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Set up employees in Xero:

» Once the organization is set up for payroll, we must set up I .. .
the employees for whom the payroll is required to be
processed. Ensure to receive the required documents such ub Inc. Overview
as Employment details, Contract, TFN declaration form, | e
Super Choice form etc. CBA Cheque Account

Employees
063-100-10036203

- Leave

E ],
Reconcile 72 items Timesheets
S !

» To add new employees, click on ‘Payroll’ tab. From the drop
down menu, click on ‘Employees’.

» On the top right corner, click on ‘New employee’.

» Use the Add employee option if there is just one or few End of vear reports -
employees.

Add employee

» Use the bulk upload option to import employee details in
bulk. This can be done only by importing the employee e ‘ Bulk upload
details using a CSV template which can be downloaded l*
from Xero.
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Documents required for adding an employee

v’ Employee v TFN Declaration

Contract Form

v Superannuation

ChoiceForm
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Employee Contract

Employee contract provides the details of the
employee such as Name, Address, E-mail, Mobile
number, Start date of employment, Date of Birth etc.

The EFT details of the employee for the payment of
wages are also mentioned — Account number,
Account name, Bank name and BSB Number.

A BSB is a six-digit number that is used to identify the
individual branch of an Australian bank. It is similar
to that of the IFSC code we use in India.

NEW EMPLOYEE DETAILS

All details must be completed to pay wages

Employee Details:

Name: Aljaz De Gleria Cade

Address: 135 Beaconsfield Parade albert park

Email:
aljaz.dgcade@amail.com

Telephone No. 0487220455

Start Date: 04/02/2022

Tax File No. NG

Date of Birth: 17/01/2005

Superannuation Details:

Super. Account No. 14677695

Super. Fund Name: UnisSuper

EFT Details for payment of Wage:

Account Name: Netbank Saver

Bank Name: Commonwealth Bank

BSB No. waeshis
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A TFN (Tax File Number) is a personal 9 digit number that

TFN Declaration Form

". EE. K Australian Government
[ i Lk

identifies the employee in the tax and super system. J

The TFEN number remains the same even if the employee O,
switches to a new job.

In the TEN form, you will find the TFN number, personal
details of the employee, the basis on which the employee
is paid, his residential status, claim for tax free threshold,
whether applied for student loan, etc.

Tax free threshold - It is applicable to Australian residents.
If you're an Australian resident for tax purposes for a full 0 [
year, you pay no tax on the first $18,200 of your income.

e e . R
gt Australian Taxation Office

Tax file number declaration

This declaration is NOT an application for a tax file number.
B Use a black or blua pan and print clearly In BLOCK LETTERS.

| Print X in the appropriate boxes,
B Raad all tha instructions including the privacy statement before you complete this declaration,

-

1 What is your tax
file number (TFN)?

guestion 1 on page 2

Section A: To be completed by the PAYEE

i | |

OR | have made a separate application/enguiry fo
the ATO far a new or existing TFN.

OR | am claiming an exemption because | am under

5 What is your primary e-mail address?

[ il Jl el e]es ]2
ellofml ol [T LT

Day

len | 11 [

] Mamnih i
of the insfructions. 18 years of age and do nat earn enough 1o pay tax,
st WIRREELT ] 6 Whatis your date of birth? [1]7]/[o]1]/[2] o]0
ORlam daiminq an E]gampﬂun t!emuselam in[] —
receipt of a pension, benefit or allowance. || | 7 On what basis are you paid? (select only one)
) ) - - Full-time Part-time [~ ] Labour [ Superanniation Casual
2 Whatisyour name?  Tite  Mr E Mrs Miss Mg employment | | employment hire| | OPAUL | | empipyment
, || L] - income stream
Sumame or family name 2 Ao I
I =1 ] . = S ] you: (eect only one)
E E L E‘l_ e E L E i E - Ll Ain Australian resident A foreign resident | A working
ﬁLst ﬁﬂ |mame o - for tax purposes for tax purposes OR holiday maker
Al a_i____[ b L | 9 Do you want to claim the tax-free threshold from this payer?
Othergivennames e Onily claim the tax-free threshold from one payer at a time, unless your total income from
ZIi gla [_ —H— —"— all sources for the financial year will be less than the tax-free threshold.
— i E— i i — Answer no here if you are a forelgn resident or warking holiday
3 What is your home address in Australia? Yes E Mo D’ meker, except if you are a foreign resident in receipt of an
S I Australian Govemment pension or allowance.
(1] 3]s TelleJaflc]o]n[s[ il s T T |36 Do you have a Higher Education Loan Program (HELP), VET Student
R e o e — Loan (VSL), Financial Supplement (F5), Student Start-up Loan (55L) or
pllajirifaljdljef [all|bfe|r]|t pllal rfk Trade Support Loan (TSL) debt?
'Sﬁu__nlﬂty - . "r‘wpa'yarwill withhald additional amounts to cover any compulsory N
i | i 1 - repayment that may be raised on your notice of assessment. .
alll|bflefr|t pllalr|k
Stateftetoy ~ Postesse | DECLARATION by payee: | deciare that the information | have given is true and comect
] ] ol Sipnature
- [ate

provide your previous family name.

NN

4 If you have changed your name since you last dealt with the ATO,

INNEN

BN 19023

|_||] 5 There are penalties for deliberately making a false or misleading statement.

u Once section A is completed and signed, give it to your payer to complete section B. .
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Superannuation Choice Form

'Superannuation' or in short 'Super' is a way of
saving for retirement. The employer must pay a
percentage of the employee's earnings into

the super account of the employee and the super
fund invests the money until you retire. This is
similar to that of the Provident Fund Scheme
followed in India.

The percentage of superannuation withheld from
the employee's salary for the current year (FY 2024)
1S 11%.

Superannuation may be regulated or self managed.

A ”x Aunstralian Government
1?-:_ 5 Australian Taxation Office  Superannuation Standard choice form

Far usza by amplayers whan offaring amployees a chaics of fund and by employaes ta adviss thair amployer of thair chosan fund.

Section A: Employee to complete

Where your super should be paid is your choice. From 1 Nowvember 2021, if you start a new job and you do not
advise your amployer of your choice of super fund by complating this form, most employers will need to check
with the ATD if you hawe

an axisting super account to pay your super into.

1 Choice of superannuation (super) fund

I request that all my future super contributions be paid to: (placs an X in one of tha boxas below)
The APHRA fund or retirement sanings account (RSA) | nomin ."E_. mplete iterr ,dand 5
The salf-managad supsar fund (SMSF) | nomin DH.. mplete iter ydand 5
The super fund nominated by my amplayer (in ssctiaon B) |:|I'II.. mplete iter and 5

2 Your details

name | Aljaz de Gleria Cade

Emploves dentification number [if applicabla) |N¥ﬁ " ” " " IU| I I I I "—"—”—lﬂ

Tax file numbsar (TFM) |5||9||B| |1 "1 ”El |9 ||ﬂ||E|

ou do not have o quats your TR but if you da nat pravide it, your contributions may ba taxed at a highear rate.
our TFM also halpes you keap track of your super and aliows you o maks parsanal contributions ta your fund.

3 Nominating your APRA fund or RSA

Yau will nead current details from youwr APRA regulated fund or RS5A o complsta this #em. To do this you can contact your
furd or HSA directly, or you can view your fund or BS5A account datails by logging into AT aning sandcas via the ATO app
ar through myGow and selecting Supsar

Func2en [o]1]  [a]e]s] [e]ala] [e]s]o]

Fund namea

| Unisuper

Fund addrass

1/385 Bourke Street

Suibur by o Stabesterrilony

Melbourne | Emg El

Fungphene  [1]8]l0 ] o] 3 3] 1]|6]|8]|s |

Urigue superannuation identifar (LSI) |El ||1 || 3"3”5" Qﬂ 4" E"B"S ﬂ n m

Yaur account name [if applicables)

| N/A

Your member number (if applicabls)

aJe e e L0

Carisma Solutions confidential. Please do not distribute.

4I) CARISMA SOLUTIONS




v Employee details:

» Enter the employee’s basic details
such as title, First name, Middle
and last name, date of Birth, Job
title, Gender. Contact information
such as Address, Mobile number,
email and emergency contact as

provided by the employee.

» Click on ‘Save’ before moving to

the next tab.

hersits

Carnegie

Wictoria

oooooooo
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v Employment details:

» Select the employment detai
employment type, Income ty

s such as
e and

employment basis from the ¢

» Enter the start date of the employee.

» Select the Payroll calendar and Holiday group
as applicable to the employee.

» Enter the ordinary earnings rate.

» From the details provided in the

Superannuation Choice form,

superannuation membership
the employee.

Add the
as applicable for

rop down menu.

Employment details

your business and is

art of your business

Employment basis

Casual

rtdate €

B 20Apr2023

mmmmmmmmmmmmm
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v Add TFN Details:

» From the TFN declaration form provided by
the employee enter the Tax File Number. If no
TFN is applicable select the relevant TFN

exemption type.

> Select the residential status of the

employee.

» Select the Tax scale type of the employee.

» Based on the TFN form provided, check
the necessary boxes.

» Click on ‘Save’.

Details Employment Taxes

Tax details

Leave Bank Accounts Payslips Pay Template Opening Balances Not
Status: |S
Tax File Number (TFN) TFN exemption
330181903 OR Select type

Select tax scal
scale G wit
re ab ral (4
scale type
Regular
Tax offse d
inga

| | Payee ha dy gl

¥4 Claim the tax-free threshold

| | Increase amount of tax withheld each pay period €
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v Leave

It is the period of time an employee does not work.

There are different types of leaves such as Annual leave, Personal or carer's leave,
compassionate leave, long service leave, etc.

The leave assigned to an employee is accrual only for the part time and full time
employees. In the case of a Casual employee, the leave type is not accrual.

Details ~ Employment  Taxes ~ Leave  BankAccounts — Payslips  PayTemplate  Opening Balances — Notes

Leave Balances Assign Leave Type
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To assign leave, click on 'Assign leave type'.

| Edit Leave Type “d
Select the type of leave which is to be assighed to the s '-"
employee. r

Leave category €)

1 Annual Leave

Select the leave calculation method for the .
Leave Calculation Method
e m p I Oyee . Eased on Ordinary Eamings L

|  Howurs of leave accrued annually by a full-time employee £

Enter the hours accrued. | [ 22 i
. Hours a full-time employee works in a Fortnightly pay period €
If the leave type is 'Annual leave' - the unused BEC

balance is 'Paid out' on termination of the employee.

Opening Balance €

192_346

Any other leave type - the unused balance is 'Not paid O trmination unused batance fe: &
out’ on termination of the employee. | oo .

Click on 'Save' to assign the leave type. B 5N
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v Bank Account Details:

** In the bank Accounts tab, enter the bank details
as provided by the employee.

Details ~ Employment ~ Taxes Leave  BankAccounts  Payslps ~ PayTemplate  Opening Balances  Notes

. Bank Accounts
** Ensure to add the correct bank details as the
payroll once processed gets credited to the Py Enkau WeC
employee’S bank accou nt ba Sed On the Statement Text Account Name BSB Number Account Number
APYAC Wages ANDREAMERSITS 133072 686630

information provided.

Add Anather Bank Account (3 remaining)

*%* Give a suitable statement text.

** Enter the account name, BSB number and the
account number of the employee.

v History

% Click on ‘Save’. KN
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v Set up Pay Template:

Set up the pay template for the employee by
selecting the line items for Earnings rate,
deductions, and the Superannuation.

If the salary of the employee is fixed, enter the
annual salary. On the other hand, if the
employee is paid on hourly basis, enter the rate
per hour for the employee.

The line items of the payroll when being
processed will be shown only if we set up the
pay template for the employee. If the pay
template is not set up, we will have to manually
add the line items each time we process the
payroll.

Pay Templates

Employee Name ~ Salary

Andrea Mersits

Details ~ Employment  Taxes  Leave  BankAccounts

Pay Template

Eamnings Rate

Bar Staff Casual - Mon to Fri- 7am fo 7pm

+ Add Eamings Line

+Add Deduction Line

Superannuation Fund

HOSTPLUS Superannuation Fund - Basic - 5GC - US|

+ Add Superannuation Line

+ Add Reimbursement Line

Payslips ~ Pay Template  Opening Balances  Notes

Eamings YTD Next Payment Date

19 Sep

Hours

Percentage

Statutory Rate %

1
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Thank you

Carisma Solutions confidential. Please do not distribute. @ CARISMA SOLUTIONS




	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15

