
EMPLOYMENT HERO 
PAYROLL PROCESS

Timesheets , Awards and Bonus Calculations



TIMESHEET APPROVAL IN EMPLOYMENT HERO 
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• 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



Goals
A is a periodical publication, which can either be printed or published electronically. It is issued 

regularly, usually every week or every month, and it contains a variety of content.
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TIMESHEET APPROVAL IN EMPLOYMENT HERO 

• 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.

• 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
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• Once the adjustment is made, click on approve timesheets

• 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.
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How to Create Timesheet In Employment Hero :

• Approve the timesheets as mentioned above.

• Timesheets can be rejected only with appropriate comments and 
substantiating documents/email received from the site manager/admin



2021 2019

2020
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Standard Procedure for Payroll

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

https://employmenthero.com/


Rufus St\wart

Manager

Brigitte Schwartz

Owner

Benjamin Shah
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• 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.

3. Click on the payrun icon, highlighted in yellow

https://employmenthero.com/
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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
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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.
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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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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.
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AWARDS

Awards - Fair Work Ombudsman

legal documents that outline the minimum pay rates 
and conditions of employment. There are more than 
100 industry or occupation awards that cover most 

people who work in Australia.

Awards - Fair Work Ombudsman
https://www.fairwork.gov.a
u/pay-and-
wages/minimum-
wages/pay-guides#a-z-list-
of-awards

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
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• Based on their work nature we have to pick the award rate 
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For example, I have taken cleaning services Award

In that we have download option 
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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
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• Click Add, then depending on the type of payment you’ll record, Bonuses and Commissions 

• Enter an earnings name, and complete other details.

• Select the relevant Expense Account.

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

• Click Add.
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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

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