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Payroll:

Payroll can be defined as the process of the compensation awarded to employees for
their work at a company.

Types of payroll :
e\Weekly
eFortnightly
eTwice monthly
eMonthly

Leave :
leave is the time that employees take off work during otherwise normal working hours

which they are entitled to, by law, or by contract.
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Types of Leaves

Annual Leave

Personal carers leave/ Sick
leave

Long service leave

Compassionate and
bereavement Leave

Parental Leave/Maternity

Family and Domestic
Violence leave
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Annual Leave

Full-time and part-time
employees get 4 weeks
of annual leave per
annum, based on their
ordinary hours of work.

Annual leave (also

known as holiday pay)

allows an employee to
be paid while having
time off from work.

All employees (except
for casual employees)
get paid annual leave.

J J
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Sick and carer's leave

Full-time and part-time

employees get 2 weeks

of sick leave, based on

their ordinary hours of
work.

Sick and carer's leave
lets an employee take
time off to at the time
of illness

All employees (except
for casual employees)
get paid Sick leave.

J J
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Long Service Leave

o

An employee gets
long service leave
after a long period of

working for the same
employer.

Long service leave laws
varies based on territory.
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Long Service Leave

State

MNew South Wales
vicltona
Cueensland

Western Australia

South Australia

Tasmania

Austrahan Capital Temitory

Northern Temitory

Table 16.1 Long service leave entitlements?

Legisiation

Long Service Leave Act 1955

Long Service Leave Act 1992

Industnal Relations Act 1909
Long Service Leave Act 1958
Long Service Leave Act 1987
Long Service Leave Act 1976
Long Service Leave Act 1976
Long Service Leave Act 1981

CQuahfying Perod

10 years
15 years
10 years
10 years
10 years
10 yvears

I years
10 years

8 This table does not show the rate at which additional entitiements accrue for service in excess of the
qualifying penod. Thers are also some exceptions. For instance, o most states, there is separate
legislation for the construction industry, while Commonwealth public servants are covered by the Long
Service Leave (Commonwealth Employees) Act 1976 (Cth) rather than LSL legislation in the ACT.

sources: Casey, McLaren and Passant (2012), Workplacemfo (2015a).

Entitlerment

2 months

13 weeks
8.667 weeks
B 66T weeks
13 weeks
8.667 weeks
6.06 weeks
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Bereavement/ Compassionate leave is time off granted to an
employee in the event of when a loved one passes away

Full-time and part-time employees receive paid compassionate
leave. They’re paid on their base pay rate for the ordinary
hours they would have worked during the leave.

Compassionate and
bereavement leave

All employees are entitled to 10 days of paid family and
Family and Domestic | domestic violence leave each year. This includes full-time,

Violence leaves part-time and casual employees
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Parental leave is paid leave that can be taken after an
employee gives birth
From 1 July 2023, eligible employees who are the carer of a

newborn or newly adopted child can get up to 20 weeks’
Parental Leave Pay, which is paid at the National Minimum

Wage.

Parental leave

Study leave is purposed to accommodate employees
undertaking studies.

Study leaves This kind of leave is not offered across the board, but some
have adapted to enable their staff to apply for and complete
extra courses.
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Methods of Leave accruals

i

Based on Ordinary Earnings — A relative number of hours the employee accrues each
pay period, based on an employee’s ordinary earnings for the pay run. The number of
hours accrued annually should be based on a full-time employee. Xero will pro-rata

the accrual accordingly.

i

Fixed Amount Each Period — A set number of hours the employee will accrue each
pay period, based on their annual entitlement.

N\
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Methods of Leave accruals

No Calculation Required—- Leave isn’t accrued, but you can enter an amount manually in the pay
run if needed

Manually Recorded Rate— Manually enter the number of hours the employee accrues in each pay
run.
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Calculation of leaves Based on Ordinary Earnings

So, the weekly annual leave accrual will be calculated as
Working Hours Per Day — 7.6 hours follows:

Annual accrual — 4 weeks

No of Days in a week — 5 days
No. of weeks — 52 weeks

Total Working Hours Per week — 7.6 * 5 = 38 hours
Accrual per week — 38*%4/52 = 152/52

= 2.923 hours/week

And his sick leave accrual for the week would be 2 weeks of the AL accrual, i.e, 2.923/2 = 1.461 hours/ week
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Calculation of leaves Based on Ordinary Earnings

So, the weekly annual leave accrual will be calculated as

* Working Hours Per Day — 8 hours
. follows:
* No of Days in a week — 5 days

* Total Working Hours Per week—8* 5 = 40 Annual accrual - 4 weeks

hours No. of weeks — 52 weeks

Accrual per week — 40*4/52 = 160/52

= 3.077 hours/week

And his sick leave accrual for the week would be 2 weeks of the AL accrual, i.e, 3.077/2 = 1.539 hours/ week
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Calculation of leaves Based on fixed amount each
period Fixed

* Working Hours Per Day — 7.6 hours

So, the weekly annual leave accrual will be calculated as

* No of Days in a week — 5 days

e Total Working Hours Per week —7.6 * 5 = 38
hours

follows:

Annual accrual — 4 weeks

* Note : An employee can work different No. of weeks — 52 weeks
hours per day or week, but the leave

. Accrual per week — 38*%4/52 = 152/52
accrual per week would be fixed per week

= 2.923 hours/week

And his sick leave accrual for the week would be 2 weeks of the AL accrual, i.e, 2.923/2 = 1.461 hours/ week
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Leave settings

 STEP 1 - Select the dropdown arrow and click on Settings.

 STEP 2 — Select Payroll Settings

Organisation settings

General
Crrganisation details
{_—} Ehaﬂge Grgaﬂlﬂatlﬂ'ﬂ Address, logo and basic financial information
Users
Add, remove or modify users of this organisation
Currencies
Manage the currencies your business uses
Connected Apps
Add and manage third party connections to Xero
Files
Subscription and billing
. Change plan and update credit card details
Settlnga Managed by Mathan Kemp
Do more with Xero
Frojects

Features

Invoice settings

Create branding themes for documents, add payment services and auto

remindears for invoices

Payment services

Add and manage online payment options for your sales invoices

Email settings

Set a reply-to email address and email template content

Payroll settings
Manage your payroll settings

Xero to Xero

Connect with other Xero users to automats invoices and bills

Custom contact links

Create shortcuts for your favourite Xero contacts and other tools

Looking for advanced settings?
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STEP 3 — Select the Pay Items tab.
STEP 4 — In the Pay Items tab, select Leave.
STEP 5 — Select Add option, then select Paid Leave or Unpaid Leave

Organisation Calendars Holidays Pay ltems Superannuation Automatic Superannuation

Organisation

Bank Account ) PAYG Liability Account Wages Expense Account
11110: CEA Main Chegue aic ( 7956 ) ' 21420: PAYG Payable 4 65300 Wages & Salaries A
Crganisation Calendars Holidays Pay ltems Superannuation Automatic Superannuation
Earnings
Earnings Add -
Deductions
' : : - . leportable
Reimbursements Earnings Name Eamings Category Rate Account as W1
Leave
Crganisation Calendars Holidays Pay Items Superannuation Automatic Superannuation
Earnings
Leave Add -
Deductions
Reimbursements Normal | eave Shao Paid Leave
Leave Name | cave Category Units o . - on
Entitlement Loading Rate Pave ,
I Leave ay: Unpaid Leave
Annual Leave Annual Leave Hours 152.00 fes : @



STEP 6 — Enter a name for
the leave type. This name
will show in the
employee’s Leave tab and
on their pay slip, if you
choose to show the
balance.

STEP 7 — Enter the
remaining pay item details,
then click Add

i, - - -
Annual Leav

Carisma Solutions confidential. Please do not distribute.

Leave

Leave Name
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Community Service Leave

Compassionate Leave

(unpaid)

Family & Domestic Violence
Leave

Long Service Leave

Cther Unpaid Leave

|
L

rental Leave (unpaid)
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Annual Leave

Linpaid Leave

Linpaid Leave

Compassionate and
Bereavement Leave

Linpaid Leave

Linpaid Leave

Long Service Leave

Linpaid Leave

Linpaid Leave

Fersonal
(Sick/Carer's) Leave

Units

Hours

Hours

Hours

Hours

Hours

Hours

Hours

Hours

Hours

Days

Mormal
Entitlement

152.00

10.00

Add -
Shown
) an
= Payslip

fes
Mo
Mo
Mo
Mo
Mo
Mo
Mo

Mo

Mo
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Employee Leave Settings

To assign default leave types to an
employee

Dashboard Business Accounfing Payroll  Contacts

In the Payroll menu,

Overview

select Employees.

| Employes management

Bankwest Savings Ac Invoices owed to you

Employees E

2L AN
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Employee Leave Settings

Employees Current Past

Q. Search
C“Ck the employeels name to Open thelr detalls I:I First name Last name Calendar Employee group Mext payment date
|:| Anamaria Correal Rueda Ionthly 10 Oct 2023
| | Francisca Silva Roa Monthly 10 Oct 2023

Dol Eoloyment  Taees  lemve  CaokAccowns  Pejsios  PayTemolate  OpenngGalnces  Aos

In the Leave Tab, Click assign default leave types

Leave Balances ‘ Assign Leave Type

4I)) CARISMA SOLUTIONS
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Leave Balances

Click on the balance shown in blue under a Annual Leave Personal/Carer's Leave
leave type to edit the default accrual settings. 6746265 Hours 499 11 Hours

e L. T ) ae o — —_—--
21510 other Edit Leave Type L
Leave £
] Annual Leave [

Employee Name
Wilson Casado Leave category €

] Annual Leave
| Fixed Amount Each Period . |

Fieed Armount Each Perod

Details Employment Taxes | Leave Calculation Method €  Dpe

Leave Balances

Manually Recorded Rate

Annual Leave

6745265 Hours Mo Calculation Required

Based on Ordinary Eamings

LEE"D"E On termination unuzed balance iz: €9

Faid COut . l

Q  Search . | _ | ‘
. 4I) CARISMA SOLUTIONS
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How the leave reflected in the payrun

Ledve Type Hours
Annual Leave 14.1540
Ledve Type Hours
Personal/Carers Leave 10170

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



CALCULATION OF LSL

e LSL will be calculated when an employee stays in a company for more than 10 years. After 10 years
of accrual LSL will be calculated on quarterly and yearly basis.

* We have separate link for calculation of LSL in Fair work Australia website
https://www.industrialrelations.nsw.gov.au/employers/nsw-employer-essentials/long-service-leave-calculator/

Step 1 -Period of employment

o

Ote thoet casudd sorvico beforse © Moy 198

» calculor >

Start Date End Date

it

Step 2 - Absences that do not count as service

irthor dota -

From: Tor:

- - . -
PN o] A

Step 3 - Calculate

Accrued long service leave : 9.9638 weeks

Employment started on: O/ Jan/ 2012
Long service leave accrual calculated to: 30/ Jun/2023

Pleoase note: If tho workor is currently emplioyed botwoon 10 and 15
v ws the worker may taxe poic lcave of o n I« ! 4 |

COos NOt Count OsS servicoe

LSL for the employee who work 10 years are eligible to
get 8 weeks of leave accrual, After 15 years there is limit
for the LSL accrual that is maximum of 13 weeks will be
accrued.

JANn employee can take LSL leave after 10 years of service
also it can be paid at the termination which were balance

is available
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https://www.industrialrelations.nsw.gov.au/employers/nsw-employer-essentials/long-service-leave-calculator/

CALCULATIONS OF

LSL STEPS

e Step 1: Period of employment
(i.e.) start date and end date

e Step 2:Normal hours per week

accrued per year=LSL weeks
entitled as per Act*Normal hrs
per week/10

e Step 4 : LSL Normal hours per
year accrued per month= LSL
Normal hours per year accrued
per year/12

e Step 5 :Total LSL accrual= LSL
Normal hours per year accrued

per year*No of years of service.

Start Date ; 01-01-2012

End Date : 30-06-2023|11 Years 5 month

10 years of Service

8.6667

Per Day Working Hours

7.6

Working days per week

S

Total working hours per weesk

SB

Total LSL as per Legislation

378.78

Step 3:LSL Normal hours per year

LSL weeks entitled as per Act

Moarmal hrs per wesk

LSL Mormal hrs per year accrued per year
LSL Mormal hrs per year accrued per month

Employment start date

Date for Calculation

Length of Sernvice

Absences that don't CoUunt as Senvice

Total L5L accrued (ignoring rules after 15 yrs)

LSL Total hrs acc S ' T rs e )
LSL taken
LSL Balance owed as at 30 Jlune 2023 (ignorng 15yrs e )

B.6667 weeks
38 hours
32.93 hours per year
2.74 hours per month

1/01/2012 Start
30/06/ 2023 End

11.50 Yrs

02,00 Year Break

11.50 Total service

As over 15 ywrs, only Tull years count

S37E.VE hours owed
0.00 hours taken

378.78 Hours owed after leave takery
50.50 Days owed after leave taken

As per N5SW L5L caloulator

Mormal hrs per week

Total LSL as per NSW Calculator

As per calculation

Difference

Current Balance in Xero

As per Leave calculation

— e —

Accural for June 2023

8.21 1.368317388
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Thank you...
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