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AU Payroll Practice Set 

 

START HERE 

1. Create XERO account 
Click the link to sign up to XERO for Free :   
https://www.xero.com/ph/signup/ 
 
Refer to Resources >>> 1. Step by Step Process to Sign up in XERO 

 
 

2. Create the Australian Company in XERO 
 
Details: 
 

Company Name : Bookwise Growth Clinic_Student Name 
ABN:    SKIP (for demo purpose ONLY) 
Address:  127 William Street Brisbane QLD 4000 
 

 
Refer to Resources >>> 2. Set up Australian Company account in XERO 

 
 
 

DISCLAIMER: ( for Bookwise Growth Clinic Practice set purpose ONLY) 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.xero.com/ph/signup/
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3. Payroll Setting Step by Step process  
Go to Payroll Tab > > Choose Payroll Settings 
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4. Organisation Tab > Choose the bank account to where the Payroll will be debited; 
5. Choose the Liability and Expenses account 
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6. Pay Frequencies depending on the company policy of your clients – it can be Weekly, Fortnighly 
or Monthly or ALL types 
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7. Holiday Group > General Rule is Holiday group is based on where the employee resides 
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8. Pay Items 
Earnings Tab >> Create Car Allowance > Click Earnings > Click Add > Click Allowance 
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9. Create another earnings for Commissions  
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Deductions 
 

1. Create Union Fees  
Go to COA > create Union Fees expense > EXPENSE > Account code : 510 > Union Fees > Gst on expense 
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2. Deductions – Create Child Support - Child support is an amount of money paid between 

separated parents to help with the cost of raising their children. 
Go to COA >> Add > Current Liability > 810 > Child Support  >  
Description : Amount deducted to Employee and payment made to Department of Humans 
Services (DHS) > BAS Excluded 
 
Deductions > Click ADD > Choose Other/None 
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Reimbursement 
 

Add in Chart of Account >> Code 855 – Expense Reimbursement > Current Liability – BAS excl 
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SET UP EMPLOYEE 
 
Reference :  https://www.fairwork.gov.au/starting-employment/types-of-employees/full-time-
employees 
 
Go to Payroll Tab >> Click Employees >> Click New Employee > Add Employee 
 
Full Time Employee 
 

FULL NAME Meredith Gray 

Birthdate 25 June 1997 

Employment Type Full Time – Advertising Sales Representative 
Award: Commercial Sales Award [MA000083] 

Tax File Number  

Superannuation Provider AustralianSuper/Mercer, etc 

Superannuation Members ID#  

Address Brisbane QLD 

Email address  

Contact number  

Salary  $27.26/hr  + Commissions Deduction – Union Fees $10 

Work hrs 38 hrs per week >> $1,035.70/weekly ($27.25526) 

 
 

PREFERENCE IN CHECKING: 

 
Find my Award Tools 
https://services.fairwork.gov.au/find-my-award 
 

https://calculate.fairwork.gov.au/FindYourAward 

https://services.fairwork.gov.au/find-my-award
https://calculate.fairwork.gov.au/FindYourAward
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FULL NAME Lexie Grey 

Birthdate 15 September 1990 

Employment Type Full Time – Manager 

Tax File Number  

Superannuation Provider AustralianSuper/Mercer, etc 

Superannuation Members ID#  

Address Brisbane QLD 

Email address  

Contact number  

Salary  Annual Salary - $55,000 + $100/week Car allowance Ded : Child 
Support $300/week 

Work hrs 38 hrs per week 

 
 
 
 
 
 
 
 
 
 



 

{Footnote: AU Payroll Practice Set version 03/25}                                   Property of Bookwise Growth Clinic 

 
Part Time Employee 
 
 

FULL NAME Joseph Green 

Birthdate 18 Feb 2002 

Employment Type Part time – Office Clerk 

Tax File Number  

Superannuation Provider AustralianSuper/Mercer, etc 

Superannuation Members ID#  

Address Brisbane QLD 

Email address  

Contact number  

Salary  $40/hr 

Work hrs 20hrs per week (4hrs/day) 

 
 
Casual Employee 
 
 

FULL NAME John Taylor 

Birthdate 16 March 1989 

Employment Type Cleaner 

Tax File Number  

Superannuation Provider AustralianSuper/Mercer, etc 

Superannuation Members ID#  

Address Brisbane QLD 

Contact number  

Salary  $45/hr 

 


