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Tax Practitioners Board (TPB] BAS agent registration

In Australia, if you want to provide BAS services for a fee or other reward, you must be registered with the Tax
Practitioners Board (TPB].

To become a registered BAS agent, you must satisfy specific qualifications and experience requirements set out
in the Tax Agent Services Regulations 2022 [TASR].

You may apply to register as a BAS agent through one of two options outlined in the TASR [item 101 or 102],
depending on your experience.

Primary Board approved Voting member Relevant
qualification course i of a recognised experience
GST/BAS taxation BAS or tax agent
principles association

At least Certificate IV

Financial Services J x 1,400 hours in
in bookkeeping or past four years
accounting
wm : At least Certificate IV
§ i Financial Services J J 1,000 hours in
Crerkeg in bookkeeping or past four years

accounting

Summary of qualifications and experience requirements

e |tem 101 - Accounting qualifications
o ACertificate IV Financial Services [or a higher award] in bookkeeping or accounting from a
registered training organisation or an equivalent institution
o Board approved course in basic GST/BAS taxation principles [GST/BAS course]
o 1,400 hours of relevant experience in the past four years.
e Item 102 - Professional association membership
o ACertificate IV Financial Services [or a higher award] in bookkeeping or accounting from a
registered training organisation or an equivalent institution
Board approved course in basic GST/BAS taxation principles (GST/BAS course]
A voting member of a recognised BAS or tax agent association
1,000 hours of relevant experience in the past four years.

What are board approved courses?

Board approved courses are nationally recognised units that have been approved by the Tax Practitioners Board
(TPB] for registration purposes.

FNSTPB411 - Complete business activity and instalment activity statements, and FNSTPB412 - Establish and maintain
payroll systems are included in this FNS40222 Certificate IV in accounting and bookkeeping qualification. Together
they meet the TPB approved course in basic GST/BAS taxation principles (GST/BAS course) academic requirements for
registration as a BAS agent.
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More information on BAS agent registration can be found on the TPB website.

Education requirements of the Tax Practitioners Board [TPB]

This assessment is designed to meet the education requirements of the Tax Practitioners Board [TPB], which
stipulates that a significant amount [at least 40%)] of the assessment must be completed under some form of
independent supervision.

Tasks that must be completed under independent supervision are:

e Task4d
o Task4e
o Task 4f
o Task4g
e Task4h

Please refer to the additional independent supervision instructions.
Assessment Instructions
Task overview

For this assessment, you are required to establish the payroll requirements and configure a MYOB/Xero file for 0Z
Office Supplies. Whilst doing this, you must demonstrate your ability to comply with legal and regulatory
requirements and 0Z Office Supplies policy and procedures.

Resources and Equipment Required:

e Access to learning materials on the learning portal

e Accesstoacomputer, the internet and email

e Access to a suitable simulated computer workstation environment

e Access to Microsoft Word

e Access to MYOB/Xero

e Photo, audio, and video recording equipment [e.g. phone, camera, etc.]
e Basic calculator [handheld or on a computer]

e Webcam and headset (for watching/listening to videos, webinars etc.]

This assessment task is divided into five [b] tasks. Some tasks have multiple parts. Read each assessment task
carefully before typing your response in the space provided or attempting the task in MYOB/Xero .

Additional resources and supporting documents
To complete this assessment, you will need:

e Company & Payroll Information

e Payroll Policy & Procedures (from Assessment 1]
e (Chart of Accounts

e Employee Information

e Time Sheet Summary May 20YY

e Email Template
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o ATO Weekly Tax table for the financial year [Please ask your trainer for which financial year to use).

https://www.ato.gov.au/tax-rates-and-codes/tax-tables-overview

Dates used to complete the assessment in MYOB/Xero.

Please ask your trainer for the year and dates for this assessment to use.

Assessment Information

Submission

You are entitled to three [3) attempts to complete this assessment satisfactorily. Incomplete assessments will

— not be marked and will count as one of your three attempts.
All questions must be responded to correctly to be assessed as satisfactory for this assessment.

Answers must be typed into the space provided and submitted electronically via the LMS. Hand-written
assessments will not be accepted unless previously arranged with your assessor.

Reasonable adjustment
Students may request a reasonable adjustment for assessment tasks.

Reasonable adjustment usually involves varying:

- the processes for conducting the assessment [e.g. allowing additional time]

- the evidence gathering techniques (e.g. oral rather than written questioning, use of a scribe,
modifications to equipment]

However, the evidence collected must allow the student to demonstrate all requirements of the unit.

Refer to the Student Handbook or contact your Trainer for further information.

ﬁﬁ% Please consider the environment before printing this assessment.

. . . SWIN
ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems H,l_rjll’:'_

*NE*

Page 4 of 73 m
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Assessment Summary

For this assessment, you are required to establish the payroll requirements and configure a MYOB/Xero file using
the company and employee data for 0Z Office Supplies. Throughout the assessment, you must demonstrate your
ability to comply with legal and regulatory requirements and 0Z Office Supplies policy and procedures.

Resources and Equipment Required:

e Access to learning materials on the learning portal

o Access to a computer, the internet and email

e Access to Microsoft Word

e Access to a six-month trial version of MYOB Business Essentials™/Xero
e (Z Office Supplies Chart of Accounts

e 0Z Office Supplies Company & Payroll Information

e (0Z Office Supplies Payroll Policy & Procedures

o (0Z Office Supplies Employee Information

e (0Z Office Supplies Time Sheet Summary May 20YY

o (0Z Office Supplies Email Template

e ATO Weekly Tax table for the financial year [Please ask your trainer for which financial year to use).

https://www.ato.gov.au/tax-rates-and-codes/tax-tables-overview

0Z Office Supplies is a new company that commenced trading on 01 May 20YY. They have engaged you as their
payroll officer to set up and manage their payroll system using the cloud-based accounting software package
MYOB Business Essentials™/Xero.

For this assessment, you will assume the role of Kelly James. You are a registered business activity statement
(BAS] agent with the Tax Practitioners Board [TPB] and have experience working with similar businesses. Your
experience includes:

e providing payroll services that a BAS agent can provide

e knowledge of legislation about National Employment Standards (NES] and legislative requirements
regarding payroll payments

o knowledge of state and modern awards and employment agreements.

Background Information

0Z Office Supplies Pty Ltd is a retail stationery goods business. The company sells and distributes office supplies
across Australia from a retail outlet store and warehouse.

They have employed five staff:
o A manager
o An office administrator
o A NSW sales representative
e A merchandiser
e A warehouse store person.
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0Z Office Supplies will pay their staff weekly, with the first pay period being Monday, XX May 20YY, to Sunday, XX
May 20YY. Wages are paid on a Monday for the previous week. Please ask the trainer for the dates.

To assist you in setting up the new payroll system and paying the wages for the week ending XX May 20YY, you
have been provided with the following additional information:

e Company & Payroll Information

e Payroll Policy & Procedures [retained from Assessment 1]

o Chart of Accounts

e Employee Information

e Time Sheet Summary May 20YY

e Email Template

o ATO Weekly Tax table for the financial year [Please ask your trainer for which financial year to use].

https://www.ato.gov.au/tax-rates-and-codes/tax-tables-overview

Review 0Z Office Supplies company and employee information. You will need to use this information when setting
up the payroll system. Also, review 0Z Office Supplies Payroll Policy and Procedures. These must be considered
and followed throughout this assessment.

Task 1

For this assessment task, you must research and identify the scope of services you can provide in your role as
the Payroll Officer.

a. Describe the scope of payroll services that a BAS agent can provide. Include a link to the websites you
used in your research.

[Approximate word count: 180 words]

b. Describe the circumstances where a payroll service provider does not need to register as a Tax or BAS
Agent. Include a link to the websites you used in your research.

[Approximate word count: 170 words]
MARKING GUIDE
The candidate must:

a. Describe the scope of payroll services that a BAS agent can provide and include a link to the websites
they used in their research.

b. Describe the circumstances where a payroll service provider does not need to register as a Tax or BAS
Agent and include a link to the website they used in their research.

a. Scope of payroll The candidates’ responses must cover the following points.

services that a BAS | BAS agents can:

Agent can provide.
g provi e Apply to the Registrar for an ABN on behalf of a client.
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(Approximate word e Code transactions, tax invoices and transferring data onto a
count: 180 words] computer program for clients through processes that require
interpreting or applying a BAS provision.

e Confirm figures to be included on a client’s activity statement.

e Complete activity statements on behalf of an entity or instruct the
entity which figures to include.

e Provide advice about or confirm the withholding tax obligations for a
client's employees.

e Provide services declared BAS services through a legislative
instrument issued by the TPB.

e Prepare and provide an income statement that may include
reportable fringe benefits amounts and the reportable employer
superannuation contributions.

e Register or provide advice on registration for GST or PAYG withholding.

e Provide services under the Superannuation Guarantee
(Administration] Act 1992 to the extent that they relate to a payroll
function or payments to contractors.

e Advice about a SGC liability, including calculating the liability and
preparing the SGC statement.

e Advice about the offsetting of late payments of superannuation
contributions against the SGC.

BAS Agents | TPB

b, Circumstances The candidates’ responses must cover the following points.

where a payroll A payroll service provider does not need to register as a Tax Agent or BAS
service provider Agent if:

does not need to
registeras a Tax or
BAS Agent.

e The services provided are considered to be ‘in-house services. This
includes arrangements where there may be a cost recovery and/or
shared services arrangement in place for the provision of the services

(Approximate word by entities regarded as in-house service providers.

count: 170 words) , ,
e The services are not provided for a fee or other reward.

e The services provided do not meet the tax agent service definition
(including BAS service]. Such services include, for example: -

o data entry, providing the data entry does not require the
interpretation or application of a taxation law

o coding of transactions based on instructions provided
o processing of payments

o thetransmission of data to the Commissioner through
Standard Business Reporting [SBR] enabled software,

. . . SWIN
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providing the data transmission does not require the
interpretation or application of a taxation law,

o preparing bank reconciliations

o determining State/Territory obligations or entitlements
(including payroll tax and WorkCover].

Bookkeeper vs BAS Agent (icb.org.au)

Task 2

For this assessment task, you must locate and record the details of two local experts who could assist you if you
need help setting up and processing the 0Z Office Supplies payroll. Provide the names of the individuals or
companies, their contact details, and the services they provide. The local experts must be located in the state
you currently reside.

[Approximate word count: 180 words]

MARKING GUIDE

The candidate must provide the details of two local experts in the state they reside in who could help them if
assistance was required with payroll services. For example, candidates could identify certified MYOB/Xero
consultants at the following link, and according to the area they are located in, Enterprise Partners | MYOB
Australia. The person or organisation listed by the candidate must have payroll expertise.

A sample answer is provided below.

Two local experts who could contact to assist you in setting up and processing payroll in your state.

The BookSitters

The BookSitters Head Office

Units 1& 2 / 94 Main St, Mittagong NSW 2575
Office Phone: 02 48614572

Experts in MYOB Essentials - The BookSitters - % MYOB Essentials

The BookSitters bookkeeping services bring together more than 20 years of bookkeeping experience and over
25 years of business experience. As Silver MYOB/Xero bookkeeping partners, they have been using the
software for over 15 years.

Their services include:
e Bookkeeping software set up
e Payroll
e BAS agent services

SWIN
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Candidates could also search the TPB register, which contains the registration details of tax and BAS agents
within a 25 km distance. BAS Agents | TPB

CT™M

CT Matters

SYDNEY

02 9362 0804
info@ctmatters.com.au

Certified MYOB/Xero consultant & partner

CTMatters can help set up and support MYOB/Xero software. Their services include:
e Single Touch Payroll software,
e onboarding new employees
e managing payroll
e setting up rostering and employee timesheets.

Task 3

a. Name and explain the legislation that covers notice of termination and final pay for Australian workers.
(Include the division, part and chapter]

[Approximate word count: 50 words]
MARKING GUIDE

a. Candidates' responses will likely include different wording than the sample answers provided. However,
the acceptable responses must:

¢ be within the specified word limit

e reflect the exemplar answers below.

b. Access the Fair Work Ombudsman website and identify how much notice 0Z Office Supplies’ employees
must be given if their employment is to be terminated.

[Approximate word count: 70 words]
MARKING GUIDE

b. Candidates' responses must match the sample answer below.

c. Outline 0Z Office Supplies' obligations to the terminated employee if 0Z Office Supplies decides to pay the
employee out rather than let them work out their notice period.

[Approximate word count: 75 words]
MARKING GUIDE

c. Candidates' responses will likely include different wording than the sample answers provided. However,
the acceptable responses must:

e be within the specified word limit

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems SQ?'JIP

IPJI-!

Page 9 of 73 OPEN
ED



https://www.tpb.gov.au/bas-agents

e reflect the exemplar answers below.

d. Explain OZ Office Supplies' review procedure for termination payments before paying the employee their
final pay.

[Approximate word count: 220 words]
MARKING GUIDE

d. Candidates' responses will likely include different wording than the sample answers provided. However,
the acceptable responses must:

e be within the specified word limit

o reflect the exemplar answers below.

a. Name and explain the legislation that covers notice of termination and final pay for Australian
workers.

Division 11 of Part 2-2 of Chapter 2 of the Fair Work Act 2009 covers termination of employment.

The legislation lists the grounds on which an employee can or cannot have their employment terminated
and the process by which termination can be disputed.

b. Identify how much notice 0Z Office Supplies’ employees must be given if their employment is to be
terminated.

Period of continuous service Minimum notice period
1year or less Tweek

More than 1year - 3 years 2 weeks

More than 3 years - 5 years 3 weeks

More than b years 4 weeks

An employee has to get an extra week of notice if they're over 45 years old and have worked for the employer
for at least two years.

Notice of termination & redundancy pay - Fair Work Ombudsman

c. 0Z Office Supplies' obligations to the terminated employee if 0Z Office Supplies decides to pay the

employee out rather than let them work out their notice period.

If the employer pays out the notice, the amount paid to the employee must equal the total amount the
employee would have been paid if they worked until the end of the notice period. This includes:

° incentive-based payments and bonuses

° loadings

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems Sg?]'b
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https://www.fairwork.gov.au/tools-and-resources/fact-sheets/minimum-workplace-entitlements/notice-of-termination-and-redundancy-pay#notice-of-termination

monetary allowances

overtime

penalty rates

any other separately identifiable amounts.

If the employer pays out the notice, the employee does not accrue any annual leave for the notice period
they were paid out for.

Notice of termination & redundancy pay - Fair Work Ombudsman

d. 0Z Office Supplies review procedure for termination payments before paying the employee their final

pay

All termination payments above $1,500.00 must be reviewed and evaluated by the Finance Manager. The
process for reviewing termination payments is as follows:

1. Gather necessary documentation: The Finance Manager must be provided with all relevant
documentation related to the termination payment, including the employee's contract, relevant
company policies, and documentation related to the termination itself, such as a termination letter or
severance agreement.

2. Review the termination payment: The Finance Manager should thoroughly review the payment to
ensure it complies with all applicable laws and regulations and 0Z Office Supplies policies and
procedures. This may involve reviewing calculations to ensure the payment amount is accurate,
verifying that the payment is being made for a valid reason, and ensuring that any tax implications
have been adequately accounted for.

3. Provide recommendations: Based on the Finance Manager's evaluation, they should provide

recommendations for any necessary changes or corrections to the termination payment. This may
involve communicating with the relevant parties, such as the payroll office or legal counsel, to ensure
that any necessary adjustments are made before the payment is processed.

4. Final approval: Once any necessary changes have been made, the Finance Manager should provide
final approval for the termination payment to be processed. This involves signing off on the payment
documentation.

Task 4

This assessment is designed to meet the education requirements of the Tax Practitioners Board [TPB], which
stipulates that a significant amount [at least 40%)] of the assessment must be completed under some form of
independent supervision. Tasks that must be completed under independent supervision are:

e Task4d
e Task4e
o Task 4f
o Task4g
e Task4h
ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems SQ?'JIP
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For this task, you must set up a MYOB Business Essentials™/Xero online file for 0Z Office Supplies.
To complete this task, you must undertake the following steps:

Task 4a

Download a copy of the following information provided by 0Z Office Supplies:
e  0Z Office Supplies Payroll Policy and Procedures
o  0Z Office Supplies Employee Information

You must refer to these documents throughout this assessment.

Guidance to Assessors About This Task

This task is designed to ensure candidates can demonstrate the ability to configure a payroll system with data
provided by an employer. To complete this task, candidates must use the payroll functionality in MYOB Business
Essentials™/Xero and refer to 0Z Office Supplies Policies and Procedures and Employee Information.

The candidate is to assume the role of the payroll officer for 0Z Office Supplies. They are provided with the
following documents, which they must refer to assist them in configuring the payroll system.

e (0Z Office Supplies Payroll Policy and Procedures. The purpose of this document is to provide Candidates with
the 0Z Office Supplies procedure for processing payroll and their record-keeping and security requirements. It also
outlines how payroll discrepancies are addressed.

e (0Z Office Supplies Employee Information. The purpose of this document is to provide Candidates with the
personal and payroll information for 0Z Office Supplies' five staff. This information will be used to set up the
employee card.

Task 4b
Refresh your learning in the LMS on how to set up payroll in MYOB Business/Xero.

Guidance to Assessors About This Task

Candidates must have a good understanding of how to set up payroll in MYOB Business/Xero. They are
encouraged to refresh their learning in the LMS before starting the setup. Tasks 4d - 4h are designed to meet the
education requirements of the Tax Practitioners Board (TPB) and must be completed under independent
supervision. All the answers developed based on 2023-2024 financial year.

Task 4c

To complete this assessment, you will need to configure a MYOB/Xero File.

Follow the instructions below to set up a file for 0Z Office Supplies using MYOB Business/Xero.

Use the email address you use to access your Swinburne Open Education course, and when asked, ‘What is your
role in the business?’ select ‘Student or teacher’.

Step 1

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems SQ?'JIP
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Go To https://www.myob.com/au/campaign/education-trial and select ‘Get started.’

Start your free 6-month learning period today

g up with yoar sehoal or Lniversing small addrss t access i 1he faatings and r=ming

T ctfey b sicily (miles to MYOE =dacatinn Gt
e |ptnar MYOD B

[affew Toarmre i | oo T8 0021

You will receive an email from Swinburn for Xero Invite. You need to accept the invite. Please see the sample email

below.

le2Xero - You're invited
Hello @GP ould like you to access their account at Xero,.uses Xero

to help manage their business.

By accepting the invitation, you will be able to collaborate with ‘n Xero.

This invitation will expire in 14 days

If you're new to Xero, check out our getting_started guides to understand
more about how to use Xero tools and features.

Xero Central has more information on user roles, access and permissions.
Your user access can be updated at any time by the account owner.

Kind regards,
The Xero team

2xero logo
Powered by Xero, beautiful business

www.xXero.com

Step 2

Enter the email address you use to access your Swinburne Open Education course.

. _— SWIN
ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems H,l_rjll’:'_
*NE*

Page 13 of 73 m
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myob

Start your FREE 6-month trial!

§ .
al

Step 3

Add your first name, last name, and phone number and set your password.

H

Start your FREE 6-month trial! Set your password

Ermall®

Password
First name*
CCCEE e S hr

Last name" A i
Last e Your P Patiwont must oonair

— 0r PE—
& 1digt =) ¥

Phane riurmber* @ Claciaich

Hirsinesd name" Strength Very strang

OZ Office Supplies

Set password

Moxt: 5ot ry password

Step 4

Access the MYOB/Xero software.

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems
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myob
What happens next?

Access your product

Learn the ropes with the help of your own personalised
setup activities

Access your software now

Step b
Add the ABN 26 0086 72179 and select next.

myob

o ABN Let's start with your ABN

Adding your Australian Business Number {ABN) helps us to customise your

: . software to your business. You'll save time by having the right setup from the

o Business details .

start.
e Personalise ABN

26 008 672179

Find your ABN ¢

(D If you don't have an ABN you can add this in fater. ‘

MNext
Step 6
o Check your business name is correct (0Z Office Supplies)
e Tick Yes, the business is registered for GST
e From the drop-down menu, select Company as the business type.
. . . SWIN
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myob

° ABN Business details
ABN
o Business details 26 008 672 179
2 Business name*
o Personalise

02 Office Supplies

Is this business registered for GST?* @

Q Yes

No
What type of business is this?*

Company v

oo [N

Step7

e From the drop-down menu, select Retail for your business's industry
e Select Student or teacher as your role in the business
o SelectYes, the business has employees.

myob

° ABN Personalise your software

We'll set up your software to suit you.

o Business details i
What industry is this business in?*

. Retail v
o Personalise

What's your role in this business? *
Accountant
Owner or employee
Bookkeeper

© Student or teacher (1)

Does the business have employees?*

Q Yes

MNo

Do you need to move data from ¥ero, Quickbooks Desktop or Reckon?

Yes, | need to move data to my MYOE software.

Once you have done this, select Finish set up. You will then be redirected to the MYOB/Xero dashboard.

. . . SWIN
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rnyob Deshboan Soes-  FTRGSes o meioy - Bawing - ACtounting - Peesd - Cootacts - Roporting - In ity 3 (@ B ozotice s - FrsTeR4

Good morning,
OZ Office Supplies - FNSTPB412

amtude s manyng

Get your Business up and running 3
x x x
=R i~
Ll

&

Croate your first invsice in Cannect te your bank Unioad your bils and receiats Setup your payrell
i
v v
Vour business
Ingame @ Empenses B Financial pozitian ol
30w ¢ 50 B0 ¢
st et Yo e this oot e
v v
Pay rins
4T i

Step 8

Select the Accounting tab, and from the drop-down menu, select Chart of accounts.

mb Cepoard  Ssées - Pundrases - Saniong ~  Accourtrg - Py Cortacts -  Reporting Tty | 2 O Soppiies - Bogness
[ b T

Create DErETE U

Good afterncon, Retring Fariactiond

OZ Office Supplies - Busir

gy toiay (Rt

-~
'Y

= §. 0w

25 [D0e3

Getting started (E Wi s

Sreowre 345 or 103

- Creste your fint imnoice 0 minutes

o A & o B ; pae faip

And then, select Import chart of accounts.

ﬁlccr:lunts Eov accourts EQit Prked sccourts Import char of aczourts J

L wa o o] AEsets Liabaites Equty Ifcome Costof saies Espenses Camer income e evpeTses

Sapeen
Snenw inactive Baras
Account number Aicount name Abcount type Tax code Linkedd Ll Curient balance (%)
Assets Agsat Lewsl 1 lr ]

Import the 0Z Office Supplies Chart of Accounts

. . . SWIN
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Impert and export data

oot Espan

Data to mmpoct® Chart of accoonts

Prapare il

1. Downigac tha chart of aocounts kemplalo {.TET)

2. Opo thee THT hizwsing o spreadishoct odior ke Mionsoh Evcel ar Goagle Shoeis.

3. Addl your account demls Don T change orJomens tha - frsl 2 ows and incluee she roguined foins
4. Exve the TAT Ko

Uplaad file

| FHETPBATZ OzCihceSupnlinsSep2023-ChartOddccounts- 2230 542 <0

Onkyanc .CEN or . THT a0 -scparaied fie. Masimum sec I5MB
duphcobs reeonds 2
Wdpoase exisling data

Dichoin unuson aEcounis [3)

You will receive an email from MY0OB/Xero once your file has been imported.

myob MYOB No Reply <noreply@apps.myob.com> =
Thu 12/05/2022 3:33 PM
To:

and links. Please report suspicious emails to the IT service desk

H1
Your =, contaning Accounts was mparsd
Fere are Fe resulls

- 18 recoms imponied successiuly
- 0 recoids skipped with amos

Hagards,
Tha MYOQE Team

P by | L MYCE

YBER SECURITY WARNING: This email is from an external source — please be cautious of attachments

Step 9

Configure business details.

In the top right-hand corner, click on the business name. From the drop-down menu, select Business settings.

. . . SWIN
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Good meming,
OZ Office Supplies

Dty Lusiviss 1 and nanning

Use the company information in FNSTPB412_02_Project_Company&Payrollinformation to update:

Business details
Industry details
Contact details
Financial year details

Once you have completed the setup, use the snipping tool to capture a screenshot of the business settings.
Paste the screenshots into the table below.

Business details

MARKING GUIDE
The Candidate submission must agree with the sample answer below.

Business details

MYOB serial number 615877814036
Business name* | OZ Office Supplies Pty Ltd
Trading name | OZ Office Supplies
ABN | 26 008 672179
GST branch number (O
008 672172

Client code

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems BUR
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Basic Information

Logo ©
Upload logo

1ME total file size limit

m

Display name (required)

OZ Office Supplies

Legal / Trading name (required)

0z Office Supplies

Industry
Newspaper & Book Retailing

Organisation type (required)

Company v

Australian Business Number (ABN) @

Q 26008672179 x

Industry details

MARKING GUIDE
The Candidate submission must agree with the sample answer below.

Industry details
Business industry Retail Trade

Specific industry code | Newspaper and Book Retailing ~

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems SQ?'JIP
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Basic Information

Logo ©
Upload logo

1ME total file size limit

m

Display name (required)

OZ Office Supplies

Legal / Trading name (required)

0z Office Supplies

Industry
Newspaper & Book Retailing

Organisation type (required)

Company

Australian Business Number (ABN) @

Q 26008672179

Contact details

MARKING GUIDE

The Candidate submission must agree with the sample answer below.

Contact details

Email

7 Holden Street, Camperdown NSW
2482

infoi@ozofficesupplies.com.au

0408 040 810

ASSESSOR GUIDE

FNSTPB412 - Establish and maintain payroll systems
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Contact Information

Postal address

Search address

7 Holden Street

Camperdown

NSW

Australia

Kelly James

Physical address Same as postal address

Telephone

+61 0408 040 810

Email

info@ozofficesupplies.com.au

Website

0408 040 810

Financial year details

MARKING GUIDE

The candidate must follow the instructions from the trainer for the year and dates.
The financial year used for this assessor guide is 2023-2024.

The superannuation rate used for this assessor guide is 11%.

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems SQINJI[N
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Financial year

Current financial year | 2024 p <
Start new financial year
financial year @) | June v

Financial Year 1Jul 2023 to 30 Jun 2024

g balance date @ July v 2023
Cannot record transactions before 1Jul 2023

1 Jul 20232 - 30 Apr 2024

Account Debit Credit

101 - OZ Office Supplies 100,000.00

970 - Owner A Share Capital 100,000.00

B Add a new line
Total Debits 100,000.00 Total Credits 100,000.00
Adjustments = 0.00
Th wnts for the difference between debits and credits and for FX gains

Lock balances at 30 Apr 2024
Locking ensures no accidental edits to balances or transactions are made before this da
| = ) | J

Task 4d contributes to the education requirements of the Tax Practitioners Board (TPB], Board approved course in
basic GST/BAS taxation principles and must be completed under independent supervision. Please refer to the
additional independent supervision instructions.

Task 4d

Using the background information for 0Z Office Supplies [provided at the beginning of this assessment
document] and the company and payroll information provided in
FNSTPB412_02_Project_Company&Payrollinformation, complete the following:

o Configure the payroll settings
e Link the payroll accounts. Use Kelly James and payroll@ozofficesupplies.com.au as the email settings
for all emails sent on your behalf from MYOB/Xero. This includes invoices, quotes and payslips [payroll].

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems SQ;UD
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mailto:payroll@ozofficesupplies.com.au

Once you have completed the setup, use the snipping tool to capture a screenshot of the following payroll
settings:

e General payroll information
e Superannuation funds
o Pay slip email defaults

and Linked Account details. Paste the screenshots into the table below.

Assessor Instructions
Payroll Settings

The candidate must select ‘Payroll settings’ from the drop-down menu next to the company name. Under the
payroll settings tab, the candidate needs to populate the following templates.

e (eneral payroll information
o Details
o Timesheets
e Superannuation funds
e Employment classification
e Payslip email defaults
o Email settings

The information below has been provided to the candidate in FNSTPB412_02_Project_Company&Payrollinformation

il

General Payroll Information

Number of payroll hours In a full-time 38 hours

week

Payroll Period Monday — Friday (starting on Monday)

Uses timesheets to track employee hours | No

Cents to round net pay down to 5 cents

Company default Superannuation Fund AMP MYLIFE MYSUPER
Employer membership no. - 1234567

Withholding Payer Number 00 484 424 1M1
Payslips to be emailed from Kelly James
Reply to email address info@ozofficesupplies.com.au

All employees belong to the Office Supplies Union.

Details

SWIN
BUR
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The default Full-time employee weekly hours are set at 38.

The tax tables revision date, which shows the current tax tables used in payroll, is automatically updated by
MYOB/Xero. Assessor, please note: Tax rates are updated periodically, and any updates to the tax tables will
affect the sample answers provided.

Superannuation funds

The default superannuation fund for 0Z Office Supplies is AMP MYLIFE MYSUPER. The Candidate will need to set
this up. To do this, they need to select ‘create superannuation fund’. The Candidate must select AMP MYLIFE
MYSUPER from the fund name drop-down menu. The Name, SPIN/USI and Fund ABN will be prepopulated. The
Candidate must add the Employer membership number - 1234567. After adding the superannuation fund,
Candidates must select this as the default superannuation fund.

Timesheets

0Z Office Supplies employees do not use timesheets to track employees' hours. When the Candidate is required
to enter payroll data, they will be provided with a weekly summary of each employee’s hours and any leave they
have taken. The payroll week starts on a Monday.

The information below has been provided to the Candidate in the company and payroll information.
Employment classifications

The employment classifications are award classifications assigned to employees in the employee card.
MYOB/Xero contains construction employment classifications by default. Candidates do not need to change
these until later in the assessment when they enter employee information into MYOB/Xero.

Payslip email defaults

Payslips are emailed. The email includes a default email message. The Candidate must include a subject relevant
to payroll.

Payroll Settings:
MARKING GUIDE
The Candidate submission must agree with the sample answers below.

General Payroll Information

SWIN
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Organisation

Bank Account €

101: OZ

Wages Payable Account

204: Wages Payable - Payroll

Superannuation Fund Details

PAYG Liability Account

825! PAYG W

thholdings Payable

Superannuation Liability Account

£26: Superannuation Payable

Payroll settings
rad pEyiaE inforn Supcraniuation lurds Esgiopenont classHicaticn 1oy ahip omal ofaufis
Dt ags
Fub 11 2 33
r [eh] by
AMP RYLIFE MYSUPE e
D S B 1L
Timesheets
M
Organisation Frequencies Holidays Pay Items Superannuation

Wages Expense Account

v 477 Wages and Salaries v

Superannuation Expense Account

v 478: Superannuation v

3 UpEETannuETios furd Jotasc

ASSESSOR GUIDE

FNSTPB412 - Establish and maintain payroll systems
Page 26 of 73

SWIN
BUR
-NE

OPEN
ED




isation Frequencies Holidays Pay items Superannuation

Superannuation Add Superannuation Fund
Name Type SPIN s Auto Migrated Fund Employer Number

Resolution Life MyLife Super
-3 [(NATIONAL MUTUAL RETIREMENT Reagulated TET46741299014 1234567
FUND)

Mercer SmartSuper (MERCER SUPER

ate 9505422981707
TRUST) Regulated 1990542298170

Rest Super (Retall Employees
Superannuation Trust)

Payslip email defaults

Regulated RES0103A0U

Payroll settings

General payroll information  Superannuation funds  Employment classification Pay slip emall defaults

Pay slip email defaults
Customise the default email text sent with your pay slips,
Subject | OF Office Supplies Pay Slip

Message | Please contact us immediately if you are unable to
detach or download your Pay Slip. Thank you.

Email settings
These emall settings apply to all email sent on your behaif from MYOB. This includes inveices, quotes and pay sfips (paynall)
From name | Keily James

Reply-to email address* | payroll@ozefficesupplies.com.au

Payroll Tracking

Employee Groups Timesheet Categories

None v None v

Payslip Options

Show Annual Salary € Show Employment Basis

Company Logo

Your company logo will be used on things like payslips.

Linking the payroll accounts

Under the ‘Accounting’ tab, the Candidate must select ‘Manage linked accounts’ from the drop-down menu and
navigate to the ‘Payroll’ tab. The Candidate must check and update the required accounts for processing payroll
with the information provided in the company and payroll information. [See below]

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems SQ?'JIP
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MYOB Account Information

Account for Cash & Cheque Payment 1-1110 NAB Bank Account
BSB: 111.222

Account: 1234567

Name: OZ Office Supplies
Bank code: EBA

Direct Entry 1D: 2333

Account for Electronic Payment 1-1171 Payroll Clearing Account

This account is used to reconcile the net
payment amount of the payroll to the
transactions from the bank account.

Account for Wages Expense 6-4100 Salary & Wages Expense
This account is used to record the gross wages
and salary expense for the pay run.

Account for Superannuation Expense 6-4200 Superannuation Expense
This account is used to track SGC Super
gxpense transactions

Account for First Aid Allowance 6-4230 First Aid Allowance

This account is used to record the first aid
dllowance expense transactions.

Account for Uniform Allowance B-4240 Uniform Allowance
This account is used to record the uniform
allowance expense transactions.

Account Tor PAYG Withholding 2-1350 PAYG Withholding Payable
This account will track the PAYG liability.

Account for Superannuation Liability 2-1360 Superannuation Payable
This account will track the Superannuation
liability.

Account for Union Fees Payable 2-1370 Union Fees Payable

This account will track the Union Fees liability.

MARKING GUIDE

The Candidate submission must match with the sample answer below.

Linked Payroll Accounts:
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Linked accounts

Arcoirms & Exnling =akZ urchases

Task 4e Contributes to the education requirements of the Tax Practitioners Board (TPB], Board approved course in
basic GST/BAS taxation principles and must be completed under independent supervision. Please refer to the
additional independent supervision instructions.

Task 4e

Research and familiarise yourself with the relevant state and modern awards 0Z Office Supplies employees are
paid under. Create a profile for each employee using the information provided in the relevant award and the
FNSTPB412_02_Project_Employeelnformation

Assessor Instructions

To create a new employee, the Candidate must go to the payroll menu, choose ‘Employees’ from the drop-down
menu, and click ‘Create employee’. The Employee self-onboarding will appear. Candidates must skip this and add
the employee details for the five employees.

The table below lists the details that must be entered on each tab. This information is provided to the Candidate
in FNSTPB412_02_Project_Employeelnformation

SWIN
BUR
+NE*
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0Z Office Supplies Pty Ltd

Employee Information

Employee 1 Employee 2 Employee 3 Employee 4 Employee 5
Last name Anderson Xing Cox Alvarado* Ritson
First name Alex Ben Kris Taylor Codie
Employee Card | 0Z0S0-1 0Z0S0-2 0Z0S0-3 0Z0S0-4 0Z0S0-5
ID
Address 5 Sydney Way 2 Karawang Street 5 Knight Street 2 Grevillea Street 4 Chapman Avenue
City Sydney Sydney Sydney Eastern Creek Leura
State NSW NSW NSW NSW NSW
Postcode 2000 2000 2000 2766 2780
Email alexa@gmail.com ben.xing@outlook.com Kriscox1993@hotmail.com tsalvaradol46@gmail.com codieritson11@hotmail.com
Phone 0427 282 989 0412 345 989 0487 342 898 0401809 093 0431949 141
Position Manager Office Administrator Sales Representative Merchandiser Warehouse Storeperson
Award General Retail Industry General Retail Industry Commercial Sales Award Commercial Sales Award Storage Services and

Classification

Award [MAO00004]
General Retail Industry Award
[MAO00004] - Fair Work

Award [MAO00004] Retail
Employee Level 2
General Retail Industry Award

[MA000083] - Commercial
Traveller
Commercial Sales Award

[MAOO0O0O083] - Merchandiser
Commercial Sales Award
[MAQ000083] - Fair Work

Wholesale Award
[MAOO0QO84] Storeworker
grade 3.

Ombudsman [MAO00004] - Fair Work [MAO00083] - Fair Work Ombudsman Storage Services and Wholesale
Ombudsman Ombudsman Award [MA000084] - Fair Work
Ombudsman
DOB 20/5/1972 19/4/1982 19/5/1993 24/01/1999 26/3/1995
Gender Female Male Female Unspecified Male
TFEN MMM MMM MMM MMM MMM

Please note all employees
would have an individual
TFR. However, for this /Xero

Please note all employees
would have an individual
TFR. However, for this

Please note all employees
would have an individual
TFR. However, for this

Please note all employees
would have an individual
TFR. However, for this

Please note all employees
would have an individual
TFR. However, for this

Version 2



https://www.fairwork.gov.au/employment-conditions/awards/awards-summary/ma000004-summary
https://www.fairwork.gov.au/employment-conditions/awards/awards-summary/ma000004-summary
https://www.fairwork.gov.au/employment-conditions/awards/awards-summary/ma000004-summary
https://www.fairwork.gov.au/employment-conditions/awards/awards-summary/ma000004-summary
https://www.fairwork.gov.au/employment-conditions/awards/awards-summary/ma000004-summary
https://www.fairwork.gov.au/employment-conditions/awards/awards-summary/ma000004-summary
https://www.fairwork.gov.au/employment-conditions/awards/awards-summary/ma000083-summary
https://www.fairwork.gov.au/employment-conditions/awards/awards-summary/ma000083-summary
https://www.fairwork.gov.au/employment-conditions/awards/awards-summary/ma000083-summary
https://www.fairwork.gov.au/employment-conditions/awards/awards-summary/ma000083-summary
https://www.fairwork.gov.au/employment-conditions/awards/awards-summary/ma000083-summary
https://www.fairwork.gov.au/employment-conditions/awards/awards-summary/ma000083-summary
https://www.fairwork.gov.au/employment-conditions/awards/awards-summary/ma000084-summary
https://www.fairwork.gov.au/employment-conditions/awards/awards-summary/ma000084-summary
https://www.fairwork.gov.au/employment-conditions/awards/awards-summary/ma000084-summary

exercise, they need to be the
same.

MYOB/Xero exercise, they
need to be the same.

MYOB/Xero exercise, they
need to be the same.

MYOB/Xero exercise, they
need to be the same.

MYOB/Xero exercise, they
need to be the same.

TFN Status Has provided TFN Has provided TFN Has provided TFN Has provided TFN Has provided TFN
Residency Australian Resident for tax Australian Resident for tax Australian Resident for tax Non-resident for tax Australian Resident for tax
status purposes purposes purposes purposes in Australia (417 purposes
Working Holiday visa) from
Brazil
Tax detail Tax-free threshold Tax-free threshold and No Tax-Free Threshold Foreign Resident Tax-free threshold
Student Loan
Tax rebates per | $1,655.00 N/A N/A N/A N/A
year
Extra Tax per N/A $70.00 N/A N/A N/A
Pay
Start Date XX May 20YY XX May 20YY XX May 20YY XX May 20YY XX May 20YY
Ask your trainer for Start Ask your trainer for Start Ask your trainer for Start Ask your trainer for Start Ask your trainer for Start
Date Date Date Date Date
Employment Permanent Permanent Temporary Temporary Permanent
Basis Full - Time Full - Time Casual Part-Time Full - Time
Salary Package | Salary - $80,000.00 per year | Salary - $47,257.60 per year | Hourly pay rate Hourly pay rate Salary - $47,788.00 per year

Annual Leave

Personal Leave

Annual Leave Loading
First Aid Allowance $12.23
per week

Annual Leave
Personal Leave
Annual Leave Loading

Mon - Fri: $31.05

Sat Rate: $43.47

Sun Rate: $55.89
Commission

Uniform Allowance: $3.75
per week based on 3 days.

Mon - Fri: $23.10 [ordinary
hrs of work]

Sat Rate: $34.65 (overtime
rate)

Sun Rate: $46.20 [overtime
rate)

Per KM Travel Allowance:
0.91 perkm

Uniform Allowance: $6.25
per week based on 5 days.
Annual Leave

Personal Leave

Annual Leave

Personal Leave

Annual Leave Loading
First Aid Allowance $14.19
per week

ASSESSOR GUIDE
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Annual Leave Loading

Superfund AMP MYLIFE MYSUPER AMP MYLIFE MYSUPER AMP MYLIFE MYSUPER MERCER SMARTSUPER REST INDUSTRY SUPER
Super 012 002 012 876 012 855 442 324 998 345
membersh
ip No.
Super Superannuation Guarantee Superannuation Guarantee Superannuation Guarantee Superannuation Guarantee Superannuation Guarantee
category on Ordinary Times Earnings on Ordinary Times Earnings on Ordinary Times Earnings on Ordinary Times Earnings on Ordinary Times Earnings

(OTE] and First Aid Allowance

(OTE]

$50 per week Salary
Sacrifice Super

(OTE] + Commission

(OTE]

(OTE] and First Aid Allowance

Entitlements Annual Leave Annual Leave N/A Annual Leave Annual Leave
category Personal Leave Personal Leave Personal Leave Personal Leave
Union fees 10.00 p/w - Deduction 10.00 p/w - Deduction N/A 10.00 p/w - Deduction 10.00 p/w - Deduction
Payment Electronic Electronic Electronic Electronic Electronic
method
Bank a/c BSB 111-111 BSB 222-222 BSB 111-000 BSB 123-000 BSB 034-011
A/C 226644 A/C 336677 A/C 334455 A/C 9387775 A/C 464719111
Alex Anderson [$200 each Ben Xing Kris Cox TC and PL Alvarado Codie Ritson [$150 each pay])

pay]

BSB 111-111

A/C 229876

A Anderson & G Anderson
(balance of weekly payment]

BSB 034-011

A/C 464717676

Codie Ritson [balance of
weekly pay]

e Taylor Alvarado is single with no dependents and holds a 417 Working Holiday visa. He does not have a STSL debt nor is he claiming a claiming a Medicare levy
exemption or reduction

e Smart Books is not registered as an employer of WHMs.
e Smart Books must withhold tax at the foreign resident tax rates starting at 32.5%.

ASSESSOR GUIDE
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Assessor Additional information

e Taylor Alvarado’s personal leave must be set up as Personal leave Part-time hourly. 30hrs x 2 weeks = 60 hrs / 52 = 1.15384 hrs per pay period.

Leave information
Calcudation basis | Equals hours per pay period w
Hours | 1153

Per | Pay period >

Show leava balance on pay slips

Carry remaining leave over to naxt year ()

e Taylor Alvarado’s annual leave must be set up as Annual leave Part-time hourly. 30hrs x 4 weeks =120 hrs / 52 = 2.30769 hrs per pay period. The leave balance
must be shown on the payslip.

Leave information

Calculation basis | Equals hours per pay pericd v
Hours | 2.307
Per | Pay peariod o

Show leave balance on pay slips

Carry remaining leave over to next year (3)

Link wage pay item

The hourly rate and allowance shown in the 0Z Office Supplies Pty Ltd Employee Information are based on the 2024 FY awards. The students must use the award
rates and allowances applicable to the current financial year.

Wi
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Task 4f contributes to the education requirements of the Tax Practitioners Board [TPB], Board approved course
in basic GST/BAS taxation principles and must be completed under independent supervision. Please refer to the
additional independent supervision instructions.

Task 4f

Assign payroll items to employees’ cards to calculate their standard pay. When you have completed entering all
the employee information, open the cards for each employee and check the information you have entered into
MYOB/Xero for each employee is correct. This means it agrees with the employee information provided to you in
FNSTPB412_02_Project_Employee Information. Edit any errors.

Use the snipping tool to capture a screenshot of each employee's standard pay and paste the screenshot into
the table below.

Marking Guide

In MYOB/Xero, an employee’s pay components, such as wages, superannuation, leave, and taxes, are called
pay items. Base Salary, Base Hourly, Annual Leave Pay, Personal Leave Pay, Annual Leave Loading,
Superannuation Guarantee and PAYG are default pay items that have been set up. The Candidate must assign
payroll items to each employee’s card to calculate their standard pay. They must also identify the additional
pay items that need to be created and assign them to employees’ cards.

e Commission - Assigned to Kris Cox
e Union Fees - Assigned to Alex Anderson, Ben Xing, Taylor Alvarado and Codie Ritson
e Uniform Allowance - The uniform allowance is exempt from PAYG - Assigned to Kris Cox and Taylor
Alvarado
e First Aid Allowance - First Aid Allowance is taxable as considered part of OTE and is not exempt from the
superannuation calculation - Assigned to Alex Anderson and Codie Ritson.
e Personal Leave pay - Assigned to Alex Anderson, Ben Xing, Taylor Alvarado and Codie Ritson
Annual Leave Accrual Salary - Assigned to Alex Anderson, Ben Xing, Taylor Alvarado and Codie Ritson.
To finalise the payroll setup, the Candidate must open the cards for each employee and check the information
they have entered into MYOB/Xero against the employee information provided in the FNSTPB412_02_Company &
Payroll Information to make sure it is all correct.

Alex Anderson Standard Pay

MARKING GUIDE
The:

e Wages category
e Deductions

e Taxes

e |eave

e Expenses

in the candidate submission must agree with the sample answer below. However, the amounts are based on
the 2023 award. These will vary based on the 20YY award the candidate uses.

Version 2



Alex Anderson

Dontzct dets Paymoi-ocials

Payment detzds

Base pay detsils

All allocated pay tems 7

Hama

Wiy

Hazo Salary

Annual Leawe Loading

Armual Loawe Pay

Personal

Frst Akl Allawano

Deductione

Unkan Fog

Takes

o Withhoimng

LEave

Parsanal ieave Full imo sadsry

Armuial feate Full fimo catary

Exparise

Suporarnuabon Gunranios

Solary and wagss Loave

Tay sips

Deduciicns Supcrannualior

Haours {hes) L) Armcuntis) [ Job (1}

1,533.45 P

™ -
X e p
0.o0 o.00 I

{1 NE L]

Calculsted E

Calculzica

Caiculaied
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Empioyses » Alex Anderson
Pay Templates
Employee Name ~ Salary Eamings YTI Next Payment Date
Alex Anderson Vie ‘ 27 May
Details Employment Taxes Leave Bank Accounts Payslips Pay Template Opening Balances Notes

Pay Template

Eamings Rate Hours per Week Annual Salary
dinary Hours 38.0000 80,000.00

Eamings Rate Fixed Amount

First Aid Allowance 12.23

+ Add Eamings Line

Deduction Type Amount
Union Fees/Subscriptions 10.00

+ Add Deduction Line

Superannuation Fund Percentage

zolution Life MyLife Super - SGC - US| Statutory Rate

+ Add Superannuation Line

+ Add Reimbursement Line

Paid above award pay rate.

Ben Xing Standard Pay

The:

e Wages category
e Deductions

e Taxes
e |eave
e Expenses

in the candidate submission must agree with the sample answer below. However, the amounts are
based on the 2023 award. These will vary based on the 20YY award the candidate uses.
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Een Xing

Caontaci o

Emplayment do

Fay hislary

Basge poay chatadls

Al allocated pay items [0

Armual Laare Losding

Asemual Loowo Pay

Personal Lasee Pa

Dreductions

Unkan Fon

Ealary Sacrfice - 350,00

Texes

P TR nobdir

Fersonal iavn Full time salary

Brmual loasn Full fime

aarardod

Bours {his} [ Amounts; [ Joia [

J0E.BD I
LI =
0K LT o
L000 "

Calculzing w

Calculzaed o
Calculzica £
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The:

Employees

» Ben Xing

Pay Templates

Employee Name ~

Ben Xing

Pay Template

Eamings Rate

ry Hour

+ Add Eamnings Line

Deduction Type

Union Fees/Subscriptions

+ Add Deduction Line

Superannuation Fund

Resolution Life MyLife Super - SGC -

Pay Template

Hours per Week Annual Salary

38.0000

47 257.60

Amount

10.00

Percentage

Statutory Rate

Opening Balances Notes

Superannuation Fund Amount
on Life MyLife Super - Salary Sacrifice 50.00
+ Add Superannuation Line
+ Add Reimbursement Line
Rates of pay
Adult
Full-time & part-time
Table 1 0f 3
Classification Weekly pay rate Hourly pay rate Evening - Monday to | Saturday - not Sunday - not
Friday after 6pm shiftworkers shiftworkers
Retail employee level 1 $888.50 $23.38 $29.23 $29.23 $35.07
Retail employee level 2 $908.80 $23.02 $20.90 $29.90 $35.88

Wages category
Deductions
Taxes

Leave
Expenses

Kris Cox Standard Pay

in the candidate submission must agree with the sample answer below. However, the amounts are based on
the 2023 award. These will vary based on the 20YY award the candidate uses.
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Kris Cox

Eant

smEloyment doiall s

Bae pay detals

All allocated pay tems [
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Hasa Hoorly

Annual Laave Loading

Amnual Leaee Py
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Commisscn
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Persanal leave Part ime oy
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Employee Name ~ Salary amnings YTD Next Payment Date
Kris Cox 27 May
t Taxes Bank Accounts Pay Template Ope
Pay Template
Eamings Rate Hours Rate Total
A 31.050000
Hours Rate Total
43.470000
Earnings Rate Hours Rate Total
Sun Rate 55.890000
Earnings Rate Fixed Amount
Commission
Eamings Rate Fixed Amount
Uniform Allowance 375
+ Add Eamings Line
+ Add Deduction Line
Superannuation Fund Percentage
Statutory Rate
+ Add Superannuation Line
+ Add Reimbursement Line
Rates of pay
Adult
Full-time & part-time
Classification Weekly pay | Hourly pay Saturday Sunday Public Travelling Overtime
rate rate holiday - timeona
sales public
Frobationary traveller $849.60 $22.36 $33.54 $44.72 $55.90 533_54- $33.54
Merchandiser $877.70 $23.10 $34.65 546.20 $57.75 34.85 £34.65
Commercial traveller $944.00 $24.84 $37.26 $49.68 $62.10 37.26 $37.26
Advertising sales representative | $944.00 524.84 $37.26 549.68 $62.10 37.26 537.26
Casual
Classification Hourly pay rate | Saturday Sunday Public holiday - | Travelling time | Overtime
sales on a public
holiday
Probationary traveller $27.95 $30.13 $50.31 $61.49 £30.13 £39.13
Merchandiser $28.88 $40.43 $51.88 $63.53 $40.43 $40.43
Commercial traveller $31.05 $43.47 §55.80 $68.31 4347 £4347
Taylor Alvarado Standard Pay
e Wages category
e Deductions
e Taxes
e leave
. . . SWIN
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e Expenses

in the candidate submission must agree with the sample answer below. However, the amounts are based on
the 2023 award. These will vary based on the 20YY award the candidate uses.

Rates of pay

Adult
Full-time & part-time

Classification Weekly pay | Hourly pay Saturday Sunday Public Travelling Overtime

rate rate holiday - timeona
sales public
holiday

Probaticnary traveller 849.560 22.36 533.54 j44.72 $55.90 33.54 33.54
Merchandi $877.70 $23.10 534.65 46.20 §57.75 34.65 $34.85
Commercial raveller $944.00 24.84 537.26 $49.68 $62.10 p37.26 37.26
Advertising sales representative | $944.00 £24.84 $37.26 $49.68 $62.10 $37.26 $37 26
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Taylor Alvarado

Contact ooials Pt bl Fayment dotails Fay sioe

Employment el Salaty ano wages Lomsa D\OOuCOorTs Superanhuancn ENpOnLLT Taxes 3 L0 010 FLy Ay NEEhory

Bame pay detads

Al allecated pay bems [
Hame Haurs {hrsh 1 Amaount (5) (1) Job (1)

Wiages

oo o0 g

armual Lasve Loading (ER ] o0 r

Bnmual Lasve Pay Do 1] L

Aof ¥M Traval Adowance o.00 oo i

Parsanal Lesve Pay 00 w

Saturday Aobe {1.5x) o.oo el P

Surday Hata {2x) L o0 e

Unioim Ao, %] e
Deductions

Unian Fee Caloulsted e
Texes

TR WIH holing Caloulsted A
Leave

Armual keave Past time houry Calculzded

Persanal s Fart fime nourey Calculzicd
T T

Suprarnuaben Coarsttos el F
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Employee Name ~ Salary Earnings YTD

Taylor Alvarado

Details Employment Taxes Leave Bank Accounts Payslips Pay Template Opening Balances

Pay Template

Earnings Rate Hours Rate Total

Ordinary Hours 23.100000

Earnings Rate Hours Rate Total

Sat Rate(Overtime) 34.650000

Earnings Rate Hours Rate Total

Sun Rate(Overtime) 46.200000

Earnings Rate KMS Rate Total

Travel Allowance 0.910000

Earnings Rate Fixed Amount
Uniform Allowance 6.25

+ Add Earnings Line

Deduction Type Amount

Union Fees/Subscriptions 10.00

+ Add Deduction Line

Superannuation Fund Percentage

Mercer SmartSuper - SGC - USI Statutory Rate

+ Add Superannuation Line

Codie Ritson Standard Pay

The:

e Wages category
e Deductions

e Taxes
e |eave
e Expenses

in the candidate submission must agree with the sample answer below. However, the amounts are based on
the 2023 award. These will vary based on the 20YY award the candidate uses.

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems SQ?'JIP
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Allowances

Allowances

Rate

Cold work allowance - from -15.6°C (4°F) down 10 -18.9°C (-2°F)

$0.95 per hour or part th i

Cold work zllowance - less than -18.9°C (-2°F) down to
-23.3°C (-10°F)

$1.42 per hour or part thereof

Cold work gllowance - less than -23.3°C (-10°F)

§1.89 per hour or part th I

Damaged personal effects - dentures and prescription glasses

reimbursement for the replacement or repair of damaged tems up to a maximum
of $1,022 .00 for each set

First aid allowance

$0.37 per hour up to a maximum of $14.19 per week

Rates of pay

Note: Trade qualified juniors must be paid the appropriate adult rate.

Adult

Full-time & part-time

Table 1 of 2
Classification Weekly pay Hourly pay Saturday Sunday Public Overtime -
rate rate (agreement holiday Monday to

to work Saturday -
ordinary first 2 hours
hours)

Storeworker grade 1 on commencement $865.20 §22.77 $34.16 $45.54 $56.93 $34.16

Storeworker grade 1 after 3 months $875.70 §23.04 $34.56 $46.08 $57.60 $34.56

Storeworker grade 1 after 12 months $885.70 $23.31 $34 97 $46.62 $58.28 $34.97

Storeworker grade 2 $893.50 323.51 $35.27 $47.02 §58.78 $35.27

Storeworker grade 3 $919.00 §24.18 $36.27 $48.36 $60.45 $36.27

ASSESSOR GUIDE
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Codie Ritson

Contact details P details  Payment details  Pay slips

Employment details  Salary and wages Leave Deductions

Base pay details

cle Weekly

38.00

All allocated pay items ()
Name

Wages
Base Salary

Annual Leave Loading

Annual Leave Pay

Personal Leave Pay

First Aid Allowance

Deductions

Union Fee

Taxes

PAYG Withholding
Leave
Annual leave Full time salary
Personal leave Full time salary
Expense

Superannuation Guarantea

Superannuation Expensas Taxes

Hours (hrs) @

0.00

0.00

0.00

Calculatad

Calculated

Standard pay

Pay history

Amount($) @

818.00

0.00

0.00

0.00

Calculated

Calculated

0.00

Request employee details

Job @

ASSESSOR GUIDE
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Employee Name ~ Salary Earnings YTD

Codie Ritson

Details Employment Taxes Leave Bank Accounts Payslips Pay Template Opening Balanc

Pay Template

Earnings Rate Hours per Week Annual Salary
Ordinary Hours 38.0000 47,788.00
Earnings Rate Fixed Amount
First Aid Allowance 14.19

+ Add Eamings Line

Deduction Type Amount

Union Fees/Subscriptions 10.00

+ Add Deduction Line

Superannuation Fund Percentage

Rest Super - SGC - US| Statutory Rate

+ Add Superannuation Line

+ Add Reimbursement Line

Task 4g Contributes to the education requirements of the Tax Practitioners Board [TPB]), Board approved course
in basic GST/BAS taxation principles and must be completed under independent supervision. Please refer to the
additional independent supervision instructions.

Task 4g
HR have sent you the timesheet summary report for XX May 20YY.
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0Z Office Supplies Pty Ltd
Timesheet Summary XX/05/20YY - XX/05/20YY

Timesheet summary for the week ending XX May 20YY

Employee Name Alex Anderson Ben Xing Kris Cox Taylor Alvarado Codie Ritson
Ordinary Hours Base Salary Base Salary Base Hourly Base Hourly Base Salary

e Monday 8 hours e Tuesday 6 hours

e Tuesday 7 hours e Wednesday 6

e Wednesday 8 hours

hours e Thursday 6
hours
e Friday 6 hours
e Saturday 6 hours
135 kms travel
allowance

Annual Leave 0 0 0 0 0
Annual Leave 0 0 0 0 0
Loading
Personal Leave 0 0 0 0 0
Commission N/A N/A $175.50 N/A N/A
First Aid Allowance Yes Yes
Uniform Allowance $3.75 $6.25
Union Fees $10.00 $10.00 $10.00 $10.00
Salary Sacrifice Super $50.00

Version 2




Please ask your trainer for week ending date.

SWIN
BUR
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Using the information in the timesheet summary and the https://www.ato.gov.au/tax-rates-and-codes/tax-
tables-overview or the ATO tax withheld calculator, manually calculate the payroll amount for each employee
for the week ending XX May 20YY in the manual payroll templates below.

Marking Guide

The Candidate must use the manual payroll template to calculate the payroll for each employee for the week
ending 28 May 20YY. Once they have manually calculated the payroll, they must enter the payroll into MYOB
/Xero and review the payroll data to confirm both sets of data agree. If the Candidate cannot identify and
correct any discrepancies between the two sets of payroll data, they must contact you, the trainer, to discuss.
Any errors made during the MYOB/Xero setup will be carried through to Assessment 3 if not corrected.

The candidate submission must agree with the sample answer below. However, the amounts are based on the
2023 award. These will vary based on the 20YY award the candidate uses.

Manual Payroll Template
Employee Name Alex Anderson Week Ending XX May 20YY

Gross Wages Amount Earnings Subject to Super
Base Salary $1538.46 $169.23

Base Hourly
Commission
Allowances

First Aid Allowance $12.23 $1.35
Uniform Allowance
Gross Earnings $1550.69
Less Deduction
Union Fees $10.00
Salary Sacrifice Super
PAYG $321.04

Net Wages $1219.65
Superannuation Calculation
20YY Rate X Ordinary Time Earnings [OTE] $1550.69 x 11% = $170.58
Salary Sacrifice Super
Total Super $170.58

Assessor, please note the PAYG is calculated using the weekly tax table and the ATO ready reckoner to
calculate the tax offsets. Manual PAYG calculation is $352.00 - ($30.00 +$1.00) = $321.00. (taking into account
an annual tax rebate of $1655.00)

The sample answer is based on the 2023 award. This will vary based on the 20YY award the candidate uses.

Version 2


https://www.ato.gov.au/tax-rates-and-codes/tax-tables-overview
https://www.ato.gov.au/tax-rates-and-codes/tax-tables-overview
https://www.ato.gov.au/Calculators-and-tools/Host/?anchor=TWC&anchor=TWC/questions#TWC/report
https://www.ato.gov.au/Rates/Weekly-tax-table/?anchor=readyreckoner#readyreckoner

Weekly tax table

Amount 1o b williheld Amaount bo be withheld
With Mo With No
Weekly tandree  lax-iroe | | Weekly  faxdres  ta-lree
gamings Ihreshold threshold | | earnings  threshold  thrashald
1 2 3 1 2 3
5 5 3 5 - 5
145100 3IEO0 43200 | | 1,536.00 34800  468.00
145200 3900 43900 | [ 4,537.00 34800 46900
145200 31800 44000 | | £.538.00 34800  AGL.00
145400 31000 44000 | | 153800 34000  4BO.00
145500 32000 44000 || 458000 34000 47000
145600 32000 44100 | [1,581.00 34000 47000
145700 32000 44100 | | 4,562.00 35000  470.00
145800 32100 44100 | [1,583.00 35000 47100
145000 32100 44200 | | 4,58400 35000 47100
146000 32100 44200 | [ 1,58500 35100 47100
146100 32200 44200 | | 4,566.00 35100 47200
146200 32200 44300 | | 158700 3100 47200
146300 32200 44300 | | 1,568.00 35200 47200
146400 32300 44400 | | 4,56800 35200 47300
146500 32300 44400 | | 155000 35200 47300

146600 32300 44400 1.551.00  353.00° 47400

Alex Anderson x

/N This pay was rejected by the ATO for Single Touch Payroll reporting. We recommend fixing the reasen for the
rejection, so you don't continue to have rejected reports. Learn More

Payment Method Pay period start | 20/05/2024

Electronic
Pay period end | 26/05/2024
Bank account
) : Date of payment | 27/05/2024
1-1171 Electronic Clearing Account

Balance -$16,838.95 Reference number | 26

Description on employee's bank statement

WAGES

Pay slip message

Pay items Hours Amount ($)
Wages

Base Salary 1,538.46

First Aid Allowance 12.23
Deductions

Union Fee 10.00
Taxes

PAYG Withholding 32104

Leave accrual
Annual l2ave Full time salary 2.823
Personal leave Full time salary 1.462
Employer expenses

Superannuation Guarantee 170.58

Total net payment: $1,219.65

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems
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Employee =

Alex Anderson

Earnings Rate
Ordinary Hours

Earnings Rate

Employee's Net Pay

1,219.69

Rate Total

38.0000 40.485830 1,538.46

Fixed Amount

First Aid Allowance 12.23
1,550.69
Deduction Type Amount
Union Fees/Subscriptions 10.00
10.00
Tax Type Amount
PAYG - With tax-free threshold and leave loading 352.00
Tax Type Amount
Claimed Tax Offset -31.00
321.00
Superannuation Fund Percentage Amount
Resolution Life MyLife Super - SGC - USI 11.00 170.58
170.58
Total Payment for Employee Total
Alex Anderson (111-111 226644) 200.00
Total Payment for Employee Total
AAnderson & G Anderson (111-111 228876) 1,019.69
1,219.69
Leave Type Hours
Annual Leave 208231
Leave Type Hours
Perzonal (Sick/Carer's) Leave 1.4615
Manual Payroll Template
Employee Name | Ben Xing | Week Ending | XX May 20YY

ASSESSOR GUIDE
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Gross Wages Amount Earnings Subject to Super
Base Salary $908.80 $99.97

Base Hourly

Commission

Allowances

First Aid Allowance

Uniform Allowance

Gross Earnings $908.80
Less Deduction

Union Fees $10.00
Salary Sacrifice Super $50.00
PAYG $183.00
Net Wages $665.80

Superannuation Calculation

20YY Rate X Ordinary Time Earnings [OTE]

$908.80 x 11% = $99.97

Salary Sacrifice Super

$50.00

Total Super

$149.97

Assessor, please note the salary sacrifice super deduction is not taxed for PAYG purposes. PAYG is only
calculated in the Gross Earnings less the Salary Sacrifice Super. Although Ben has a HELP debt, he does not
earn above the compulsory repayment threshold, and therefore, 0Z Office Supplies is not required to deduct a
compulsory repayment amount. Manual PAYG calculation is $308.80 - $50.00 = $858.80. Ben has elected to
have $70.00 additional tax deducted from his weekly salary. ($113.00 + $70 = $183.00)

The sample answer is based on the 2024 award. This will vary based on the 20YY award the candidate uses.

Amount to be withheld
With No
Weekly tax-free  tax-free
eamings threzhold threshold
1 2 3
§ £ £
B56.00 113.00 23400
E57.00 113.00 23400
B5E.00 113.00 23400
£99.00 114.00 235.00
B60.00 114.00 235.00
B61.00 114.00 235.00

RETD N 114 MmN IR NN
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A\ This pay was rejected by the ATO for Single Touch Payroll reporting. We recommend fixing the reason for the
rejection, so you don't continue to have rejected reports. Learn More

Payment Method

Electronic

Bank account
1-1171 Electronic Clearing Account

Balance -816,838.95
Description on employee's bank statement
WAGES

Pay slip message

Pay items
Wages
Base Salary
Deductions
Union Fee
Salary Sacrifice
Taxes
PAYG Withholding
Leave accrual
Annual leave Full time salary
Personal leave Full time salary
Employer expenses

Superannuation Guarantee

ASSESSOR GUIDE

Pay period start | 20/05/2024

Pay period end | 26/05/2024

Date of payment | 27/05/2024

Reference number | 27

Hours Amount ($)
808.80
10.00
50.00
183.00
2.923
1.462
99.97

Total net payment: $665.80

FNSTPB412 - Establish and maintain payroll systems
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Empiloyee Employee’s Net Pay

Ben Xing 665.280

Earnings Rate Hours Rate Total

Ordinary Hours 33.0000 239157809 908.80
908.80

Deduction Type Amount

Union Fees/Subscriptions 10.00

10.00

Tax Type Amount

PAYG - With tax-free threshold and leave loading 113.00

Tax Type Amount

Upwards Variation 70.00

Tax Type Amount

STSL Component 0.00
183.00

Superannuation Fund Percentage Amount

Resolution Life MyLife Super - SGC - US| 11.00 99.97

Superannuation Fund Amount

Resolution Life MyLife Super - Salary Sacrifice - US| 50.00
149.97

Total Payment for Employee Total

Ben Xing (222-222 336677) 665.80
665.80

Leave Type Hours

Annual Leave 29231

Leave Type Hours

Personal (Sick/Carer's) Leave 1.4615

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems
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Manual Payroll Template
Employee Name Kris Cox Week Ending XX May 20YY

Gross Wages Amount Earnings Subject to Super
Base Salary
Base Hourly $714.15 $78.56
Commission $175.50 $19.30
Allowances

First Aid Allowance
Uniform Allowance $3.75
Gross Earnings $893.40
Less Deduction

Union Fees

Salary Sacrifice Super
PAYG $245.00
Net Wages $648.40
Superannuation Calculation
20YY Rate X Ordinary Time Earnings [OTE] $889.65 x 11% = $97.86
Salary Sacrifice Super
Total Super $97.86

Assessor, please note uniform allowance is exempt from PAYG, and Kris Cox has not claimed the tax-free
threshold.

The sample answer is based on the 2023 award. This will vary based on the 20YY award the candidate uses.

G, 0 12200 24210
Ba7.00 123.00 24400
Ga6.00 123.00 243.00
689.00 123.00 245.00
690.00 124.00 243.00

£91.00 124.00 246.00
] 124 00 248 00

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems
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Kris Cox X

/A This pay was rejected by the ATO for Single Touch Payroll reporting. We recommend fixing the reason far the
rejection, so you don't continue to have rejected reports. Learn Mare

Rayment Meiliod Pay period start | 20/05/2024

Electronic
Pay period end | 26/05/2024
Bank account
: Date of payment | 27/05/2024
1-1171 Electronic Clearing Account

Balance -516,838.95 Reference number | 29

Description on employse's bank statemeant
WAGES

Pay siip message

Pay items Hours Amount ($)
Wages
Base Hourly 23 7145
Commission 175.50
Uniform Allowance 375
Taxes
PAYG Withholding 245.00

Employer expenses

Superannuation Guarantee 97.88

Total net payment: $648.40

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems
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Employee -

Kris Cox 648.40

Earnings Rate Hours Rate Total

Ordinary Hours 23.0000 31.050000 714.15

Earnings Rate Hours Rate Total

Sat Rate 0.0000 43.470000

Earnings Rate Hours Rate Total

Sun Rate 0.0000 55.890000

Earnings Rate Fixed Amount

Commission 175.50

Earnings Rate Fixed Amount

Uniform Allowance 375
893.40

Tax Type Amount

PAYG - No tax-free threshold 245.00
245.00

Superannuation Fund Percentage Amount

Resolution Life MyLife Super - SGC - USI 11.00 97.86

97.86

Total Payment for Employee Total

Kris Cox (111-000 334455) £458.40
648.40

Manual Payroll Template
Employee Name Taylor Alvarado Week Ending XX May 20YY

Gross Wages Amount Earnings Subject to Super
Base Salary

Base Hourly $554.40 $60.98
Saturday Rate $207.90

Commission

Per KM Travel Allowance $122.85

Allowances

First Aid Allowance

Uniform Allowance $6.25

Gross Earnings $891.40

ASSESSOR GUIDE
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Less Deduction
Union Fees $10.00
Salary Sacrifice Super
PAYG $288.00
Net Wages $593,40
Superannuation Calculation
20YY Rate X Ordinary Time Earnings (OTE] $554.40 x 1% = $60.98
Salary Sacrifice Super
Total Super $60.98

Assessor, please note:
e Uniform allowance is exempt from PAYG.
e SGis not payable on per KM Travel Allowance.
e Working Holiday Makers on subclass 417 Working Holiday Visa or Subclass 462 Work and Holiday Visa are
considered to be foreign residents for tax purposes. The following Tax rates will apply. Individual
income tax rates | Australian Taxation Office (ato.gov.au)

e The sample answer is based on the 2023 award. This will vary based on the 20YY award the candidate uses.

Foreign resident tax rates 2023-24

Taxable income Tax on this income

0 - $120,000 32.5c¢ for each $1
$120,001 - $180,000 $39,000 plus 37c for each $1 over $120,000

$180,001 and over $61,200 plus 45c for each $1 over $180,000

Based on the ATQ’s Tax withheld for individual’s calculator, the amount of tax payable is $332.00. Wages are
rounded to the nearest dollar for this calculation.
Report | Tax withheld for individuals’ calculator

The sample answer is based on the 2023 award. This will vary based on the 20YY award the candidate uses.

SWIN
BUR
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https://visaenvoy.com/working-holiday-visa-subclass-417/
https://visaenvoy.com/work-and-holiday-visa-subclass-462/
https://www.ato.gov.au/Rates/Individual-income-tax-rates/#Foreignresidents
https://www.ato.gov.au/Rates/Individual-income-tax-rates/#Foreignresidents
https://www.ato.gov.au/Calculators-and-tools/Host/?anchor=TWC&anchor=TWC/questions#TWC/report

Tax withheld for individuals calculator

Tax withheld amount
$288

Taylor Alvarado

Gross Pay $885
Tax withheld $288
Tax applicable $288
Less Tax offsets 0]
Less Medicare levy adjustment 0
Net Pay $597

You have indicated that you are not registered as an employer of Working Holiday Makers. You must
withhold at the foreign resident rate. Go to Working Holiday Maker employer registration™ to register.

SWIN
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Taylor Alvarado X

& This pay was rejected by the ATC for Single Touch Payroll reporting. We recommend fixing the reason for the
rejection, so you don't continue to have rejected reports. Learn More
W b d £ 2
Payment Method Pay pariod start | 20/05/2024
Electronic
Pay period end | 26/05/2024
Bank account
Date of payment | 27/05/2024
1-1171 Electronic Clearing Account

Balance -516,83B6.95 Reference number |30

Description on employee's bank statement

WAGES
Pay slip message
Pay items Hours Amaunt ()
Wages
Base Hourly 24 554.40
Per KM Travel Allowance 135 12285
Saturday Ratei1.5%) ] 207.80
Uniform Allowance 6.25
Deductions
Union Fee 10.00
Taxes
PaYG Withholding 288.00

Leave accrual
Annual lzave Part time hourly 2.3
Personal leave Part time hourly 115
Employer expenses

Superannuation Guarantee 60.98

Total net payment: $593.40

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems
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Empioyee~

Taylor Alvarado

Earnings Rate
Ordinary Hours

Earnings Rate
Sat Rale(Overtime)

Eamnings Rate
Sun Rate{Overtime)

Eamnings Rate

Travel Allowance

Eamnings Rate

Uniform Allowance

Deduction Type

Union Fees/Subscriptions

Tax Type
PAY G - Foreign resident

Superannuation Fund

Mercer SmartSuper - SGC - USI

Total Payment for Employee

TC and PL Alvarado (123-000 9387775)

Leave Type

Annual Leave

Leave Type

Perzonal {Sick/Carer's) Leave

ASSESSOR GUIDE

Hours
24.0000

Hours
6.0000

Hours
0.0000

KMS

135.0000

Employes’s Net

593.40
Rate Total
23.100000 554.40
Rate Total
34 650000 207.90
Rate Total
46.200000
Rate Total
0.910000 122.85

Fixed Amount

6.25

891.40

Amount

10.00

10.00

Amount

288.00

288.00

Percentage Amount

11.00 60.98

60.98

Total
593.40

593.40

Hours
2.3077

Hours

1.1538

Pay

FNSTPB412 - Establish and maintain payroll systems
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Manual Payroll Template

Employee Name

Codie Ritson

Week Ending

XX May 20YY

Gross Wages

Amount

Earnings Subject to Super

Base Salary

$919.00

$101.09

Base Hourly

Saturday Rate [x1.5]

Commission

Per KM Travel Allowance

Allowances

First Aid Allowance

$14.19

$1.56

Uniform Allowance

Gross Earnings

$933.19

Less Deduction

Union Fees

$10.00

Salary Sacrifice Super

PAYG

$139.04

Net Wages

$784.15

Superannuation Calculation

20YY Rate X Ordinary Time Earnings [OTE]

$933.19 x 11% = $102.65

Salary Sacrifice Super

Total Super

$102.65

The sample answer is based on the 2023 award. This will vary based on the 20YY award the candidate uses.

931.00 138.00 260.00
932.00 138.00 260.00
933.00 139.00 260.00
934.00 139.00 261.00
935.00 139.00 261.00
936.00 140.00 261.00
937.00 140.00 262.00
936.00 140.00 262.00

a0 nn 141 MmN 8T nn
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Codie Ritson X

M\ This pay was rejected by the ATG for Single Touch Payroll reporting. We recommend fixing the reason for the
rejection, so you don't continue to have rejected reports. Learn More

Payment Method Pay period start | 20/05/2024

Electronic
Pay period end | 26/05/2024
Bank account
. . Date of payment | 27/05/2024
1-1171 Electronic Clearing Account

Balance -$16,838.95 Reference number | 28

Description on employee's bank statement
WAGES

Pay slip message

Pay items Hours Amount ($)
Wages

Base Salary 919.00

First Aid Allowance 14.19
Deductions

Union Fee 10.00
Taxes

PAYG Withholding 138.04

Leave accrual
Annual leave Full time salary 2.923
Personal leave Full time salary 1.462
Employer expenses

Superannuation Guarantee 102.65

Total net payment: $784.15

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems
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Employee *

Codie Ritson

Eamings Rate

Ordinary Hours

Earnings Rate

First Aid Allowance

Deduction Type

Union Fees/Subscriptions

Tax Type
PAY G - With tax-free threshold and leave loading

Superannuation Fund

Rest Super - SGC - US|

Total Payment for Employee
Codie Ritson (034-011 464719111)

Total Payment for Employee
Codie Ritson (034-011 464717676)

Leave Type

Annuzl Leave

Leave Type

Personal (Sick/Carer's) Leave

Hours Rate

38.0000 24184211

Percentage

11.00

Employee’s Net Pay

784.19

Total
918.00

Fixed Amount

14.19

933.19

Amount

10.00

10.00

Amount

139.00

139.00

Amount

102.65

102.65

Total
150.00

Total
63419

784.19

Hours
2.9231

Hours

1.4615

Process the payroll in MYOB/Xero and check that the figures agree with your manual calculation. If your figures

do not agree:
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e check your manual calculations again
e check your setup in MYOB/Xero is correct.

If your figures still do not agree, contact your trainer to discuss. Any errors made during the MYOB/Xero setup
will be carried through to Assessment 3 if not corrected.

Task 4h Contributes to the education requirements of the Tax Practitioners Board (TPB], Board approved course
in basic GST/BAS taxation principles and must be completed under independent supervision. Please refer to the
additional independent supervision instructions.

Task 4h
Review 0Z Office Supplies payroll procedure.
Process the payroll for the week ending XX May 20YY.

Draft an email to the Finance Manager, Roh Sales, using the email template FNSTPB412_02_Project_Email
Template seeking approval to finalise the payroll for the week ending XX May 20YY.

In MYOB/Xero, generate a Pay run Activity Report and Payroll Verification Report. Take a screenshot of the
reports and include them in the body of the email. Upload the email with your assessment.

[Approximate word count: 50 words + report]

MARKING GUIDE
The Candidate must:

o Use the Time Sheet Summary to process payroll for the week ending XX May 20YY by completing steps
one to four as outlined in 0Z Office Supplies Payroll Policy and Procedures.

e Draft an email to the Finance Manager seeking approval to process the payroll for the week ending XX
May 20YY. They must include a screenshot of the Payrun Activity Report and Payroll Verification Report
in the body of the email.

A sample answer is provided below. The amounts in the report are based on the 2023 award. These will vary
based on the 20YY award the candidate uses.

Email Template

To: Finance Manager - Roh Sales
From: Payroll Officer - Kelly James
Subiject: MYOB/Xero Payroll Reports for the Week ending XX/05/20YY
Attachments: Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
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Good afternoon Roh. Below is a copy of the MYOB/Xero Payroll Activity Report and the Payroll Verification Report
for the pay week ending XX/05/20YY. Could you please review the payroll data and approve it for processing?
Please let me know if you have any questions.

02 Office Supplies Pty Ltd
7 Holden Street, Camperdown

NSW 2482
0408040810
Payrun activity report
20 May 2024 to 26 May 2024
Pay item name Type ATO reporting category Hours Amount ($)
Base Hourly Salary and wages Gross Payments 47.00 1,268.55
Base Salary Salary and wages Gross Payments 0.00 3,366.26
Commission Salary and wages Bonuses And Commissions 0.00 175.50
First Aid Allowance Salary and wages Allowance - Qualification/Certificates 0.00 26.42
Per KM Travel Allowance Salary and wages Allowance - Car 135.00 122.85
Saturday Rate(1.5x) Salary and wages Overtime 6.00 207.90
Uniform Allowance Salary and wages Allowance - Laundry 0.00 10.00
Salary and wages 188.00 5,177.48
Union Fee Deductions Deduction - Union/Professional Assoc Fees 0.00 40.00
Deductions 0.00 40.00
Annual leave Full time salary Leave 8.77 0.00
Annual leave Part time hourly Leave 230 0.00
Personal leave Full time salary Leave 439 0.00
Personal leave Part time hourly Leave 1.15 0.00
Leave 16.61 0.00
PAYG Withholding Taxes PAYG Withholding 0.00 1,176.08
Taxes 0.00 1,176.08
Salary Sacrifice Superannuation Salary Sacrifice and RESC 0.00 50.00
Superannuation Guarantee Superannuation Superannuation Guarantee 0.00 532.04
Superannuation 0.00 582.04
ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems Sr\;vhN
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0Z Office Supplies Pty Ltd
7 Holden Street, Camperdown

NSW 2482
0408040810
Payroll verification report
Employee name Pay period Pay cycle Gross pay (5) Net pay (5)
Alex Anderson 20 May 2024 to 26 May 2024 Weekly 1,550.69 1,219.65
Date of payment Superannuation fund Hourly rate ($) Annual salary (§]
270572024 AMP MYUFE MYSUPER 4049 E0.000.00
Pay item name Type Hours Amount ($)
Base Salary Salary and wages 1538.46
First Aid Allowance Salary and wages 1223
Union Fee Deductions 10.00
Anrual leave Full time salary Leave 2492
Personal leave Full nme salary Leave 1.46
PAYG Withholding Taxes 32104
Superannuation Guarantee Superannuation 170.58
Ben Xing 20 May 2024 to 26 May 2024 Weekly 908.80 665.80
Date of payment Superannuation fund Hourly rate (8) Annual salary ($)
27/05/2024 AMP MYUFE MYSUPER BN 47.257.60
Pay item name Type Hours Amount ($)
Base Safary Salary and wages 908.80
Union Fee Deductions 10.00
Anrual leave Full time salary Leave 2492
Personal leave Full time salary Leave 146
PAYG Withholding Taxes 183.00
Salary Sacrifice Superannuation 50.00
Superannuation Guarantee Superannuation 9997
Codie Ritson 20 May 2024 to 26 May 2024 Weekly 933.19 78015
Date of payment Superannuation fund Hourly rate ($) Annual salary ($)
270572024 REST INDUSTRY SUPER 2418 47,788.00

ASSESSOR GUIDE

FNSTPB412 - Establish and maintain payroll systems

Page 18 of 73




Employee name Pay period Pay cycle Gross pay ($) Net pay ($)
Codie Ritson 20 May 2024 to 26 May 2024 Weekly 83319 7815
Pay item name Type Hours Amount ($)
Base Salary Salary and wages 919,00
First Aid Allowance Salary and wages 14.19
Union Fee Deductions 10.00
Annual leave Full ime salary Leave 92
Personal leave Full time salary Leave 146
PAYG Withholding Taxes 139.04
Superannuation Guarantee Superannuation 10265
Kris Cox 20 May 2024 to 26 May 2024 Weekly 493,40 64840
Date of payment Superannuation fund Hourly rate ($) Annual salary ($)
271052024 305 37,135.80
Pay item name Type Hours Amount (%)
Commission Salary and wages 175.50
Base Hourly Salary and wages 100 45
Uniform Allowance Salary and wages 375
PAYG Withholding Taxes 245.00
Superannuation Guarantee Superannuation 97.86
Tayler Alvarado 20 May 2024 to 26 May 2024 Weekly 891.40 593.40
Date of payment Superannuation fund Hourly rate ($) Annual salary (5)
2052024 MERCER EASY SUPER 310 36,036.00
Pay item name Type Hours Amount ($)
Base Hourly Salary and wages 2400 554.40
Unifarm Allowance Salary and wages 525
Per KM Travel Allowance Salary and wages 135.00 122.85
Saturday Rate{1.5x) Salary and wages 6.00 20790
Linion Fee Deductions 10,00
Annual leave Part time hourly Leave 230
Personal leave Part time hourly Leave 1.15
PAYG Withhalding Taxes 288.00
Superannuation Guarantee Superannuation 60.98
Payroll Employee Summary
0Z Office Supplies
For the period 27 May 2024 to 27 May 2024
EMPLOYEE EARNINGS DEDUCTIONS TAX SUPER NET PAY REIMB.
Alex Anderson 1,550.69 10.00 321.00 170.58 1,219.69 0.00
Ben Xing 908.80 60.00 183.00 99.97 665.80 0.00
Codie Ritson 933.19 10.00 139.00 102.65 784.19 0.00
Kris Cox 893.40 0.00 245.00 97.86 648.40 0.00
Taylor Alvarado 891.40 10.00 288.00 60.98 593.40 0.00
Total 5,177.48 90.00 1,176.00 532.04 3,911.48 0.00
ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems
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Payroll Activity Details

0Z Office Supplies
For the period 27 May 2024 to 27 May 2024
EMPLOYEE PAY ITEM TYPE PAY ITEM DATE RATE PERUNIT UNITS AMOUNT

Alex Anderson - 27 May 2024

Earnings
Alex Anderson Earnings First Aid Allowance 27 May 2024 0.0000 0.0000 12.3
Alex Anderson Earnings Ordinary Hours 27 May 2024 40.4858 38,0000 1,538 46
Total Earnings 1,550.69
Deduction

z Union
Alex Anderson Deduction Fees/Sul iptions 27 May 2024 0.0000 0.0000 10.00
Total Deduction 10.00
Tax
Alex Anderson Tax Claimed Tax Offset 27 May 2024 0.0000 Q.0000 (31.00)
Alex Anderson Tax PAYG 27 May 2024 0.0000 0.0000 352.00
Total Tax 32100
Super

Superannuation
Alex Anderson Super Guarantee 27 May 2024 0.0000 0.0000 170.58
Contribution {SGC)

Total Super 170.58
Net Pay
Alex Anderson Net Pay Net Pay 27 May 2024 0.0000 0.0000 1,219.69
Total Net Pay 1,219.69
Payment
Alex Anderson Payment Payment 27 May 2024 0.0000 0.0000 200,00
Alex Anderson Payment Payment 27 May 2024 0.0000 0.0000 1,019.69
Total Payment 1,219.69
Ben Xing - 27 May 2024
Earnings
Ben Xing Earnings Ordinary Hours 27 May 2024 23.9158 38.0000 908.80
Total Eamnings 908.80
Deduction

. Pre-Tax Voluntary
Ben Xing Deduction Contribution (RESC) 27 May 2024 0.0000 0.0000 50.00

n Union

7 4 | .
Ben Xing Deduction Fees/Sut ptions 27 May 202 0.0000 0.0000 10.00
Total Deduction €0.00
Tax
Ben Xing Tax PAYG 27 May 2024 0.0000 0.0000 113.00
Ben Xing Tax Upwards Variation 27 May 2024 0.0000 10,0000 T0.00
Total Tax 183.00
. . . SWIN
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EMPLOYEE PAY ITEM TYPE PAY ITEM DATE RATE PER UNIT UNITS AMOUNT

Super
Superannuation
BenXing Super Guarantee 2T May 2024 0.0000 0.0000 99.97
Contribution {SGC)
Total Super 99.97
Net Pay
BenXing Net Pay Net Pay 27 May 2024 0.0000 0.0000 665.80
Total Net Pay 665.80
Payment
BenXing Fayment Payment 27 May 2024 0.0000 0.0000 665.80
Total Payment 665.80
Codie Ritson-27 May 2024
Earnings
Codie Ritson Eamings First Aid Allowance 27 May 2024 0.0000 0.0000 14.19
Codie Ritson Eamings Ordinary Hours 27 May 2024 24,1842 35.0000 919.00
Total Earnings 933.19
Deduction
¥ . Union
Codie Ritson Deduction Fees/Subscriptions 2T May 2024 0.0000 0.0000 10.00
Total Deduction 10.00
Tax
Codie Ritson Tax PAYG 27 May 2024 0.0000 0.0000 139.00
Total Tax 139.00
Super
Superannuation
Codie Ritson Super Guarantee 2T May 2024 0.0000 0.0000 102.65
Contribution (SGC)
Total Super 102,65
Net Pay
Codie Ritson Net Pay Net Pay 27 May 2024 0.0000 0.0000 784.19
Total Net Pay 784.19
Payment
Codie Ritson Fayment Payment 27 May 2024 0.0000 0.0000 150.00
Codie Ritson Fayment Payment 27 May 2024 0.0000 0.0000 634.19
Total Payment 784.19
Kris Cox - 27 May 2024
Earnings
Kris Cax Eamings Commission 27 May 2024 0.0000 0.0000 175.50
KrisCox Earnings Ordinary Hours 27 May 2024 31.0500 23.0000 T14.15
Kris Cox Eamnings Uniform Allowance 2T May 2024 0.0000 0.0000 375
Total Earnings 893.40
Tax
Kind regards
Kelly James
Payroll Officer
7 Holden Street Camperdown NSW 2482
Phone 0408 040 810
payrollofficer@ozofficesupplies.com.au
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Task 5 Single Touch Payroll [STP)
a. Explain what is meant by Single Touch Payroll [STP]?
(Approximate word count: 50 words]

b. List the steps anyone who processes payroll for 0Z Office Supplies using MYOB/Xero must complete to set up
STP reporting from their own account.

(Approximate word count: 300 words)

a. What is Single Touch Payroll?

MARKING GUIDE
The Candidate's response must reflect the sample answer below.

Single Touch Payroll [STP] is an Australian Government initiative aimed at simplifying and streamlining the
payroll reporting process for employers. It requires employers to report their employees’ payroll information,
including salaries, wages, and superannuation contributions, to the Australian Taxation Office [ATO] in real-
time, every time they pay their employees.

List the steps anyone who processes payroll for 0Z Office Supplies using MYOB/Xero must complete to set up

STP reporting from their own account.
MARKING GUIDE
The Candidate's response must reflect the sample answer below.

1. Make sure you've got your ABN handy and click Start.
At the Your role step, choose Someaone from the business and click Next.

At the Declaration information step, enter your details, including your business's ABN, name and
contact details and click Next. As you selected Someone from the business in step 2, you'll skip
the Add clients step.

4. At the Notify ATO step, you need to let the ATO know you're using MYOB/Xero for payroll reporting:

a. Get the Software ID. This number is shown on screen at this step in MYOB/Xero and is unique
to you, and you can't share it - each client and agent will have their own. If you use the wrong
Software ID, the ATO will reject your reports.

b. Choose how you want to notify the ATO.
[.  Option 1. Phone the ATO on 1300 85 22 32

[l.  Option 2. Create a notification in Access Manager

5. Once you've notified the ATO that you're using MYOB/Xero software, click I've notified the ATO and in
the confirmation message that appears, click Send.

6. Atthe Transferring BMS ID step, select whether your business has reported via STP in the current
payroll year using other payroll software. See the FAQ below for more info about this. If your business

a. has NOT reported via STP in other payroll software

[ Select No.
Il. Click Next.

SWIN

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems BUR
¥ P\Ilv

Page 22 of 73 OPEN
ED




b. HAS reported via STP in other payroll software
|.  SelectYes.
[l.  Enter the Previous software BMS ID. For help finding this, see the FAQ below.
lll.  Click Report previous BMS ID.

IV.  When prompted to send your payroll information to the ATO, enter your details and
click Send.

And that's it — you're done!

You can now click Go to STP reporting, where you can view your Single Touch Payroll reports. Or you can
close the web browser and go back to using AccountRight.

Notify the ATO you're using MYOB for Single Touch Payroll reporting - MYOB AccountRight - MYOB Help Centre

Assessment checklist:

Candidates must have completed all activities within this assessment before submitting. This includes:

Task 1 |a. Scope of services that you can provide as the Payroll Officer [Assessment Document] O
b. Circumstances where a payroll service provider does not need to register as a Tax or
BAS Agent o
Task 2 [Information on two local experts [Assessment Document] O
Task 3 [a. Legislation that covers notice of termination and final pay for Australian workers O
b. Notice period 0Z Office Supplies’ employees must be given if their employment is to be
terminated O
c. 0Z Office Supplies' obligations if they pay the employee out rather than let them work 0
out their notice period. 0
d. 0Z Office Supplies' review procedure for termination payments.
Task 4 [c. Screenshot of business settings O
d. Screenshot of payroll settings and linked payroll accounts 0
f. Screenshot of standard pay for: O
e Alex Anderson
e Ben Xing
e Kris Cox
e Taylor Alvarado
e Codie Ritson
g. Manual Payroll Template [Assessment Document] for: =
e Alex Anderson
e Ben Xing
e Kris Cox
e Taylor Alvarado
e Codie Ritson
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https://help.myob.com/wiki/display/ar/View+Single+Touch+Payroll+reports
https://help.myob.com/wiki/display/ar/Notify+the+ATO+you%27re+using+MYOB+for+Single+Touch+Payroll+reporting#expand-Imsomeonefromthebusiness

h. Email to Finance Manager, which includes a Payrun activity report and the payroll
verification report for the week ending XX/05/20YY.
Task 5 Ja. What is single touch payroll [Assessment Document] O

b. Steps anyone who processes payroll for 0Z Office Supplies using MYOB/Xero must O
complete to set up STP reporting from their own account. [Assessment Document]

v

Congratulations, you have reached the end of Assessment 2!

© UP Education Australia Pty Ltd 2024

Except as permitted by the copyright law applicable to you, you may not reproduce or communicate any of the
content on this website, including files downloadable from this website, without the permission of the copyright
owner.
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