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Processing Payroll in Xero (including Timesheets)

If your employee’s use timesheets — start here

1. Loginto Xero open the correct company file

Payroll Contacts

|
Overview

Employees
Pay employees

Leave

Timesheets

2. Select the Payroll drop down menu and select Timesheet
3. This will display all timesheets and whether they have been processed, awaiting payment or

awaiting approval.

Timeshests * James Lebron

Timesheet for the Fortnight ending 14 Feb 2019

Employee Status Week ending Fortnightly Total
James Lebron Draft « 14 Feb 2019 - 205.00
Fri t r Maon Tue Wed Thu
Earnings Rate Department 08 Feb 09Feb 10Feb 11Feb 12Feb 13 Feb 14 Feb HOUrS
Ordinary Hours Marketing 2500 |0.00 0.00 2000 [(3000 |2000 |2500 120.00

+ Add another line 2500 0.00 0.00 20,00 3000 2000 2500 120.00

Delete Timesheot Save Draft

4. Select the employee’s timesheets that you wish to approve (ensure they are correct before

approving)
5. Select Approve

Processing Payroll in Xero (including Timesheets) Page 1

KF & Associates Pty Ltd



J KF Title: Xero Payroll

Author: Kathryn Fryer
&

)

o= Date: 21 Sept 2021
If not using timesheets --- start here

Once you have approved the timesheets — now you need to process payroll

Dashboard Business Accounting Payroll Projects Contacts

KF & Associates B, orview

Employees

KF & Associates P

Pay employees iurucoru?
484-799-609072349 BAN

6. Select the Payroll drop down menu and select Pay Employees
7. Select the +Add Pay Run button

Pay Run History

Add a Pay Run =
Calendar Period Select a pay period
Weelkly st | Week ending 11 Sep | -
Fortnightly - Z Fortnight ending 05 £ | AAd hoc pay run: Quarter ending 30 Jun 2012
Weelkly Week ending 04 Sep 2019 Fortnightly - : Fortnight ending 20 Sep 2019 :
Weelkly Week ending 28 Aug 2019 Weekly: Week ending 18 Sep 2019 | |
Fortnigl Fortnight ending 23 Aug 2019 Unscheduled pay run |

8. Select the required Pay frequency, this will be specific to the client. The client may have
multiple payment runs (weekly, fortnightly etc).
9. Select Next

Py Rl ‘Week sading 18 Sep 2018
Week ending 18 Sep 2019
1 Tax [ s Mei 5L Paymeni Daie
160 20 0 140 Draft 18 Sep
2 Employees Included
Firgl musmi & [EELLAT Ermployid Goop  Lasi Ediied Eaimings Tax Sufior K iy Inchaded =
50,00 0 L [
Jareite T 0 ) 501 0 a

10. Remove any employees that aren’t included in this particular payment run. This can be done
by selecting the green tick against their name.
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11. If the information displayed is correct, then continue to Post the Pay Run, however if the
hours, salary sacrifice etc need to be adjusted for the employee, then select the required
Employee to open.
a. Please note, any changes to an Employee will only change this payment run, it will

not update their Employee file and change future payment runs.

Aty Cabgiur

Week ending 18 Sep 2019

160 20 0 0 140 140

Employes * ¥
Ainsly 60.00
Eamings Rabe Hours Rate alal
20000 30 OO G0.00
« Add Earmings Lins ﬁl] UD
+ Audd Dedwsction Line u.“l}
Tax Type Amaund
0.00
« fudd Taz Ling ﬂ.[m'
Superansnisation Fund Perceniage Amsount
950 00

12. Adjust hours, hourly rate, additional tax etc. Once all changes have been made

Earnings Rate Hours Rate Total

Ordinary Hours 21.6000 31.376518 67773 <D

677.73

13. If processing payroll by timesheets, this information will be pre-filled for the employee (as
long as the timesheet has been approved for the correct period).

oo
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14. Select Save at the bottom of the screen.

View Reports ‘ Post Pay Run | | ‘

15. This will return you to the main payroll processing screen. Select Post Pay Run

o
Post Pay Run
Are you sure you want to post this pay run?
|

16. Select Yes to confirm to Post the Pay Run

Pay Auna + VWeek ending 15 Sep 2019

Week ending 18 Sep 2019

[ o The pary run has been posied for the pay run Weekdy Pay Run: Week ending 18 Sep 2019

100 20 0 80 Posted 18 Sep

1 Employee Included

First name & Last name Emsployes Group  Last Edited Earmings Tax Super Mt pay Payslips

Jennifer 10000 20,00 .00 B0.00

View Repons - Pay Run Opions - “ Closg

Diwrilesd ABA

17. Some clients may require you to Download the ABA file (which can then be uploaded into

banking software for payment) —if so, then select Download ABA. This will save to your
Downloads

18. Otherwise select Email Payslips
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Email Payslips

The selected pay run has been posted. Select which employees will receive their Payslip via email

E First name a Last name Email

#  Jannifer Dgmail com

19. Select Email Payslips to confirm for PaySlips to be sent.

viewReports v | IR v| | File | | se |

20. Select File — this will lodge the payment run with the ATO.

Authoerisation to file

Kathryn Fryer

+ | have reviewed the information to be filed in this payroll report and that it is true
and correct

= | am authorised to file the information in this payroll report to the commissioner
and make this declaration.

« | have read and accepted the terms and conditions of the SBR end user
agreement.

« |understand that Xere Australia Pty Ltd is not providing an agent service and is
not responsible for the accuracy of what | am filing, preparation of any taxation
superannuation or other related documents on behalf of my business/entity.

By clicking "Submit to ATO' you are signing this declaration and authorising Xero
Australia Pty Ltd to file this report with the ATO on your behalf using Xero's AUSkey.

I. Kathryn Fryer, have read and accept the Authorisation to file Submit to ATO

21. Tick that you have authorisation to lodge and select Submit to ATO.

Pay Run History

Calendar Period Payment Date Wages Tax Super Net Pay STP Filing
Weekly Latest | Week ending 11 Sep 2019 11 Sep 2019 100.00 20.00 0.00 80.00 Filed
Fortnightly - Latest | Fortnight ending 06 Sep... 06 Sep 2019 2,884.62 672.00 274.04 2,212.62 Filed

22. You will be returned to the main payroll dashboard and can see the payment run listed. The
payment run may be listed as Pending (orange) and will later change to green Filed.
23. Reports can be downloaded and saved if required.
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