5:

PAYGW RECONCILIATION

• Purpose of PAYGW Reconciliation

• The main purpose of this is to check 
whether wages and PAYGW of an 
employee is paid correctly while 
processing Payroll.

• For this we need to check the payroll 
activity summary, wages & salaries and 
PAYG withholding GL.

Balance sheet
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ICA statement downloaded from ATO

We need to check the PAYGW books closing balance with ICA statement

✓ Why we need to check 
PAYGW balance with ICA 
Statement

✓ Most of the times last BAS 
period only show as due, If same 
is paid in ICA , need to update 
PAYG payment in our books and 
match with ICA statement.
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PAYG Reconciliation Step 1. Wages Reconciliation 

Below is the Gross Wages 
Pathway

• Accounting > Reports > P&L 
(or )

• Accounting > Reports > 
Account transactions > select 
Gross wages GL > Enter BAS 
Period and Click Update
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Continuation…

• Accounts > Reports > P&L (or )

• Accounting > Reports > 
Account transactions > select 
Gross wages GL > Enter BAS 
Period and Click Update
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Step 2. Payroll activity 
summary

• Accounts > Reports > Payroll 
Activity Summary

• In this we should check the wages 
transaction balance matches with 
the Payroll Activity summary W1 
balance

• And we should check W2 PAYG 
balance matches with the PAYG 
withheld GL
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Step 3. PAYG WITHHELD GL

• Accounting > Reports > 
Account transactions > 
Select PAYG Withholding 
GL Payroll Activity Summary PAYG Withheld GL
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BAS FILING – XPM

• Once all the above are done we 
can proceed with BAS filing

• For that we need to send the 
BAS statement and get 
confirmation from the client and 
once  we got confirmation from 
client and approval, we will 
process a BAS statement-
Activity statement from Xero to 
XPM.

• Go to > Accounting > Activity 
statement > publish

• Then this Activity statement will 
reflect in XPM
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BAS FILING STEPS IN XPM

• Go to practice manager & Tax > 
select a client name

•  E.g., XXY > Jobs-September Activity 
Statement > New AS-Sep AS > next 
> Import from xero-select AS > 
Import > Validate-complete > 
Approve > Request E-signature.

Client name
Client name
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✓ Select XXX Activity Statement > Select New 
AS 

✓ In the AS information select the Auto 
Prefilled Business Activity statement and 
Select Next
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Select Import from Xero and after import completed click save and then 
Click complete and It’ll show approve status
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After Filing BAS, it will be in TAX Returns:
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THANK YOU
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