EMPLOYMENT HERO
PAYROLL PROCESS

Timesheets , Awards and Bonus Calculations




TIMESHEET APPROVAL IN EMPLOYMENT HERO

« Login to employment hero using https://employmenthero.com/ user email id and password

« Select the business for which payrun is being done. Example: XYZ Pty Ltd.

« Click on the clock icon, there will be 3 option, create timesheets, import timesheets and Approve
timesheets. Below is the Yellow highlighted snip for your reference
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TIMESHEET APPROVAL IN EMPLOYMENT HERO

 To approve timesheets, click on approve timesheets and select week ending date, grouped by, status
and location. Example: taken is for Patties - highlighted in yellow

Approve Timesheets

Timesheet Costs

Employes

¢
o0

« Make the adjustments as per the process stated below for each sites.

« click on the pen icon and make the adjustments as below. Example: Approved shift time is 11pm to
6am.Notes should be “Shift 11pm to 6am, unauthorized times adjusted, shift includes a paid break of
20 minutes”. adjustment will be done as stated below. Adjustments should be made using breaks only.
Break 1 from 10.52pm to 11pm and break 2 from 6am to 6.05am. click on save.

{I) CARISMA SOLUTIONS

Carisma Solutions confidential. Please do not distribute.



@ Approve 6 timesheets © Reject 6 timesheets ) Undo 0 timesheets Clear Selection
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Employesa Status Start End Location Duration
Timesheet Period Total 43h 59m (Oh Om)
Tue 10 Jan & lines pending approval 43h 59m
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 Once the adjustment is made, click on approve timesheets
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Employee Status
Timesheet Period Total

Tue 10 Jan & lines pending approva

@ Reject 6 imesheets

= Undo O imesheets

Start

104423

10//23

104423

10723

104423

10//23

Clear Selection

10:52 PM

10:50 PM

1045 PM

10:33 PM

10:39 PM

10:51 PM

End

23

w23

23

23

23

nv2z

605 AM

6053 AM

6053 AM

605 AM

605 AM

5204 AM

Breaks

10:62 PM - 11:00 PM

600 AM - 6205 AM

Location

Duration (breaks)
43h 46m (Oh 13m)
43h 46m (Oh 13m)

7h Om {Oh 13m) &

Th15m &
7h 20m e
7h32m %
7h 26m &

7h 13m &

0
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Q0000 O

* |Incase there are manual timesheets to be added select create timesheets option. Click on the clock icon, there will be

3 option, create timesheets, import timesheets and Approve timesheets
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*Select the name of the employee, week ending date, add the timesheet as per the manual timesheet received. Save the manual
timesheet using the clip icon as highlighted in yellow. Click on save once the timesheet has been uploaded.

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



How to Create Timesheet In Employment Hero .

XYZ P TY LT

Tirmesheet Manmnagemenst : . T—
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« Approve the timesheets as mentioned above.

 Timesheets can be rejected only with appropriate comments and
substantiating documents/email received from the site manager/admin
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Standard Procedure for Payroll

1.Login to employment hero using https://employmenthero.com/ user email id and password

2, Search Support @ 2, HR Login
Pricing Resources ~ ( Start your free trial ) Request a demo

€9 employmenthero Products ~  Solutions ~  Why us
Employment.
Made eaSY' Recr:i'::qment

The smarter way to manage HR, people, = ||‘tS
payroll and productivity. For small and Reviews
medium businesses on the up. Rewards
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https://employmenthero.com/

- Login to employment hero using https://employmenthero.com/ user email id and password

2. Select the business for which payrun is being done. eg XYZ Pty Ltd.

Your Businesses a

XYZ PTY LTD
ABC PTY LTD

IFC PTY LTD
355 PTY LTD

1- 4 of 4 total result=s

3. Click on the payrun icon, highlighted in yellow

XYZPTY LTD

$5,591, /716,89 | $4.016.045.56 ,
X YOTAL PAY ' !'[.'i::'lfﬂ-lﬁnn

|‘l.-lll,-‘ nzo.ne

$1O 00 44
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https://employmenthero.com/

4. Click on new pay run - right hand side top corner

5. Select the pay schedule as weekly or fortnightly, pay period ending (Sunday of the
week/fortnight to be paid). Example: Weekly - selected. Pay Period ending selected as
8/01/2023 for the period 2/01/2023 to 8/01/2023. Pay date is 10/01/2023 as it's a Tuesday. Click
on create.

6. The payrun will look like this with name of the site, period paid for and paid date

7. Simultaneously open another tab to see the timesheet hours - click on reports -
Timesheet reports - as below

€9 employmenthero

Payroll Employee Time & attendance ATO reporting Report packs

ZQHF6APL @B
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8. Select the date range as per the pay period, location, group by employees, include actual times, include
comments and click on run report - highlighted in yellow.

XYZRTYLTD
Timesheets Report
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9. ensure the time on the timesheet report matches the time shown on payrun (unless there are leaves, PH top ups etc.) Make any changes if
required.

10. Staff who work for more than 7.6 hours should be categorized as Overtime. first 2 hours over 7.6 as overtime X 1.5 and anything balanced
overtime X 2. example. If John works for 10 hours on a night shift, then 7.6 hours as a permanent night shift + 2 hours as overtime X 1.5 + 0.4
hours as overtime X2.

11 If employee work more than standard hours only we need to pay overtime, it may very by the employment contract.

12. Friday Shift going onto Saturday — Friday hours paid at Ordinary rates. Saturday hours paid at Saturday rates.

13. Saturday Shift going onto Sunday — Saturday hours paid at Saturday rates. Sunday Hours paid at Sunday rates.

14. Sunday Shift going onto Monday - Sunday hours paid at Sunday rates. Monday hours paid at Monday rates. - see respective sites for
deviations.

15.Shifts between 6am and 6pm are considered as ordinary hours, beyond 6 pm and up to 12 am is afternoon shift and beyond 12 am as night
shift.

16. All payrun will have these tabs (as below) on top click on leave requests to apply for employees who have applied for leave.
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Actions

Pay Run Actions+ = Reports= o] PaymentFile~ [= PaySlips & Publich Pay Slips & Lodge Pay Runwith ATO 13 ExporttoXers -

1. 95 nf 78 total eamnlrsiess

16. Leave should only be processed if the staff has enough leave balance. All personal carer’s leave should be accompanied
with a supporting document as per new leave policy. If any line item is not paid it will show up as a warning. Leave balance
can be checked on the pay run as below.

Leawve Accrued

- Automaticalhy Acocrued Hoswurs O.E1536

Automaticalbhy: Acorued

Howurs o 13336

o Aurtomaticalhy Accroed Howurs O 30758

MNotes for this Pay Run

P
H Leawve Balanoces
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AWARDS

Al

[AA

https://www.fairwork.gov.a

‘ AL

legal documents that outline the minimum pay rates Awards - Fair Work Ombudsman / av-and-
and conditions of employment. There are more than u/pay
100 industry or occupation awards that cover most wages/minimum-

people who work in Australia. ) .
wages/pay-guidest#ta-z-list-

of-awards
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https://www.fairwork.gov.au/employment-conditions/awards
https://www.fairwork.gov.au/pay-and-wages/minimum-wages/pay-guides#a-z-list-of-awards
https://www.fairwork.gov.au/pay-and-wages/minimum-wages/pay-guides#a-z-list-of-awards
https://www.fairwork.gov.au/pay-and-wages/minimum-wages/pay-guides#a-z-list-of-awards
https://www.fairwork.gov.au/pay-and-wages/minimum-wages/pay-guides#a-z-list-of-awards
https://www.fairwork.gov.au/pay-and-wages/minimum-wages/pay-guides#a-z-list-of-awards

@ Fair Work @ encLisH v LOGIN  REGISTER Q

U.ld'rulqu.l;_."m,lnmcnf DM BUDSMHN

Home Pay & wages | Minimum wages

Check or calculate pay Pay gu ides

Get help with pay Our pay guides have the current minimum pay rates for full-time, part-
time and casual employees in an award.
Minimum wages ~
On this page:
Pay guides pas

A - 7 list of awards

Tools and resources

Apprentice & trainee pay rates
Related information

Junior pay rates

Browse the full list of pay guides to access the one that applies to you.
Annualised salaries Pay & PP Y

The pay guides have the current minimum pay rates for full-time, part-time and casual
Piece rates & commission employees in an award. They also include all the monetary allowances and the most

payments frequently used penalty rates for each classification.

Social & community services Pay guides don't apply when a business has a registered agreement and the employee is
industry pay rates covered by it.

Employees with disability pay You can also find current pay rates, and pay rates from past years, by using our Pay and
rates Conditions Tool.
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« Based on their work nature we have to pick the award rate

A — Z list of avwards
WY T

A

Aaboriginal and Torres Strait Islander Health Workers amnd Practitioners and Ahoriginagl
Community Controlled Heglth Services Aavvward TRAL0007 1 5] Bay Guide (DOC ) | (PDF)

Aged Care Swward [MMADDDDT E] Pay Guide (DOCK) | (PDE)

Alrcraft Cain Crewve Swwarnd [RALDDD0G 7] Pay Guide (D) | (BDE)

Alrfine Operations - Ground STsfT Avwward [RALDOOGS] Pay Guide (D =) | (P ED

Air Bilors Avesrd [RMAODOOCE] Pay Guide (DOCK) | (PDE)

irgort Employees Saward [RALO0000aT] Fay Guice (D) (P F)

I:

Ipine Resorcs Aswsward [RAAOOOOS2T Pay Guide (DO | (IFDF]

Alumiinivr Induscry Swward [RASDO0OE0T] Pay Guide (DO | (BCEE)

Ambulance and Patient Transport Industry SAwvard [ARASOOO0S5] Payw Guide (OO | (BFLYE)

Armusenyent, Eventcs and Recreartiomn Awward TRASOOO0S0T Pay Guide (D) (P F]

Anirmal Care and Weterinary Services Awward [EASAHITH0T 1 E] Pay SGuide (DR Y | (BLEE)

Aguaculture Industry SAoessrd [RAL000] 14947 Bay Guide (Do) | (BIDE)

Architects Awward [hASDOOHDTS] Pay Guide (DO | (IBDHE)

Asphalt Induscry Awvard [ARSOOO0S-1] Pary Guide (OO Cy FCF)

B

Banking Fnance and |nswurance Asward [RASOOOON ST Pary Guide (DO ) FCF)Y
Black Codl Mining Industry Awsward TRASOO0DT ] Payw Guide JEHCC 0 (P

Book Industry Aeeward [RASOHOOO7TE] Payw Guide (D) | (POYE)
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For example, | have taken cleaning services Award

In that we have download option

Rates of pay

Cleaning Services Award [MADDOOZ2] Pay Guide (DOCK)

Ty

¢
! —
I |

Adult
Full-time
Table 1 of 2
Classification Weekly pay Hourly pay rate | Monday to Non-rotating Saturday Sunday
rate Friday - shift shift - finishes
starting before | after midnight
6am or and at or
finishing after before 8am
6pm
Cleaning service employee Level 1 | $914.70 $24.07 $27.68 $31.29 $.36.11 $48.14
Cleaning service employee Level 2 | $945.00 $24 87 $28.60 $32.33 $37.31 $49.74
Cleaning service employee Level 3 | $995.00 $26.18 $30.11 $34.03 $39.27 $52.36

Table 2 of 2

Classification

Public holiday

Overtime - Monday
to Saturday - first
2 hours

Overtime - Monday
to Saturday - after
2 hours

Overtime - Sunday

Overtime - public
holiday

Cleaning service employee Level 1 $60.18 $36.11 $48.14 $48.14 $60.18
Cleaning service employee Level 2 | $62.18 $37.31 $49.74 $49.74 $62.18
Cleaning service employee Level 3 | $65.45 $39.27 $52.36 $52.36 $65.45

Carisma Solutions confidential. Please do not distribute.
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Part-time
Table 1 of 2

Classification

Hourly pay rate Monday to Friday - MNon-rotating shift - | Saturday Sunday
shift starting finishes after
before 6Gam or midnight and at or
finishing after 6pm_ | before Bam
Cleaning service employee Level 1 $27.68 $31.29 $31.29 $30.72 $51.75
Cleaning service employee Level 2 $28.60 $32.33 $32.33 $41.04 $53.47
Cleaning service employee Level 3 $30.11 $34.03 $34.03 543 .20 $56.29

Table 2 of 2

Classification

Public holiday

Owvertime - Monday
to Saturday - first
2 hours

Owvertime - Monday
to Saturday - after
2 hours

Owvertime - Sunday

Owvertime - public
holiday

Cleaning service

employee Lewvel 1

F63. 79 536.11 F48_14 548.14 36018
Cleaning service employee Level 2 $65.91 $37.31 $490.74 $49.74 $62.18
Cleaning service employee Level 3 $69.38 53927 552.36 £52.36 $65.45
Casual
Table 1 of 2
Classification Hourly pay rate Monday to Friday - | Non-rotating shift - | Saturday Sunday
shift starting finishes after
before 6am or midnight and at or
finishing after 6pm | before 8am
Cleaning service employee Level 1 $30.09 $33.70 $37.31 $42.12 $54.16
Cleaning service employee Level 2 $31.09 $34.82 $38.55 $43.52 $55.96
Cleaning service employee Level 3 $32.73 $36.65 $40.58 $45.82 $58.91

Table 2 of 2

Classification

Public holiday

Overtime -
Monday to
Saturday - first 2
hours

Overtime -
Monday to
Saturday - after 2
hours

Overtime - Sunday

Owvertime - public
holiday

Cleaning service employee Level 1 $66.19 $42.12 $54.16 $54.16 $66.19
Cleaning service employee Level 2 $68.39 $43.52 $55.96 $55.96 $68.39
Cleaning service employee Level 3 $72.00 $45.82 $58.91 $58.91 $72.00
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Bonus and Commission Pay Item & Category

* In the Payroll menu, select Payroll settings.

« Select the Pay Items tab, then select Earnings.

Click Add

Orrganisation Calendars

I Earnings
Deductions
Reimbursemants

Leawve

Holidays FPay Items

Earmings

Earmings MName

o Allowwances exermpt
from tas< withholding
and supser

o Allowsances subject
to tacs withholdimg
and supsr

Bonus and commissions

Superannuation

Earmings Category

Allowance

Allowance

Bonuses amd
Commissions

Rate

Rate per Unit

Rate per Unit

Fixed Armount

Acoccount

477 Wagss and
Salaries

AT7T. WWagss and
Salaries

477 Wagss and
Salaries

Bodd

Reportable
as Wi

es

[11]

(11

[11]

Carisma Solutions confidential. Please do not distribute.

4I) CARISMA SOLUTIONS



I Earnings
Deductions
Reimbursements

Leawve

« Click Add, then depending on the type of payment you'll record, Bonuses and Commissions

« Enter an earnings name, and complete other details.

Earnings

Earnings Mame

Adllowancaes exempt
from tax withholding
and super

Adllowances subject

to tax withholding
and super
Eonus and commissions

Director Fees

ETF Leawve Earning

Earnings Category

Allowance

Allowance

Bonuses and
Commissions

Directors Fees

Employment
Termination
Payment

« Select the relevant Expense Account.

Rate

Rate per Unit

Rate per Unit

Fixed Amount

Fixed Amount

Rate per Unit

Account

477 Wages and
Salaries

477 Wages and
Salaries

477 Wages and
Salaries

477 Wages and
Salaries

477 Wages and
Salaries

Repor
as W1

Add -

Ordinary Time Earmings
Owertime Earnings

Allowance

Employment Termination
Fayments

Lump Sum E

Bonuses and Commissions

Yes

Yes

Yes

Lump Sum W
Directors Fees
Paid Parental Leave

Workers' Compensation

« (Optional) Select the Exempt from Superannuation Guarantee Contribution checkbox.

« Click Add.

o
—————
T
T "
{—1‘;/
Bonuses and Commissions
For automatically calculating tax on back payments.
commissions, bonuses and similar payments.
Calculated using Schedule 5 Tax table metnod BJi) [
Earmings MName
Display NMame (oplticonal)
Rate Type
Select .. el
Expense SAcoowunt
Select .. e

Exempt from PAY G witihhholding

| | Exempt from Superannuation Guarantee
Contributiomn

Reporiable as W1 on Activity Statemeni

Carisma Solutions confidential. Please do not distribute.
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PAYG on Schedule 5

« PAYG on Schedule 5 refers to the PAYG withheld from bonuses and commissions. It looks at the tax withheld from

the whole year to date and calculates what should be withheld from that weeks bonus or commission

Earnings Name

Bonuses and
Commissions

il H -~ -~
-OMMISsSIons and eads

Earnings Category

Rate

35000 per Unit

Account

203 Employee Sales

Commissions

Reportable
as W1

Yes

« Make Sure the Commission or Bonus Pay item earning category was selected as Bonus and Commission

E ol e e e v

CComnmoaor Parkenr

Earmimng s Rate
Cormmiissionmns and eads

E=marminmnoas Rate

Cormmiissiornmns and eads

Eamrmirmnng s FRate
Crrdirmmary Howurs

Wanzs W e
ol =S — Wit tacr—free thhireshold, mo sawsse hoaadirna

BLE=F S Vo =
Psosy S o Sochedule S5

L eamcls

L e=asall=s

Heerar=s

“H A O

e la ls e ]

=5 _ OO0

R ate
=L e e leyele]ee]
aihe

Sy e O e e

R ate
==l e (e lelelelel

e

EEE
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