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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 aregistered BAS agent, you must satisfy specific qualifications and experience requirements, which
are 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 in 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
Professional : At least Certificate IV
e e Financial Services J J 1,000 hours in
st in bookkeeping or past four years

accounting

Summary of qualifications and experience requirements

e |tem 101 - Accounting qualifications
o A Certificate 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 |tem 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 Task1b,1c,1d

e Task3b

e Task4

e Taskba, bb
e TaskBa, 6b

e Task7a,7b,7c,7d
Please refer to the additional independent supervision instructions.

Assessment Instructions
Task overview

For this assessment, you will play the role of Kelly James, Payroll Officer for Oz Office Supplies. You must
process the payroll for June 20YY using 0Z Office Supplies employee data, reconcile payments for the period
and respond to any payroll enquiries. At the end of June, you must prepare and reconcile month and year-end
records and demonstrate your ability to maintain the payroll system according to 0Z Office Supplies policy,
procedures, and legislative requirements.

Resources and Equipment Required:

e Access to learning materials on the learning portal
e Accessto a computer, the internet and email

e Access to Microsoft Word

e Access to a six-month trial version of MYOB/Xero.

e (0Z Office Supplies Payroll Policy & Procedures (provided in Assessment 1]

This assessment task is divided into seven (7] 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 Payroll Policy & Procedures - [Provided in Assessment 1]
e Time Sheet Summary June 20YY
Time Sheet Summary July 20YY

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems
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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.

Ay
224 please consider the environment before printing this assessment.

. . . SWIN
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Task 1
Task Summary - Process payroll
For this assessment task, you are required to finalise the payroll for the weeks ending XX/05/20YY.

You received the following email.

Good morning, Kelly.
Thank you for sending through the payroll verification report for the week ending XX May 20YY.
| have reviewed the payroll figures, and there appear to be no errors, duplications, or omissions. Please

go ahead and finalise the payroll, prepare the electronic payment for me to approve, and email the staff
their pay advice.

Thank you.
Roh Sales

Follow 0Z Office Supplies Payroll Policy & Procedures to record and report the payroll for the week ending
XX/05/20YY. Generate and review the following payroll reports:

e Payroll Summary Report

e Payroll Register Report

e Payroll Activity Report

e Profit & Loss Report

e Balance Sheet Report

e | eave Balance (detail] Report
e Accrual by Fund [detail] Report

Correct any errors you identify.

a. Use the snipping tool to capture a screenshot of the pay advice slips for:

e Alex Anderson
e Ben Xing

e Kris Cox

e Codie Ritson

e Taylor Alvarado

ADDITIONAL INFORMATION FOR THE ASSESSOR

The candidate must complete the four steps in the image below to record and report the payroll.
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Pay run done!
Select pay period Calculate pays Record and repart Prepare pay slips Done!
Pay cycle Pay period start Pay perod end Uate oT paymem Tatal net pay.
Weekly Mon 23/05/2022 Sun 29/05/2022 Mon 30/05/2022 $3,748.60
3 ) -
Well done! This pay run is finished!
Mazke sure your smployses are paid by 30/03/2022.
B Pay emplayees via electronic payments [ Payroll reporting (STP)
5 employees included

First name & Last name Employze Group Last Edited Eamings Tax Super Net pay Payslips
Alex Anderson 12 8ep2024 1550.69 321.00 70.58 1,219.69
Ben Xing 12 3ep 2024 .. 908.30 183.00 9e.97 655.80
Codie Ritzon 128ep 2024 . 933.19 130.00 102.65 78419
Kris Cox 28ep 2024 . 293.40 245.00 97.86 £48.40
Taylor Alvarado 12 8ep 2024 . 881.40 288.00 60.92 B03.40

The candidate must use the snipping tool to capture a screenshot of the payslips for each of the five

employees and paste them into the table below.

a. Payroll advice slip - Alex Anderson

MARKING GUIDE

remaining assessment tasks.

Assessor must check the following:

The payment date must be XX/05/2024.
e Gross pay must be $1,550.69.

The pay period must be recorded as XX/05/2024 - XX/05/2024.

A sample answer is provided below. If the student has not set up the employee and pay items correctly, the
answer will differ from the sample answer below. Any errors made in the setup will be carried through the

ASSESSOR GUIDE
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e Net pay must be $1,219.65.
Superannuation Guarantee must be $170.58.

The payslip for Alex Anderson must reflect with the sample answer below. However, the amounts are based
on the 2023 award. These will vary based on the 2023 award the candidate

OZ Office Supplies Pty Ltd

ABN. 26008 672 179

Pay Slip For: Anderson, Alex

Classification: General Retail Industry Award [MAD00004]
Annual Salary: $80,000.00 Reference Number: 26
Hourly Rate: $40.4858 Payment Date: 27/5/2024
Pay Period From: 20/5/2024 To: 26/5/2024 GROSS PAY: $1,550.69
Superannuation Fund: AMP MYLIFE MYSUPER MNET PAY: £1,219.65

Memo/payslip message:

DESCRIPTION HOURS | CALC. RATE AMOUNT YTD TYPE

Base Salary $1,538.46 $1,538.48 Wages

First Aid Allowance $12.23 $1223 Wages

Union Fee -$10.00 -510.00 Deduction

PAYG Withholding -$321.04 -$321.04 Tax

Annual leave accrual 292 292 Entitlements

Superannuation Guarantee $170.58 $170.58 Superannuation Expenses
ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems ET»\,INJIIN

+NE*

Page 6 of 94 OPEN
ED



PAID BY
07 Office Supplies
7 Holden Street
Camperdown NSW 2482
ABN 26 008 672 179
EMPLOYMENT DETAILS
Pay Frequency: Weekly
Alex Anderson Annual Salary: $80,000.00
5 Sydney Way Employment Basis: Full-time
Sydney NSW 2000 employment
Classification: General Retail
Industry Award [MADDDO04]
Pay Period: 20/05/2024 - 26/05/2024  Payment Date: 27/05/2024 Total Eamings: $1,550.69 NetPay: $1,219.69
THIS PAY YTD
SALARY & WAGES RATE
Ordinary Hours 38.0000 540.4858 51,538.46 $1,538.46
First Aid Allowance $1223 §12.23
TOTAL $1,550.69 $1,550.69
DEDUCTIONS
Union Fees/Subscriptions 510.00 510.00
TOTAL $10.00 $10.00
TAX
PAYG £352.00 $352.00
Claimed Tax Offset (531.00) ($31.00)
TOTAL $321.00 $321.00
SUPERANNUATION
SGC - Resolution Life MyLife Super - 012002 5170.58 5170.58
TOTAL §170.58 $170.58
LEAVE ACCRUED USED BALANCE
Annual Leave in Hours 29231 0.0000 29231
PAYMENT DETAILS REFERENCE AMOUNT
(111-111)***644 Alex Anderson Salary $200.00
(111-111)**"876 A Anderson & G Anderson Salary $1,015.69
a. Payroll advice slip - Ben Xing
MARKING GUIDE
If the candidate has not set up the employee and pay items correctly, the answer will differ from the sample
answer below. Any errors made in the setup will be carried through the remaining assessment tasks.
The payslip for Ben Xing must reflect with the sample answer below.
The assessor must check the following:
The pay period must be recorded as XX/05/2024 - XX/05/2024.
The payment date must be XX/05/20YY.
e Gross pay must be $308.80.
e Net pay must be $665.80.
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Superannuation Guarantee must be $99.97.

The payslip for Ben Xing must reflect the sample answer below. However, the amounts are based on the
2023 award. These will vary based on the 2023 award the candidate uses.

OZ Office Supplies Pty Ltd

ABN. 26008672179

Pay Slip For: Xing, Ben

Classification: General Retail Industry Award [MADODD04] Retail
Annual Salary: $47,257.60 Reference Number 27
Hourly Rate: $23.9158 Payment Date: ~ 27/5/2024
Pay Period From: 20/5/2024 To:  26/5/2024 GROSS PAY: $908.80
Superannuation Fund: AMP MYLIFE MYSUPER MET PAY: $665.80

Memo/payslip message:

DESCRIPTION HOURS | CALC. RATE AMOUNT ¥TD TYPE

Base Salary £908.80 £908.80 Wages

Union Fee -510.00 -$10.00 Deduction

Salary Sacrifice -550.00 -550.00 | Superannuation Deductions

PAY G Withholding -3183.00 -3183.00 Tax

Annual leave accrual 292 292 Entitlements

Superannuation Guarantee $99.97 $99.97 = Superannuation Expenses
ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems ET»\,INJIIN
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PAID BY
0Z Office Supplies
7 Holden Street
Camperdown NSW 2482
ABN 26008672179
EMPLOYMENT DETAILS
Pay Frequency: Weekly
Ben Xing Annual Salary: $47,257.60
2 Karawang Street Employment Basis: Full-time
Sydney NSW 2000 employment
Classification: General Retail
Industry Award [MAD00004)
Retail Employee Level 2
Pay Period: 20/05/2024 - 26/05/2024  Payment Date: 27/05/2024 Total Earnings: $908.80 Net Pay: $665.80
THIS PAY YTD
SALARY & WAGES RATE
Ordinary Hours 38.0000 $239158 $908.80 $908.80
TOTAL $908.80 $908.80
DEDUCTIONS
Union Fees/Subscriptions $10.00 $10.00
TOTAL $10.00 $10.00
TAX
PAYG $113.00 $113.00
Upwards Variation $70.00 $70.00
STSL Component $0.00 $0.00
TOTAL $183.00 $183.00
SUPERANNUATION
SGC - Resolution Life MyLife Super - 012876 $99.97 $99.97
Salary Sacrifice - Resolution Life MyLife Super - 012876 $50.00 $50.00
TOTAL $149.97 $149.97
LEAVE ACCRUED USED BALANCE
Annual Leave in Hours 29231 0.0000 29231
PAYMENT DETAILS REFERENCE AMOUNT
(222-222)***677 Ben Xing Salary $665.80

a. Payroll advice slip - Kris Cox

MARKING GUIDE

If the candidate has not set up the employee and pay items correctly, the answer will differ from the sample
answer below. Any errors made in the setup will be carried through the remaining assessment tasks.

Kris Cox is a casual employee and, therefore, is not entitled to personal or annual leave.
Assessor must check the following:
The pay period must be recorded as XX/05/2024 - XX/05/2024.
The payment date must be XX/05/2024.
e Gross pay must be $893.40.
e Net pay must be $648.40.

FNSTPB412 - Establish and maintain payroll systems SQMIN
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Superannuation Guarantee must be $97.86.

The pay slip for Kris Cox must reflect the sample answer below. However, the amounts are based on the
2023 award. These will vary based on the 2023 award the candidate uses.

OZ Office Supplies Pty Ltd

ABN. 26008672179

Pay Slip For: Cox, Kris

Classification: Commercial Sales Award [MACXID083] — Commercial
Annual Salary: $39,124.80 Reference Number: 29
Hourly Rate: $£33.0000 Payment Date:  27/5/2024
Pay Period From: 20/5/2024 To:  26/5/2024 GROSS PAY: $893.40
Superannuation Fund: AMP MYLIFE MYSUPER MET PAY: $648.40

Memo/payslip message:

DESCRIPTION HOURS | CALC.RATE AMOUNT ¥TD TYPE

Commission $175.50 $175.50 Wages

Uniform Allowance §3.75 §3.75 Wages

Base Hourdy 23.00 £31.05 §714.15 871415 Wages

PAY G Withholding -$245.00 -§245.00 Tax

Superannuation Guarantee £97.86 §97.86 | Superannuation Expenses
ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems ET»\,INJIIN
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Kris Cox
5 Knight Street
Sydney NSW 2000

SALARY & WAGES
Commission
Ordinary Hours
Uniform Allowance

TAX
PAYG

SUPERANNUATION
SGC - Resolution Life MyLife Super - 012855

PAYMENT DETAILS
(111-000)"**455 Kris Cox

MARKING GUIDE

Taylor is a foreign resident for tax purposes.

Assessor must check the following:

The payment date must be XX/05/2024.
e Gross pay must be $891.40.
e Net pay must be $593.40.

Pay Period: 20/05/2024 - 26/05/2024  Payment Date: 27/05/2024

a. Payroll advice slip - Taylor Alvarado

If the candidate has not set up the employee and pay items correctly, the answer will differ from the sample
answer below. Any errors made in the setup will be carried through the remaining assessment tasks.

Taylor Alvarado’s pay advice must include a Base Hourly, Saturday Rate, and a Per KM Travel Allowance. The
annual leave accrual must be calculated based on 30hrs per week, and the PAYG amount must reflect

The pay period must be recorded as XX/05/2024 - XX/05/2024.

PAID BY

0Z Office Supplies

7 Holden Street
Camperdown NSW 2482
ABN 26 008 672 179

EMPLOYMENT DETAILS
Pay Frequency: Weekly
Employment Basis: Casual
employment
Classification: Commercial
Sales Award [MA000083] -
Commercial Traveller

Total Earnings: $893.40 Net Pay: $648.40
THIS PAY YTD
RATE

$175.50 $175.50

23.0000 $31.0500 $714.15 $714.15
$3.75 $3.75
TOTAL $893.40 $893.40
$245.00 $245.00
TOTAL $245.00 $245.00
$97.86 $97.86
TOTAL $97.86 $97.86
REFERENCE AMOUNT
Wages $648.40

ASSESSOR GUIDE
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Superannuation Guarantee must be $60.98. Superannuation Guarantee is not paid on per Km
allowance.

The pay slip for Taylor Alvarado must reflect with the sample answer below. However, the amounts are
based on the 2023 award. These will vary based on the 2023 award the candidate uses.

OZ Office Supplies Pty Ltd

ABN. 26008672179

Pay Slip For: Alvarado, Taylor

Classification: Commercial Sales Award [MADOD0E3] - Merchandiser
Annual Salary: $36,036.00 Reference Number: 30
Hourly Rate: $23.1000 Payment Date:  27/5/2024
Pay Period From: 20/5/2024 To:  26/5/2024 GROSS PAY: £891.40
Superannuation Fund: MERCER EASY SUPER MET PAY: 1593.40

Memao/payslip message:

DESCRIPTION HOURS | CALC. RATE AMOUNT ¥TD TYPE
Uniform Allowance $6.25 56.25 Wages
Base Hourly 24.00 £23.10 2554.40 2554.40 Wages
Per KM Travel Allowance 135.00 50.91 £122.85 §122.85 Wages
Saturday Rate{1.5x) 6.00 $34.65 £207.90 $207.90 Wages
Union Fee -$10.00 -$10.00 Deduction
PAY G Withholding -§288.00 -$288.00 Tax
Annual leave accrual 2.30 2.30 Entitlements
Superannuation Guarantee 560.98 $60.98 | Superannuation Expenses
ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems ET»\,INJIIN
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PAID BY

OZ Office Supplies

7 Holden Street
Camperdown NSW 2482
ABN 26008 672179

EMPLOYMENT DETAILS
Pay Frequency: Weekly

Taylor Alvarado Annual Salary: $28,829.00
2 Grevillea Street Employment Basis: Part-time
Eastern Creek NSW 2766 employment

Classification: Commercial
Sales Award [MAOD0O83] -
Merchandiser

Pay Period: 20/05/2024 - 26/05/2024 Payment Date: 27/05/2024 Total Earnings: $891.40 Net Pay: $593.40
THIS PAY YTD

SALARY & WAGES RATE

Ordinary Hours 24.0000 $23.1000 $554.40 $554.40

Sat Rate(Overtime) 6.0000 $34.6500 $207.90 $207.90

Travel Allowance 135.0000 $0.9100 $12285 $122.85

Uniform Allowance $6.25 $6.25
TOTAL $891.40 $891.40

DEDUCTIONS

Union Fees/Subscriptions $10.00 $10.00
TOTAL $10.00 $10.00

TAX

PAYG $288.00 $288.00
TOTAL $288.00 $288.00

SUPERANNUATION

SGC - Mercer SmartSuper - 442324 $60.98 $60.98

TOTAL $60.98 $60.98
LEAVE ACCRUED USED BALANCE
Annual Leave in Hours 2.3077 0.0000 2.3077
PAYMENT DETAILS REFERENCE AMOUNT
(123-000)°*°7775 TC and PL Alvarado Wages $593.40

a. Payroll advice slip - Codie Ritson

MARKING GUIDE

If the candidate has not set up the employee and pay items correctly, the answer will differ from the sample
answer below. Any errors made in the setup will be carried through the remaining assessment tasks.

The assessor must check the following:
The pay period must be recorded as XX/05/2024 - XX/05/2024.
The payment date must be XX/05/2024.
e Gross pay must be $333.19.
e Net pay must be $784.15.

Superannuation Guarantee must be $102.65.
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The pay slip for Codie Ritson must reflect the sample answer below. However, the amounts are based on the
2023 award. These will vary based on the 2023 award the candidate uses.

OZ Office Supplies Pty Ltd

ABN. 26 008672179

Pay Slip For: Ritson, Codie

Classification: Storage Services and Wholesale Award [MAGOO0B4]
Annual Salany: 147 788.00 Reference Number. 28
Hourly Rate: §24.1842 Payment Date:  27/5/2024
Pay Pericd From: 20/5/2024 To:  26/5/2024 GROSS PAY: $933.19
Superannuation Fund: REST INDUSTRY SUPER MNET PAY: $784.15

Memao/payslip message:

DESCRIPTION HOURS | CALC RATE | AMOUNT ¥YTD TYPE

Base Salary £919.00 £919.00 Wages

First Aid Allowance $14.19 $14.19 Wages

Union Fes -510.00 -510.00 Deduction

PAYG Withholding -$130.04 -$139.04 Tax

Annual leave accrual 292 2092 Entitlements

Superannuation Guarantee S102.685 $102.65 | Superannuation Expenses
ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems ET»\,INJIIN
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PAID BY

02Z Office Supplies

7 Holden Street
Camperdown NSW 2482
ABN 26008 672179

EMPLOYMENT DETAILS
Pay Frequency: Weekly

Codie Ritson Annual Salary: $47,788.00
4 Chapman Avenue Employment Basis: Full-time
Leura NSW 2780 employment

Classification: Storage Services
and Wholesale Award
[MAO00084] Storeworker grade 3

Pay Period: 20/05/2024 - 26/05/2024 Payment Date: 27/05/2024 Total Earnings: $933.19 Net Pay: $784.19
THIS PAY YTD

SALARY & WAGES RATE

Ordinary Hours 38.0000 $24.1842 $919.00 $919.00

First Aid Allowance $14.19 $14.19
TOTAL $933.19 $933.19

DEDUCTIONS

Union Fees/Subscriptions $10.00 $10.00
TOTAL $10.00 $10.00

TAX

PAYG $139.00 $139.00
TOTAL $139.00 $139.00

SUPERANNUATION

SGC - Rest Super - 998345 $102.65 $102.65

TOTAL $102.65 $102.65
LEAVE ACCRUED USED BALANCE
Annual Leave in Hours 29231 0.0000 29231
PAYMENT DETAILS REFERENCE AMOUNT
(034.011)°**** 9111 Codie Ritson Salary $150.00
(034-011)°°*** 7676 Codie Ritson Salary $634.19

Task 1b 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.

b. Transfer the wage payments to the employees per 0Z Office Supplies payroll procedure. Use the
reference Wages 29 May.

Copy the download link and paste a copy of the electronic payment in the table below.

MARKING GUIDE

0Z Office Supplies payroll procedure states:
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e Employees will be paid via electronic payments from the 1-1110 NAB Bank Account.

Candidates must click the Prepare electronic payments and generate a .ABA file dated XX May 20YY.

m‘}fOb Dashboard  Sakes Purchases Inventory Banking Accounting Payro Contacts [eporting

Employees
Crests employes

Employee bensfits P

Pay runs

Crests pay run

Pay items

Timeshaets

MYOE Team

Simgle Touch Payroll reporting

The candidate’s submission must reflect the sample answer below.

b. Electronic Payment

| electronic-payments-2024-05-27

v Today

] 20240527.aba

Task 1c 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.

c. Use the snipping tool to capture a screenshot that verifies the date and method you used to issue the pay
slips to the employees is in line with 0Z Office Supply's organisational and legislative requirements.

MARKING GUIDE

Candidates must capture a screenshot of the Pay run details to demonstrate that the pay slips have been
emailed to employees in line with 0Z Office Supplies payroll procedure.

Using MYOB/Xero, the Payroll Officer should then process the payroll, email the pay sljps and report single
touch payroll [STP]. The Fair Work Act requires employers to issue payslips to their employees within one day
of recelving payment in a confidential manner suitable for their employment, even if they are on leave.

ASSESSOR GUIDE
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The response provided by the candidate must reflect the sample answer below. However, the pay period start,
end, and the payment date will vary based on the 20YY date the candidate uses.

Date and method used to issue pay slips

Pay run details @ Fix a mistake in a pay run
Pay perind Start Fay period end Date of payment Total nat pay
Mon 20/05/2024 Sun 26/05/2024 Mon 27/05/2024 £3911.40
Employees

Email pay slips  Print pay slips

Email 5 employees selected
Employee Netpay ($)@  Email Pay slip emailed Bank file View pay slip
Alex Anderson $1219.65  alexa@gmail.com v v [ View FDF
Ben Xing $665.80  ben.xing@outlook.com g o [ view PDF
Codie Ritson 378415  codieritson11@hotmail.com v v [® View FDF
Kris Cox $£548.40  kriccon1983@hotmall.com o ~ [ View PDF
Taylor Alvarado $593.40  tsalvaradcl46@gmall.com v v [ View PDF
Week ending 26 May 2024
5177 1,176 532 3,911 27 May
5 employees included
First name Last name Employee Group Last Edited Earnings Tax Super MNet pay Payslips
Alex Anderson 12 Sep 2024 1 1.550.69 321.00 170.58 1219.69
Ben Xing 12 Sep 2024 1 905.80 183.00 99.97 665.80
Codie Ritson 12 Sep 2024 1 93319 139.00 102.65 78413
Kris Cox 12 Sep 2024 1 893.40 245.00 97 86 648.40
Taylor Alvarado 12 Sep 20241 891.40 288.00 60.98 593.40

Task 1d 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.

Access Employment and payroll records | Australian Taxation Office (ato.gov.au) Review the record-keeping
obligations employers have to their employees and in your own words answer the questions below.

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems SQ?'JIP
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https://www.ato.gov.au/Business/Record-keeping-for-business/Detailed-business-record-keeping-requirements/Running-your-business---records/Employment-and-payroll-records/

How long must you keep employee payment records? (Approximate word count: 80-90 words]

MARKING GUIDE
The candidates’ responses be within the specified word limit and reflect the exemplar answers below.

You need to keep these records for five years. The five years starts from when you prepared or obtained the
records, completed the transactions or acts those records relate to, whichever is later.

You should keep records long enough to cover the period of review [also known as the amendment period] for
an assessment that uses information from the record. For records connected to an assessment that's
amended, the period of review for that amended assessment starts from the day after we give you the notice
of amended assessment.

What information must Super contribution records show? [Approximate word count: 80-90 words)

MARKING GUIDE
The candidates’ responses be within the specified word limit and reflect the exemplar answers below.

How you worked out the amount of super you contributed for each employee.

Factors that affect the amount of super you must contribute, such as advice you have received from trustees
about the funds to which you contribute.

Salary sacrifice amounts, including information about how they're calculated and employee's choice.

If you fail to meet your super obligations and are liable to pay the super guarantee charge, you must also
keep details of how you worked out the amounts shown in your super guarantee charge statement.

d. Report the payroll to the ATO through Single Touch Payroll (STP) and generate the Employees YTD report.
Use the snipping tool to capture a screenshot of each employee’s payroll report and paste it into the table
below.

Please Note: We are using a fictitious company for this assessment task, the report will not go through to
the ATO, and the report's status will show as rejected.

d. Report to the ATO through single touch payroll

MARKING GUIDE

The ATO has mandated that all employers report their payroll information to the ATO through STP, with
Phase 2 Single Touch Payroll reporting becoming mandatory on 1January 2022.

Assessor, please note: As we are using a fictitious company for this assessment task, the report will not go
through to the ATO, and the report's status will show as rejected. [see below]

Candidates must click on the pay run to view and generate an Employees YTD report (PDF)

SWIN
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Payroll yaar

2023/24 o g

Pay period

30/06/2024 - 30/06/2024
30/06/2024 - 30/06/2024
30/06/2024 - 30/06/2024
30/06/2024 - 30/06/2024
30/06/2024 - 30/06/2024

30/06/2024 - 30/06/2024

Frequency

Weelkly

Weelkly

Weekly

Weelly

Weekly

Weelkly

Weelkly

Weelly

Weelly

STP reports  Employee terminations

EENLEVLGEIERAEL I (5) About update events

Date of
payment

30/06/2024
30/06/2024
30/06/2024
30/06/2024
30/06/2024

30/06/2024

Pay Run History

Period

Date recorded

09/07/2024 5:46pm
09/07/2024 4:48pm
09/07/2024 4:28pm
09/07/2024 4:25pm
09/07/2024 4:05pm

09/07/2024 3:56pm

‘Week ending 07 Jul 2024

Latest | Week ending 07 Jul 2024

\Week ending 30 Jun 2024

Weelk ending 23 Jun 2024

Week ending 16 Jun 2024

‘Week ending 16 Jun 2024

\Week ending 09 Jun 2024

Weel ending 02 Jun 2024

Weelk ending 26 May 2024

Page |1 « of1(9total items)

Showing (25 =

Single Touch Payroll reporting

EOFY finalisation ATO settings

Employees

Payment Date

05 Jul 2024

05 Jul 2024

01 Jul 2024

24 Jun 2024

17 Jun 2024

17 Jun 2024

10 Jun 2024

03 Jun 2024

27 May 2024

items per page

Gross payments ($)

Wages

546.51

355.39

928.71

5,108.88

124.20

5,426.19

4,786.79

5,146.70

5AT7.48

0.00

0.00

0.00

0.00

0.00

0.00

PAYG Withholding

Tax

162.00

104.00

277.00

1,149.00

43.00

1,257.00

1,044.00

1,165.00

1,176.00

()
0.00
0.00
0.00
0.00
0.00

0.00

Reporting on  STP Phase 2

Status (@

Rejecied
Rejected
Rejected
Rejecied
Rejected

Rejected

Super

53.13

0.00

63.76

509.67

13.66

532.06

487.35

52996

532.04

Net Pay

37451

251.39

641.71

3,860.88

81.20

4,079.19

3,652.79

3,891.70

3,911.48

The candidate's Employee YTD report (PDF) must reflect the sample answer below. However, the pay
period, payment date and date recorded will vary based on the 20YY date the candidate uses.

STP Fi

Filing E|

Filing E|

Filing E|

Filing E|

Filing E|

Filing E|

Filing E|

Filing E|

Filing E|

ASSESSOR GUIDE
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Payroll reporting - employee year-to-date

Status: Rejected
Declared by: Arif Uddin
Declaration date: 09/07/2024

Taylor, Alvarado 0005

ATO reporting category

Gross payments

Overtime

Allowance - cents per km

Allowance - laundry
PAYG withholding
Deduction - union/professional assoc. fees

Superannuation Guarantee

Payroll reporting - employee year-to-date
Status: Rejected

Declared by: Arif Uddin
Declaration date: 09/07/2024

Alex, Anderson 0003

ATO reporting category

Gross payments

Allowance - qualifications/certificates
PAYG withholding

Deduction - union/professional assoc. fees

Superannuation Guarantee

OZ Office Supplies
7 Holden Street

Camperdown
MNSW 2482

ABM: 26 008 672 179

YTD

$554.40
$207.90

$122.85
$6.25

$288.00
$(10.00)

$60.98

07 Office Supplies
7 Holden Street

Camperdown
NSW 2482

ABN: 26 008 672 179

YTD

$1538.46
$12.23
$321.04
$(10.00)

$170.58

ASSESSOR GUIDE
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Payroll reporting - employee year-to-date

Status: Rejected
Declared by: Arif Uddin
Declaration date: 09/07/2024
Kris, Cox 0004
ATO reporting category

Gross payments

Bonuses and commissions
Allowance - laundry
PAYG withholding

Superannuation Guarantee

Payroll reporting - employee year-to-date

Status: Rejected
Declared by: Arif Uddin

Declaration date: 09/07/2024

Codie, Ritson 0006

ATO reporting category

Gross payments

Allowance - qualifications/certificates
PAYG withholding

Deduction - union/professional assoc. fees

Superannuation Guarantee

OZ Office Supplies
7 Holden Street

Camperdown
NSW 2482

ABN: 26 008 672 179

YTD

$714.15
$175.50

$3.75
$245.00

$97.86

OZ Office Supplies
7 Holden Street

Camperdown
N5W 2482

ABN: 26 008 672 179

YTD

$919.00

$14.19
$139.04
$(10.00)

$102.65
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Payroll reporting - employee year-to-date OZ Office Supplies
7 Holden Street
Status: Rejected Camperdown
Declared by: Arif Uddin NSW 2482
Declaration date: 09/07/2024 ABN: 26 008 672 179
Ben, Xing 0002
ATO reporting category YTD
Gross payments $908.80
PAYG withholding $183.00
Deduction - union/professional assoc. fees $(10.00)
Superannuation Guarantee $99.97
Salary sacrifice (RESC) $50.00
) L SWIN
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STP Year-To-Date Summary

OZ Office Supplies
Alex Anderson

Employment info
Data for the period
Finalised for 2023/24
STP readiness

Commencement date

Eamings

Gross payments

Overtime payments

Bonuses and commissions

Directors fees

Total leave payments
Paid leave - Type A
Paid leave - Type C
Paid leave - Type O
Paid leave - Type P
Paid leave - Type U
Paid leave - Type W

Total eamings

Lump Sum Amounts
Lump sum paymenis A - Terminated
Lump sum payments A - Redundancy
Lump sum payments B
Lump sum payments D
Lump sum payments E
Lump sum payments W
Employment termination payments - Type O
Tax free
Taxabie
Employment termination payments - Type R
Tax free
Taxable
Total Lump Sum

Allowances

Laundry

Transport
Tools

Tasks
Qualifications
Travel

Total allowances

1 Jul 2023 to 30 Jun 2024
Not final

STP Phase 2

Empioyee
Salary and Wages
Full-ime

Manager

Female

20 May 2024

153846
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

1538.46

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
1223
0.00
0.00
12.23

Salary Sacrifice
Salary sacrifice super 0.00
Salary sacrifice other benefits 0.00
Total salary sacrifice 0.00
Gross total 1550.69
Deductions.
Workplace giving 0.00
Union fees 10.00
Total deductions 10.00
Tax
PAYG withhalding 32100
Employment termination payments - Type O 0.00
Employment termination payments - Type R 0.00
Total tax 32L.00
Superannuation
Super guarantee contributions - Type L 17058
Reponable employer super contributions: 0.00
Total superannuation 170.58
e Fringe Benefits (RFBA) and other amounts
R bie Fringe Benefits A nt 0.00
Reportable Fringe Benefits Amount, Exempt 0.00
Total RFBA 0.00

ASSESSOR GUIDE
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STP Year-To-Date Summary
OZ Office Supplies
Ben Xing
Employment info Salary Sacrifice
Data for the period 1 Jul 2023 to 30 Jun 2024 Salary sacrifice super 50,00
Finalised for 2023/24 Not final Salary sacrifice other benefits 0.00
STP readiness STP Phase 2 Total salary sacrifice 50.00
Employment type Employee
Income type Salary and Wages Gross total 858.80
Employment basis Full-time
Deductions
Workplace giving 0.00
Gender Male Union fees 10,00
Commencement date 20 May 2024 Total deductions 10.00
EAmeS Tax
Gross payments 208,80 PAYG withhoiding 183.00
Overtime payments 0.00 Employment termination payments - Type O 0.00
Bonuses and commissions 0.00 Employment termination payments - Type R 0.00
Directors fees 0.00 Total tax 183.00
Total leave payments 0.00
Paid leave - Type A 0.00 Superannuation
Paid leave - Type C 0.00 Super guarantee contributions - Type L 99.97
Paid leave - Type O 0.00 Reportable employer super contributions 50.00
Paid leave - Type P 0.00 Total superannuation 149.97
Paid leave - Type U 0.00
Paid leave - Type W 0.00 Reportable Fringe Benefits (RFBA) and other amounts
Total eamings 908.80 Reportable Fringe Benefits Amount 0.00
Reportable Fringe Benefits Amount, Exempt 0.00
Lump Sum Amounts Total RFBA 0.00
Lump sum payments A - Temminated 0.00
Lump sum payments A - Redundancy 0.00 Excludes Opening Bal
Lump sum payments B 0.00
Lump sum payments D 0.00
Lump sum payments E 0.00
Lump sum payments W 0.00
Empl 1t termination pay -Type O 0.00
Tax free 0.00
Taxable 0.00
Employment termination payments - Type R 0.00
Tax free 0.00
Taxable 0.00
Total Lump Sum 0.00
Allowances
Car 0.00
Laundry 0.00
Meals 0.00
Transpor 0.00
Tools 0.00
Tasks 0.00
Qualifications 0.00
Travel 0.00
Orher 0.00
Total allowances 0.00
ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems
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STP Year-To-Date Summary
0Z Office Supplies
Codie Ritson
Employment info Salary Sacrifice
Data for the period 1 Jul 2023 o0 30 Jun 2024 Salary sacrifice super 0.00
Finalised for 2023/24 Not final Salary sacrifice other benefits 0.00
STP readiness STP Phase 2 Total salary sacrifice 0.00
Employment type Employee
Income type Salary and Wages Gross total 933.19
Employment basis Full-time
i Warehouse Storeperson Dehmm—n
x e Workplace giving 0.00
Union fees 10.00
Commencement date 20 May 2024 Total deductions 10.00
Ea.mings Tax
Gross payments 919.00 PAYG withholding 139.00
Oventime payments 0.00 Employment termination payments - Type O 0.00
Bonuses and commissions 0.00 Employment termination payments - Type R 0.00
Directors fees 0.00 Total tax 139.00
Total leave payments 0.00
Paid leave - Type A 0.00 Superannuation
Paid leave - Type C 0.00 Super guarantee contributions - Type L 102.65
Paid leave - Type O 0.00 Reportable employer super contributions 0.00
Paid leave - Type P 0.00 Total superannuation 102.65
Paid leave - Type U 0.00
Paid leave - Type W 0.00 Reportable Fringe Benefits (RFBA) and other amounts
Total eamings 919.00 Reportable Fringe Benefits Amount 0.00
Reportable Fringe Benefits Amount, Exempt 0.00
Lump Sum Amounts Total RFBA 0.00
Lump sum payments A - Terminated 0.00
Lump sum payments A - Redundancy 0.00 Excludes Opening Bal
Lump sum payments B 0.00
Lump sum payments D 0.00
Lump sum payments E 0.00
Lump sum payments W 0.00
Employment termination payments - Type O 0.00
Tax free 0.00
Taxable 0.00
Empk 1t termination pay -TypeR 0.00
Tax free 0.00
Taxable 0.00
Total Lump Sum 0.00
Allowances
Car 0.00
Laundry 0.00
Meals 0.00
Transpor 0.00
Tools 0.00
Tasks 0.00
Qualifications 1419
Travel 0.00
Other 0.00
Total allowances 1419
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0Z Office Supplies
Kris Cox
Employment info
Data for the period
Finalised for 2023/24
STP readiness
Employment type
Income type
Empioyment basis
Job title

Gender
Commencement date

Eamings
Gross payments
Overtime payments

Directors fees

Total leave payments
Paid leave - Type A
Paid leave - Type C
Paid leave - Type O
Paid leave - Type P
Paid leave - Type U
Paid leave - Type W

Total eamings

Lump Sum Amounts
Lump sum payments A
Lump sum payments A
Lump sum payments B
Lump sum payments D
Lump sum payments E

Tax free
Taxabie

Tax free
Taxable
Total Lump Sum

Allowances

Laundry

Transport
Tools

Tasks
Qualifications
Travel

Total allowances

Bonuses and commissions

- Terminated
- Redundancy

Lump sum payments W
Employment termination payments - Type O

Employment termination payments - Type R

STP Year-To-Date Summary

1 Jul 2023 to 30 Jun 2024
Not final
STP Phase 2

Employee
Salary and Wages
Casual

Sales Representative
Female

20 May 2024

889.65
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

880,65

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
375
0.00
0.00
0.00
0.00
0.00
0.00
0.00
3.75

Salary Sacrifice

Salary sacrifice super 0.00
Salary sacrifice other benefits 0.00
Total salary sacrifice 0.00
Gross total 893.40
Deductions

Workplace giving 0.00
Union fees 0.00
Total deductions 0.00
Tax

PAYG withholding 245.00
Employment termination payments - Type O 0.00
Employment termination payments - Type R 0.00
Total tax 245.00
Superannuation

Super guarantee contributions - Type L 97.86
Reportable employer super contributions 0.00
Total superannuation 97.86
Reportable Fringe Benefits (RFBA) and other amounts

Reponable Fringe Benefits Amount 0.00
Reportable Fringe Benefits Amount, Exempt 0.00
Total RFBA 0.00

Excludes Opening Bal
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STP Year-To-Date Summary
0Z Office Supplies
Taylor Alvarado
Employment info Salary Sacrifice
Data for the period 1 Jul 2023 to 30 Jun 2024 Salary sacrifice super 0.00
Finalisad for 2023724 Not final Salary sacrifice other benefits 0.00
STP readiness STP Phase 2 Total salary sacrifice 0.00
Employment type Employee
Income type Salary and Wages Gross total 891.40
Employment basis Part-time
Deductions
Workplace giving 0.00
Sewer Mot stoeet Union fees 1000
Commencement date 20 May 2024 Total deductions 10.00
Eamings Tax
Gross payments 55440 PAYG withholding 288.00
Overtime payments 207.90 Employment termination payments - Type O 0.00
Bonuses and commissions 0.00 Employment termination payments - Type R 0.00
Directors fees 0.00 Total tax 288.00
Total leave payments 0.00
Paid leave - Type A 0.00 Superannuation
Paid leave - Type C 0.00 Super guarantee contributions - Type L 60.98
Paid lzave - Type O 000 Reporiabis smployer spee- ook tions 0.00
Paid leave - Type P 0.00 Total superannuation 60.98
Paid leave - Type U 0.00
Paid leave - Type W 0.00 Reponable Fringe Benefits (RFBA) and other amounts
Total eamings 762.30 Reportable Fringe Benefits Amount 000
Reportable Fringe Benefits Amount, Exempt 0.00
Lump Sum Amounts Total RFBA 0.00
Lump sum payments A - Terminated 0.00
Lump sum payments A - Redundancy 0.00 Opening Bal
Lump sum payments B 0.00
Lump sum payments D 0.00
Lump sum payments E 0.00
Lump sum payments W 0.00
Employment termination payments - Type O 0.00
Tax free 0.00
Taxable 0.00
Employment termination payments - Type R 0.00
Tax free 0.00
Taxabie 0.00
Total Lump Sum 0.00
Allowances
Car 12285
Laundry 6.25
Meals 0.00
Transport 0.00
Tools 0.00
Tasks 0.00
Qualifications 0.00
Travel 0.00
Orther 0.00
Total allowances 129.10

e. Store a copy of the following payroll reports according to 0Z Office Supplies storing payroll records
procedure on your desktop:

e Payroll Summary Report
o Payroll Register Report
e Payroll Activity Report

e Profit & Loss Report

. . . SWIN
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e Balance Sheet Report
e |eave Balance [detail) Report
e Accrual by Fund [detail) Report

Use the snipping tool to capture a screenshot of the file name and reports you have saved. Paste the
screenshot in the table below.

MARKING GUIDE

0Z Office Supplies' procedure states payroll records must be stored according to the Australian Taxation
Office [ATO], Australian Securities Investment Commission [ASIC], Fair Work Ombudsman's record-keeping
requirements and Australian Privacy Principles.

The candidate's submission must reflect the sample answer below. They must demonstrate they have
saved each of the following payroll reports in a folder named MAY_20YY_Payroll using the date 20YY05XX
as the beginning of each report name.

e Payroll Summary Report

e Payroll Register Report

e Payroll Activity Report

e Profit & Loss Report

e Balance Sheet Report

e Leave Balance (detail) Report
e Accrual by Fund [detail] Report

The sample answer is based on the 2024 Financial year. The candidate's answer will vary based on the 20YY
date the candidate uses.

e. Screen shot of saved and filed payroll records

+t » OZ Office Supplies > MAY_2024_Payroll
Name Status Date modified Type Size
@ 20240527_AccrualByFundDetailReport ) 9/ Microsoft Edge P... 41KB
&3 20240527 _BalanceSheetReport ©} 9/ 24 1:36 PM Microsoft Edge P.. 45K8B
3 20240527 _LeaveBalanceDetailReport ® 9/07/2024 1:35 PM Microsoft Edge P... 41K8
3 20240527 _PayrollActivityReport ® 9/0 4 1:34 PM Microsoft Edge P... 45KB
[ 20240527 _PayroliRegisterReport @ 9/0 24 1:34 PM Microsoft Edge P... 45KB
3 20240527 _PayrollSummaryReport ©} 2024 1:34 PM Microsoft Edge P... 49KB
[} 20240527 _ProfitAndLossReport ) 9/07/2024 1:36 PM Microsoft Edge P... 44K8
. . SWIN
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» | OZ Office Supplies| > | MAY_2024_Payroll Search MAY_2024_Payroll Q

(I Details
Name - Status Date modified Type Size
& 20240527 Balance_Sheet @ 12/09/2024 %:24 PM Adobe Acrobat Docum... 12KB
& 20240527 Leave_Balances ® 12/09/2024 17 PM Adobe Acrobat Docum... 17KB
£ 20240527 _Payroll_Activity_Details @ 12/09/2024 9:05 PM Adobe Acrobat Docum... 29KB
& 20240527 _Payroll_Activity_Summary @ 12/09/2024 9:08 PM Adobe Acrobat Docum... 20KB
£ 20240527_Payroll_Employee_Summary @ 12/09/2024 9:12 PM Adobe Acrobat Docum... 18 KB
= 20240527_Profit_and_Loss O] 12/09/2024 9:22 PM Adobe Acrobat Docum... 17KB
& 20240527_Superannuation_Accruals @ 12/09/2024 %19 PM Adobe Acrobat Docum,.. 13KB
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Task 2

Assume you are given the timesheet summaries each week for June, as set out in 0Z Office Supplies Payroll
Policy and Procedures.

Using the information provided in 0Z Office Supplies Time Sheet Summary June 20YY, complete all the actions
required in 0Z Office Supplies Payroll Policy and Procedures to process the payroll for the weeks ending
XX/06/20YY, XX/6/20YY, XX/6/20YY and XX/6/20YY.

The Finance Manager is on four [4] weeks of annual leave. She has authorised you to process the payroll for
June. Generate a payroll verification report and reconcile each employee's payment to the information in the
Timesheet Summary June 20YY before processing the weekly payroll. Correct any errors you identify.

Generate a payroll activity report for June 20YY. Export the information as a PDF, use the snipping tool to
capture a screenshot of the report and paste it into the table below.

MARKING GUIDE

The candidate must follow 0Z Office Supplies Payroll Policy and Procedures to process the payroll for the weeks
ending XX/06/20YY, XX/6/20YY, XX/6/20YY and XX/6/20YY. Candidates do not have to email the Finance
Manager for approval for these weeks as he is on annual leave and has authorised the wages to be paid. This
information will be used to generate the BAS and reconcile the end of month and year-end payroll records.

Once they have confirmed the accuracy of the data entered, the candidate must generate a payroll activity
report for June 20YY. Export the report as a PDF and paste a screenshot of the report in the table below.

The candidate's Employee's June payroll activity report must reflect the sample answer below. The sample
answer is based on the 2024 Financial year. The candidate's answer will vary based on the 20YY date the
candidate uses.

Payroll activity report

02 Office Supplies Pty Ltd
7 Holden Street, Camperdown
NSW 2482
0408040810
Payroll activity report
01 Jun 2024 - 30 Jun 2024
Salary and wages
Employee name (s) Deductions ($) Taxes($) Net pay ($) Expenses($) Hours accrued Hours taken
Alex Anderson 6,231.10 40.00 1,294.15 489695 68232 1754 1160
8en Xing 364985 260.00 737.00 2672385 39988 1754 6.00
Codie Ritson 373276 40.00 556.16 313660 41060 1754 550
Kris Cox 296830 0.00 77300 219530 3248 000 0.00
Tayloe Alvarado 3,886.55 40.00 1,255.05 259150 20138 1380 0.00
Grand total 20,468.56 360.00 461536 15,493.20 2,059.04 6642 23.10
. N SWIN
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Payroll Employee Summary

0Z Office Supplies

For the period 1 June 2024 to 30 June 2024

EMPLOYEE EARNINGS DEDUCTIONS TAX SUPER NET PAY REIMB.
Alex Anderson 6,231.10 40.00 1,294.00 682.32 4,897.10 0.00
Ben Xing 3,649.85 240.00 737.00 399.88 2,672.85 0.00
Codie Ritson 3,732.76 40.00 556.00 410.60 3,136.76 0.00
Kris Cox 2,968.30 0.00 773.00 324.86 2,195.30 0.00
Taylor Alvarado 3,886.55 40.00 1,255.00 241.38 2,591.55 0.00
Total 20,468.56 360.00 4,615.00 2,059.04 15,493.56 0.00

ASSESSOR GUIDE

FNSTPB412 - Establish and maintain payroll systems

Page 310f 94




Task 3
a. 0z Office Supplies Payroll Policy and Procedures state:

9. Total payroll payments must be reconciled after each payroll is processed to ensure no errors or
frregularities. Any errors or irregularities must be corrected before the IAS or BAS is submitted to
the ATO.

10. Payroll liabilities and deductions [superannuation and union fees] must be reconciled, processed
and paid for the previous month on the 75th of each month. If the 15th falls on the weekend, they
must be paid on the next working aay.

71.  Superannuation is paid through the Small Business Superannuation Clearing House, which will
distribute the superannuation amounts to each staff member nominated super fund.

Generate a:
e Payroll summary report dated 01/05/20YY- 31/05/20YY.
e Balance Sheet report dated 31/05/20YY.
e Superannuation accrual by fund report 01/05/20YY - 31/05/20YY.

Use the snipping tool to capture a screenshot of each report to verify the May payroll liabilities and
deductions [superannuation and union fees). Reconcile and paste the screenshots into the table below.

MARKING GUIDE
In the table below, the candidate must provide a screenshot of the:
e Payroll summary report dated 01/05/20YY - 31/05/20YY.
e Balance Sheet report dated 31/05/20YY.
e Superannuation accrual by fund report 01/05/20YY - 31/05/20YY.

The candidate’s submissions must reflect the sample answer below. The candidate's answer will vary based on
the 20YY date the candidate uses.

a. Payroll summary report dated 01/05/20YY - 31/05/20YY

The union fees must equal $40.00.

The superannuation guarantee amount must equal the super guarantee percentage based on the 20YY date
the candidate uses.

The Salary Sacrifice Superannuation amount must equal $50.00.
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OF Office Supplies Pty Ltd
7 Holden Street, Camperdown

NSW 2482
0408040810
Payroll summary report
01 May 2024 - 37 May 2024
Type Pay item name STP categary Total (5]
Salary and wagses Base Hourky GEI0SS payments 1,26E:55
Salary and wages Basze Salary GIOsS payments 3,366.26
sSubtotal 4,634.E1
Salary and wages Saturday Rate(l Sah Chvermime 207.50
Subtotal 207.90
Salary and wages Commission Bonuses and commissions 175.50
Subtotal 175.50
Salary and wages Per KM Travel Allowance Allowanos - CENIS Eer km 122.E5
Subtotal 122EB5
Salary and wages Lniform Allowance Allowance - laundry 10.00
Subtotal 10,00
Allowance -
Salary and wages First Aid Allowance qualificanionstcertificates 26.42
Subtotal 26432
Salary and wages 5,177.48
Deduction - unionprofessional

Deductions Union Fee assoc. fees 40.00
Subtotal 40,00
Deductions 40,00
Taxes PAYG Withhalding PAYG withiholding 117608
Taxes 1.176.08
Superannuation Deductions Before Tax Salary Sacrifice Salary sacrifice and RESC 50.00
Subtotal 50.00
Superannuation Deductions Before Tax 5000
Superannuation Expenses Superannuathon Guaraniee Superannuation guarantes SH2.04
Subtotal S32.04
Superannuation Expenses 53204
Type Pay item name ETP category Toral (hrs)
Salary and wages Base Hourly Gross payments 47.00
Subtotal 47.00
Salary and wages Saturday Ratefl Sx) Cheartiamne E.DD
Subtotal E.O0
Salary and wages Per KM Travel Allowance Allowance - cents per km 135.00
Subtotal 135.00
Salary and wages 1EE.00
Leave Annual leave Full timea salary ET7
Leave Annual leave Part ime hourly 230
Leave Personal leawve Full time salary 4.39
Leave Personal (eawve Part time hourly 115
Leave 1661

Payroll Employee Summary

0Z Office Supplies

For the period 1 May 2024 to 31 May 2024

Employee

Alex Anderson
Ben Xing
Codis Ritson
Kris Cox

Taylor Alvarado
Total

ASSESSOR GUIDE

Eamings

1,550.69
908.80
933.19
893.40
891.40

Deductions

10.00
60.00
10.00

0.00
10.00
90.00

a. Balance Sheet report dated 31/05/20YY

Tax Super

170.58
99.97
102.65
97.86
60.98
532.04

il Reorder columns

Net Pay Reimb
1,219.69 0.00
66580 0.00
784.19 0.00
648.40 0.00
593.40 0.00
391148 0.00
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Balance Sheet.

Balance Sheet.

OZ Office Supplies Pty Ltd
7 Holden Street, Camperdown

The Superannuation Payable amount must reconcile to the 2-1360 Superannuation Payable amount in the

The Union Fees Payable amount must be $40.00 and reconcile to the 2-1370 Union Fees Payable figure in the

MNSW 2482
0408040810
Balance sheet report
Accrual mode
31 May 2024
Total
1-0000 Assets
1-1000 Current Assets
1-1100 Bank Accounts
1-1120 MAB Bank Account 96,088.60
Total Bank Accounts 96.088.60
Total Current Assets 56,088.60
Total Assets 56,088.60
2-0000 Liabilities
2-1350 PAYG Withhalding Payable 1,176.08
2-1360 Superannuation Payabla 58204
2-1370 Union Fees Payable 40,00
Total Liabilities 1,798.12
Net Assets 64,790.48
3-0000 Equity
3-1000 Owrer's Funds Introduced/Personal income 100,000.00
3-9000 Current Year Earnings [5,709.52)
Total Equity 54,290.48

ASSESSOR GUIDE
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Balance Sheet

OZ Office Supplies
As at 31 May 2024

31 May 2024
Assets
Bank
OZ Office Supplies 96.088.52
Total Bank 96,088.52
Total Assets 96,088.52
Liabilities

Current Liabilities
PAYG Withholdings Payable
Superannuation Payable

Uniform Fees Payable 4000
Total Current Liabilities 1,798.04

Total Liabilities 1,798.04
Net Assets 94,290.48
Equity

Current Year Earnings

Owner A Share Capital 100,000.00

Total Equity 94,290.48

a. Superannuation accrual by fund report 01/05/20YY - 31/05/20YY

The Superannuation accrual by fund report must include three (3] payments to superannuation funds:
e AMP MYLIFE MYSUPER

e MERCER EASY SUPER

e REST INDUSTRY SUPER
The total amount payable must reconcile to the 2-1355 Superannuation Payable amount in the Balance Sheet
and the total of the Superannuation Deductions Before Tax and Superannuation Expenses amount in the
Payroll Summary Report.

The candidate’s submissions must reflect the sample answer below. The candidate's answer will vary based
on the 20YY date the candidate uses.
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07 Office

Supplies Pty Ltd

7 Holden Street, Camperdown

MSW 2482
0408040810
Accrual by fund (detail) report
01 May 2024 - 31 May 2024
Superannuation fund Employer membership number Fund total (%)
AMP MYLIFE MYSUPER 1234567 41841
Employee membership Pay period
Employee name number Super type start Pay period end Amount (%)
Alex Anderson 012002 Superannuation Guarantes 204052024 26/05/2024 170.58
Total Alex
Anderson 170.58
Employee membership Fay period
Employee name number Super type start Pay period end Amount (%)
Ben Xing 012376 Salary Sacrifice 20/0572024 26/05/2024 50.00
Ben Xing Ot2876 Superannuation Guarantes 2000572024 26/05/2024 50.97
Total Ben Xing 149.97
Employee membership Pay period
Employee name number Super type start Pay period end Amount (%)
Kris Ciox 012 855 Supsrannuation Guarantes 200052024 26/05/2024 597.86
Total Kris Cox 97.86
Fund total 418.41
MERCER EASY SUPER 60.98
Employee membership Fay period
Employee name number Super type start Pay period end Amount ($)
Taylor Alvarado dd42324 Superannuation Guarantes 207052024 26/05/2024 &0.98
Total Taylor
Alvarado 60.98
Fund total 60.98
REST INDUSTRY SUPER 998345 102.65
Employes membership Fay period
Employee name number Super type start Pay period end Amount ($)
Codiz Ritson SOR345 Superannuation Guarantee 207052024 26/05/2024 102.65
Total Codie Ritson 102.65
Fund total 102.65
Grand total 582.04
Superannuation Accruals Bl Reorder columns
QZ Office Supplies
For the period 1 May 2024 to 31 May 2024
Employee Employee group Employee Number Super Fund Name us Contribut Payment Date Due Date Status
Alex Anderson None 012002 Resolution Life MyLife Super  TET46741299014 SGC 27 May 2024 28 July 2024
Ben Xing None 012876 Resclution Life MyLife Supsr  TET46741293014  SGC 27 May 2024 28 July 2024
Ben Xing Nona 012876 Resclution Life MyLife Super  TET46741299014  Salary Sacrifice 27 May 2024 28 July 2024 2000
Codie Ritson None 998345 Rast Super RES0103AU SGC 27 May 2024 28 July 2024 10265
Kris Cox None 012855 Resolution Life MyLife Super  TET4ET41299014 SGC 27 May 2024 28 July 2024 57 86
Taylor Alvarado  None 442324 Marcer SmanSuper 19905422981707 SGC 27 May 2024 28 July 2024 6098
Total 582.04

Task 3b 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.
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b. Inthe table below, reconcile the total salary and wages and PAYG for May. If the figures do not reconcile,
review the source data and correct irregularities according to 0z Office Supplies policies and procedures.

Use the snipping tool to capture a screenshot of each report to verify the figures you have included in the
reconciliation and paste the screenshots into the table below.

MARKING GUIDE

The student must reconcile the total salary, wages, and PAYG for May in the Payroll Summary report to the total
Salary and Wages and PAYG figures in the Profit & Loss and Balance Sheet. The candidate’s submissions must
reflect the sample answer below.

The candidate’s submissions must reflect the sample answer below. The candidate's answer will vary based on
the 20YY date the candidate uses.

Profit & Loss

Total Salary and Wages Expense $5709.52

Payroll Summary Report

Total Salary and Wages Payroll Summary Report $5177.48
Superannuation (Student must only include SG, not $532.04
Salary Sacrifice] $5709.52
Difference 0
ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems S%JIP
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OZ Office Supplies Pty Ltd
7 Holden Street, Camperdown

NSW 2482
0408040810
Profit and loss report
Accrual mode
01 May 2024 - 31 May 2024
Total
Gross Profit 0.00
6-0000 Expenses
6-4000 Payroll Expenses
6-4050 Per KM Travel Expense 12285
6-4100 Salaries & Wages Expense 501821
5-4200 Superannuation Expense 532.04
6-4230 First Aid Allowance 26.42
6-4240 Uniform Allowance 10.00
Total Payroll Expenses 5,709.52
Total Expenses 5,709.52
Operating Profit {5,709.52)
Net Profit (5,709.52)
Profit and Loss
OZ Office Supplies
For the month ended 31 May 2024
May 2024

Gross Profit
Operating Expenses
First Aid Allowance
Superannuation
Travel - National

Uniform Allowance

Wages and Salaries 50182
Total Operating Expenses 5,709.52

Net Profit (5.709.52)
Taxes from the Payroll Summary Report $1,176.08
2-1350 PAYG Withholding Payable Balance $1,176.08
Difference $0
ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems SQPJ'JIP
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0OZ Office Supplies Pty Ltd
7 Holden Street, Camperdown

MSW 2482
0408040810
Payroll summary report
01 May 2024 - 31 May 2024
Type Pay item name STP category Total (%)
Lalary and wages Base Hourhy Gross payments 1,268.,55
Lalary and wages Base Salary Gross payments 3.366.26
Subtotal 4,634.81
Lalary and wages Saturday Rate(l.5x) Crvertime 207.90
Subtotal 207.90
Lalary and wages Commission Bonuses and commissions 175.50
Subtotal 175.50
Salary and wages Per KM Travel Allowance Allowance - cents per km 122.85
Subtotal 122.85
Salary and wages Uniform Allowance Allowance - laundry 10.00
Subtotal 10.00
Allowance -
Lalary and wages First Aid Allowance gualificaticns/certificates 26,42
Subtotal 26.42
Salary and wages 5177.48
Deductians Union Fes e bl s ging 40.00
Subtotal 40.00
Deductions 40.00
Taxaes PAYG Withholding PAYG withholding 1.176.08
Taxes 1,176.08
Superannuation Deductions Before Tax Salary Sacrifice Salary sacrifice and RESC 20.00
Payroll Employee Summary 10 Reorder columns
0Z Office Supplies
For the period 1 May 2024 to 31 May 2024
Employee Eamings 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 97.86 548 .40 0.00
Taylor Alvarado 891.40 10.00 288.00 6098 593.40 0.00
Total 90.00 391148 0.00

ASSESSOR GUIDE
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OZ Office Supplies Pty Ltd
7 Holden Street, Camperdown

MNSW 2482
0408040810
Balance sheet report
Accrual mode
31 May 2024
Total
1-0000 Assets
1-1000 Current Assets
1-1100 Bank Accounts
1-1120 NAB Bank Account 96,088.60
Total Bank Accounts 96,088.60
Total Current Assets 66, 088.60
Total Assets 96,088.60
2-D000 Liabilities
2-1350 PAYG Withholding Payahle 1,176.08
2-1360 Superannuation Payable 8204
2-1370 Union Fees Payable 40,00
Total Liabilities 1,798.12
Met Assets 54,290.48
3-D000 Equity
3-1000 Owner's Funds Introduced/Personal Income 100,000,00
3-9000 Current Year Earnings (5, 70%.52)
Total Equity 94,290.48
Balance Sheet
OZ Office Supplies
As at 31 May 2024
31 May 2024
Assets
Bank
OZ Office Supplies 96 2
Total Bank 96,088.52
Total Assets 96,088.52
Liabilities

Current Liabilities
PAYG Withholdings Payable
Superannuation Payable

Uniform Fees Payable 40.00

Total Current Liabilities 1,798.04
Total Liabilities 1,798.04
Net Assets 94,290.48
Equity
Current Year Earnings
Owner A Share Capital 1 )
Total Equity 94,290.48

Task 4 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.
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Task 4 - Roleplay

Task Summary

To complete this assessment task, read the following email and complete the roleplay task. Before starting the
role play:

e Familiarise yourself with 0Z Office Supplies Payroll Policy & Procedures

e Use the link below to research how to fix underpayments by calculating how much the employee
was paid and what they were entitled to be paid. You will need this information for the role play.
https://www.fairwork.gov.au/workplace-problems/common-workplace-problems/i-think-ive-
underpaid-my-employee#how-to-fix-an-underpayment

To: | Kelly James [k.james@ozofficesupplies.com.au]
From: | Kris Cox
Subject: | Payroll Question
Date: | XX June 20YY

Good morning, Kelly,
Welcome to 0Z Office Supplies.

| have a question about my pay for the week ending XX/06/20YY. My pay slip indicates | worked 26 hours;
however, | worked 30 hours, 7 hrs. Monday, 7 hrs. Tuesday, 7 hrs. Wednesday and 9 hrs. Thursday.
| have included a copy of my timesheet below, signed by my manager, verifying the hours.

Timesheet Details
From XX May 20YY to XX June 20YY
OZ Office Supplies

Week Ending Employee Employee Group Earnings Rate Calendar Mon Tue Wed Thu Fri Sat Sun Total

XX/06/20YY Kris Cox Sales Representative Hourly + Casual loading | Weekly Calendar 8 0 1} o o 24

KX/06/20YY Kris Cox Sales Representative Hourly + Casual loading | Weekly Calendar 8 0 0 0 0 ] 0 8

XX/06/20YY Kris Cox Sales Representative Hourly + Casual loading | Weekly Calendar 7 9 o 1} o 30

KX/06/20YY Kris Cox Sales Representative Hourly + Casual loading | Weekly Calendar 7 7.5 3.5 0 0 ] 0 18
Approved by Petes Philbipes Position: Aducucstralion anages Date: XX/06 /2gyy1

Could you please rectify this, so | am paid the correct amount for this pay period?

Thank you.

Kris

Kris Cox

Sales Representative

Email: k.cox@ozofficesupplies.com.au
Address: 7 Holden Street Camperdown NSW 2482
Phone: 0408040810
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For this task, you will assume the role of Kelly James and record a role play meeting with another participant
who will play the role of Peter Phillips, Administration Manager for 0Z Office Supplies.

In this meeting, you must:

e Respond to payroll enquiries according to organisational and legislative requirements.

e Provide information according to organisational and legislative requirements.

o Refer enquiries outside your area of responsibility or knowledge to the designated person for resolution.

o Participate effectively in exchanges of information using questioning and active listening to clarify
details and clear and direct language.

o C(learly articulates responses to enquiries using language, tone and pace appropriate to the audience.

Role play instructions

The role play must include at least two participants, not exceeding 15 minutes in duration, and address all
elements of the Observation Checklist below.

In this task, you will participate in a role-play with others. These may be resourced using one of the following
options:

1. A peerwho you are already working within the industry your qualification relates to.

2. Afellow student who will play the role of a team member. Please contact your fellow students via the
Discussion Forum and directly coordinate your role play with them.

3. Your assessor

If you are unable to find a participant to play the role of the other team member, contact your assessor via the
Discussion Forum, who will discuss options for pairing up with another student to complete this task.

Option 1: Peer participant

Should you complete this task with your peer, you must fully brief the participant, providing them with the
context of the meeting, a role outline to play, and a copy of the observation checklist so that they can prepare
for the recording.

The peer must state their name and job title at the start of the recording to inform consent.

Option 2: Fellow student participant

The fellow student participating in the recording must be provided with context to their role and responsibilities
in the session and have reviewed the assessment activity and observation checklist so that they can prepare
for the recording.

The student will need to state their name and that they are a student [as their job title] at the start of the
recording to inform consent.

Option 3. Independent supervisor

As this task 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, your
supervisor can role play Peter Phillips, Administration Manager for 0Z Office Supplies
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The independent supervisor must state their name and job title at the start of the recording to inform consent.

Recording instructions
Your role play must be recorded with all participants captured in a virtual room using a system such as Zoom,
Skype or Teams.

Consent to participate in the recording must be captured for all participants at the start of the meeting. This is
achieved by the student reading the following statement at the start of the recording, with all participants
replying with their name and job title to inform consent.

“This session/presentation is being recorded for assessment purposes for my course with Swinburne Open
Education. This session will be recorded and submitted through my course online learning platform to my
Assessor for grading. All participant/s in this session indicate their consent to be included in this recording
by stating their name and job title."

The time taken to capture consent at the start of the recording does not count towards the recording time
limit. Include this recording as part of your assessment submission.

Please note: This recording is your submission for this assessment task [Task 3].
Save this recording under the following naming convention before submitting it.

yyyy.mm_dd_yourname_FNSTPB412_Recording

Observation Checklist [Role play Task 4]
Assessor Instructions
Purpose of the Task

The student must demonstrate that they can:
e 4.1Respond to payroll enquiries according to organisational and legislative requirements.
e 4.2 Provide information according to organisational and legislative requirements.
o 4.3 Referenquiries outside the area of responsibility or knowledge to the designated person for
resolution.

e Participate effectively in exchanges of information using questioning and active listening to clarify
details and clear and direct language.

o C(learly articulates responses to enquiries using language, tone, and pace appropriate to the audience.

Guidance to Assessors About this Task

This role play must be completed in an environment where the conditions are typical of those working in the
bookkeeping industry.

In this role-play, the student is to meet with Peter Phillips, Administration Manager for 0Z Office Supplies [role
played by a Peer/Student], to discuss an email received by Kris Cox questioning the number of hours she has
been paid for the week ending XX/06/20YY.

The student must cover all the criteria in the Observational Checklist below.
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Observation Checklist:
Role-play

and legislative requirements.

Peter Phillips, Administration Manager for 0Z Office
Supplies [role played by a Peer/Student], must ask the
student two questions:

1. How much was Kris paid, and what should she

have been paid?
2. Do we need to advise Kris if we make a change
to her pay?

The first question is to elicit information from the
student on the amount the employee has been
underpaid, how to correct the underpayment and
their understanding of the National Employment
Standards. To work out the underpayment amount
for Kris Cox, the student must calculate the
following:

e amount A = how much the employee should
have been paid with respect to a particular
entitlement

The student being assessed must.... Observed Assessor Comment
Y/N
4.1 Respond to payroll enquiries according to
organisational and legislative requirements
0Z Office Supplies have a payroll policy and O
procedure, which includes a process for dealing with
payroll discrepancies. The process for dealing with
discrepancies is as follows:
e Any apparent discrepancies [for example,
discrepancies with the hours paid, the amount
paid or the pay rate) must be checked first with
the Administration Manager.
e Approval for any changes to payroll must be
received in writing by the Payroll Officer before
any rectifications are made.
e All payroll adjustments must be documented.
e When an adjustment is made to an employee’s
weekly pay, the employee must be contacted
and advised of the change.
e All payroll discrepancies must be responded to
within a week by the Payroll Officer.
e The underpayment amount must be paid as
soon as possible as a separate payment.
4.2 Provide information according to organisational O

ASSESSOR GUIDE
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e amount B = how much the employee was
paid with respect to a particular entitlement
e underpayment amount = amount A - amount B.

The adjustment will also include additional
superannuation and PAYG.

The second question is to elicit information from the
student about 0Z Office Supplies process for
informing staff about changes to their pay, for
example:

e Respond to Kris Cox within one week of
receiving the email.

e Speak with Kris Cox and explain what happened
to cause the underpayment and how it has
been fixed, including how the adjustment for
the underpayment amount has been
calculated.

4.3 Refer enquiries outside area of responsibility or O
knowledge to designated person for resolution.

Kris Cox has included in her email a copy of her
timesheet, signed by my manager, verifying the
hours.

However, as per 0Z Office Supplies Payroll Policy &
Procedure, payroll discrepancies must be checked
first with the Administration Manager [role played by a
Peer/Student] before any adjustments are made to
the number of hours recorded in the timesheet
summary report.

Participate effectively in exchanges of information O
using questioning and active listening to clarify
details and clear and direct language.

This may include:

e Using business-appropriate language and
terminology throughout.

e Using body language such as smiling and
nodding to encourage participation and
contribution.

e Using active listening techniques,
paraphrasing, and open and follow-up
questions to encourage discussion.

Clearly articulates responses to enquiries using O
language, tone and pace appropriate to the audience.

SWIN
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When responding to Peter Phillips, Administration
Manager for 0Z Office Supplies questions, the
candidate must:
e Provide relevant information.
e Focus on addressing the question directly,
providing precise and relevant details.
e Avoid unnecessary tangents or providing
excessive information.

e Use business-appropriate language and
terminology throughout.

e Tailor their tone to match the needs and
expectations of Peter Phillips, Administration
Manager for 0Z Office Supplies.

e Speak at a moderate pace, allowing your Peter
Phillips to process the information.

e Avoid rushing through your response to
questions.

Reassessment Arrangements

Students who do not correctly or adequately demonstrate the skills and knowledge required for this task will
need to be given feedback. Depending on the level of their performance and the types of areas in which they did
not show competence, you may:
o let them redo the task immediately after considering the feedback.
e request that they undertake further learning and redo the task at a later date - in this case, provide the
student with a new date for the role play to be undertaken.
Discuss timeframes for reassessment with the student when you tell them about the outcome of this role play.

Role play context for the participant (Task 4]

To prepare for this meeting, give the following role-play context to the meeting participant. This will allow them
to prepare and contribute to the meeting.

Role play context
In this role play, you will assume the role of Peter Phillips, Administration Manager for 0Z Office Supplies.

Kelly James, the Payroll Officer for 0Z Office Supplies, has received the following email from an employee Kris
Cox. Kelly has contacted you to discuss the email and the apparent discrepancy.

To: | Kelly James [k.james@ozofficesupplies.com.au]
From: | Kris Cox
Subject: | Payroll Question

Date: | XX June 20YY

Good morning, Kelly,

Welcome to 0Z Office Supplies.

SWIN
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From XX May 20YY to XX June 20YY

Timesheet Details

OZ Office Supplies

| have a question about my pay for the week ending XX/06/20YY. My pay slip indicates | worked 26 hours;
however, | worked 30 hours, 7 hrs. Monday, 7 hrs. Tuesday, 7 hrs. Wednesday and 9 hrs. Thursday.
I have included a copy of my timesheet below, signed by my manager, verifying the hours.

Thank you.

Kris

Kris Cox

Sales Representative
Email: k.cox@ozofficesupplies.com.au

www.ozofficesupplies.com.au

Address: 7 Holden Street Camperdown NSW 2482
Phone: 0408040810

Week Ending Employee | Employee Group Earnings Rate Calendar Maon Tue Wed Thu Fri Sat Sun Total

XX/06/20YY Kris Cox Sales Representative Hourly + Casual loading | Weekly Calendar 8 8 8 1] 0 1] 1] 24

XX/06/20YY Kris Cox Sales Representative Hourly + Casual loading | Weekly Calendar 8 0 0 1] 0 0 1] 8

XX/06/20YY Kris Cox Sales Representative Hourly + Casual loading | Weekly Calendar 7 7 9 1] 1] 1] 30

XX/06/20YY Kris Cox Sales Representative Hourly + Casual loading | Weekly Calendar 7 75 3.5 1] 0 0 1] 18
Approved by Peter Phillcps Position: sfdméuisrzation Farages Date XXIOS,"ZOYﬂ

Could you please rectify this, so | am paid the correct amount for this pay period?

0z Office Supplies Payroll policy and procedures include the following information:

e Any apparent discrepancies [for example, discrepancies with the hours paid, the amount paid or the pay
rate] must be checked first with the Administration Manager.
e Approval for any changes to payroll must be received in writing by the Payroll Officer before any
rectifications are made.
e All payroll adjustments must be documented.
o When an adjustment is made to an employee’s weekly pay, the employee must be contacted and
advised of the changes.
o All payroll discrepancies must be responded to within a week by the Payroll Officer.
e Anyunderpaid amounts must be paid as soon as possible as a separate payment.

After the student has explained the email from Kris Cox questioning the hours she has been paid, you must give
the student verbal approval to adjust Kris Cox's pay for the week ending XX/06/20YY. As the policy and
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procedure states, approval for any changes to payroll must be received in writing by the Payroll Officer before
any rectifications are made, the student should request your approval in writing.

During the role-play, you must ask the student the following questions:

1. How much was Kris paid, and what should she have been paid?
2. Do we need to advise Kris if we make a change to her pay?

As a participant in this meeting, you will need to ensure the student addresses all the demonstrated tasks
listed in the Observation Checklist.

Please note: The student that is being assessed will be recording this meeting and submitting the recording for
Task 2 of this assessment.
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Task b

Task 5a & 5b 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.

Peter Phillips, Administration Manager for 0Z Office Supplies, has sent you the following email.

To: | Kelly James [k.james@ozofficesupplies.com.au]
From: | Peter Phillips
Subject: | Payroll Question - Kris Cox

Date: | XX June 20YY

Good morning, Kelly,

Further to our discussion yesterday regarding the number of hours paid to Kris Cox for the week ending
XX/06/20YY. The timesheet is correct. We have underpaid her for four hours.

I have spoken to Kris and let her know we will process an adjustment before the end of the financial year so
that the underpaid amount is included in her payment summary for this financial year. Please action this and
email Kris to notify her of the date the adjustment will be paid and the amount.

Also, from 01/07/20YY, Kris’ employment will change from casual to permanent part-time, working three
days a week [22.8 hrs.]. The details of her salary will be as follows:

e Hourly rate - $33.00

e Commission

e Uniform Allowance $3.75 per week
e Pro-rata Annual Leave 3/5

e leave Loading

e Pro-rata Personal Leave 3/5

Once you have made the adjustment, please update MYOB/Xero to reflect Kris’ change in employment.

Thank you.

Peter Phillips

Administration Manager

Email: p.phillips@ozofficesupplies.com.au
Address: 7 Holden Street Camperdown NSW 2482
Phone: 0408040777

www.ozofficesupplies.com.au

a. Calculate and process the adjustment to Kris' wages for the week ending 18/06/20YY. Use 26/06/20YY as the
date of payment. Use the snipping tool to capture a screenshot of the adjusted payslip and paste it into the
space below.
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Guidance note: Use the tax tables to calculate the PAYG amount when Kris works 30hrs and compare it to
the PAYG already withheld for working 26hrs. Use these figures to manually calculate the adjustment
required to the PAYG and ensure that it is used in MYOB/Xero when processing the adjustment.

19/06/202YY Payroll Adjustment Kris Cox

MARKING GUIDE

The student must process an unscheduled pay cycle for Kris Cox.

@ © (2] L8] ()

Select pay period Calculate pays Record and report Prepare pay slips Donel

Select pay run details

B o« "
&
5]
The payment date must be XX/06/20YY.
Wages Commission | Uniform | SG PAYG Net Gross
Wages based on 26
Hours $807.30 $82.50 $3.75 $97.88 | $245.00 | $648.55 $893.55
Wages based on 30
Hours $931.50 $82.50 $3.75 | $111.54 | $288.00 | $729.75 | $1017.75
$124.20 $0.00 $0.00 | $13.66 $43.00 $81.20 $124.20

The student's submission must reflect the pay slip below. The sample answer is based on the 2024 financial
year. The candidate's answer will vary based on the 20YY date the candidate uses.

SWIN
BUR
+NE*
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ABN. 26008 672179
Pay Slip For:

Classification:

Cox, Kris
Commercial Sales Award [MA000083) - Commercial

OZ Office Supplies Pty Ltd

Reference Number: 51

Hourly Rate: $31.0500 Payment Date:  24/6/2024
Pay Period From: 10/6/2024 16/6/2024 GROSS PAY: $124.20
Superannuation Fund: AMP MYLIFE MYSUPER NET PAY: $81.20
Memo/payslip message:
DESCRIPTION HOURS | CALC. RATE AMOUNT YTD TYPE
Base Hourly 4.00 $31.05 $124.20 $3,198.15 Wages
Commission $0.00 $769.00 Wages
Uniform Allowance $0.00 $18.75 Wages
PAYG Withholding -$43.00 -$1,061.00 Tax
Superannuation Guarantee $13.66 $436.38 | Superannuation Expenses

ASSESSOR GUIDE
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PAID BY

02 Office Supplies

7 Holden Street
Camperdown NSW 2482
ABN 26 008672179

EMPLOYMENT DETAILS
Pay Frequency: Weekly
Kris Cox Employment Basis: Casual
5 Knight Street employment
Sydney NSW 2000 Classification: Commercial
Sales Award [MA000083] -
Commercial Traveller

Pay Period: 10/06/2024 - 16/06/2024  Payment Date: 17/06/2024 Total Earnings: $124.20 Net Pay: $81.20
THIS PAY YTD
SALARY & WAGES RATE
Ordinary Hours 4.0000 $31.0500 $124.20 $2,639.25
Other Previous Earnings $633.50
TOTAL $124.20 $3,272.75
TAX
PAYG $43.00 $879.00
TOTAL $43.00 $879.00

SUPERANNUATION

SGC - Resolution Life MyLife Super - 012855 $13.66 $358.35

TOTAL $13.66 $358.35
PAYMENT DETAILS REFERENCE AMOUNT
(111-000)"**455 Kris Cox Wages $81.20

Task bb 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.

b. Update Kris Cox’'s payroll details in MYQOB/Xero to reflect her change in employment status. Use the snipping
tool to capture a screenshot of her standard pay from 01/07/20YY and paste it into the space below.

Marking Guide Assessor Instructions

The sample answer is based on the 2024 financial year. The candidate's answer will vary based on the 20YY
date the candidate uses.

The student must update Kris Cox’s payroll details in MYOB/Xero and provide a screenshot of her new standard
pay. The changes the student needs to make are.

e Hours per pay cycle need to be updated to 22.80
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e Wages need to be changed to a Base Salary of $651.62

e Annual Leave, Annual Leave Loading and Personal Leave must be included in Wages.

Kris Cox Standard Pay 01/07/20YY.

The student's submission must reflect with the standard pay screenshot below.

Kris Cox
Contzctdstzilz  Payrolidetals Payment details  Pay slips
Employment details Salary and wages  Leswe  Deductons  Supsrannuation Expenses  Tawes ay  Pay history

Base pay delails

All allocated pay items (7]

Mame Hours (hrs) (7 Amount(E) (7 Jab (7
Wages
Base Hourly 2280 752.40 e
Annual Legve Loading .00 000 o
Annual Leave Pay L.0o0 000 \,.
Personal Leave Fay oo o0 e
Commissicn o0 \..
Uniform Allawance 375 ~
Tanes
PG \Withnolding Calculated "
Leayva
Annual lezve Part time hourty Calculated
Persanal leave Part time hourty Calculated

Expansa

Supsrannuation Cuasanies 000 v
. . . SWIN
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Employee Name * Salary Earnings YTD Next Payment Date

Kris Cox ew o, 01 Jul

Details Employment laxes Leave Bank Accounts Payslips Pay Template Opening Balances Notes

Pay Template

Earnings Rate Hours Rate Total
rdinary Hours 22 6000 33.000000 752.40
Earnings Rate Fixed Amount

Commission

+ Add Eamings Line

Deduction Type Amount

Jnion Fees/Subscriptions 3.75
+ Add Deduction Line

Superannuation Fund Percentage

Resolution Life MyLife Super - SGC - USI Stalutory Rate

+ Add Superannuation Line

+ Add Reimbursement Line

c. Draft a logically sequenced response to the email from Kris Cox dated XX June 20YY using the email template
below. In the email:

o Confirm the hours listed on Kris’ payslip dated XX/06/20YY were incorrect.
o The date and adjustment will be paid to rectify the error.
e The adjustment amount.

[Approximate word count: 150 - 175 words]
MARKING GUIDE
An acceptable response must:

e Confirm the hours listed on Kris’ payslip dated XX/06/20YY were incorrect.
e The date and adjustment will be paid to rectify the error.

e The adjustment amount.

e Reflect the sample answer below.

The sample answer is based on the 2024 financial year. The candidate's calculation will vary based on the 20YY
date the candidate uses.

To: | Kris Cox (K.cox@ozofficesupplies.com.au]
From: | Kelly James
Subject: | Underpayment of wages XX/06/20YY

Date: | XX June 20YY
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Good morning, Kris,

Thank you for your email regarding the number of hours you were paid for the week ending XX/06/20YY. You
were underpaid for a total of four [4) hours.

Please accept our sincere apologies for this oversight. We value your hard work and dedication, and it is
important to us that all employees receive accurate and timely compensation.

To rectify this situation, | processed the following adjustment on XX June 20YY to ensure that the underpaid
amount is included in your payment summary for this financial year. This adjustment will be made in the
form of a separate payment.

Wages Commission | Uniform | 5G PAYG Net Gross
Wages based on 26
Hours $807.30 $82.50 $3.75 $97.88 | $245.00 | $648.55 $893.55
Wages based on 30
Hours $931.50 $82.50 $3.75| $111.54 | $288.00 | §729.75 | 51017.75
$124.20 $0.00 $0.00| S$13.66| $43.00| $81.20| $124.20

Kind regards

Kelly James
Payroll Officer

Email: k.james@ozofficesupplies.com.au

Phone: 0408040810

www.ozofficesupplies.com.au

Address: 7 Holden Street Camperdown NSW 2482

Once again, | apologise for any inconvenience or confusion this may have caused. If you have any further
guestions or concerns, please do not hesitate to contact me directly.

ASSESSOR GUIDE
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Task 6

Task Ba 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.

a. The finance manager has sent you an end of year payroll checklist. Use the checklist to finalise the
year-end payroll for 20YY. Include a screenshot of all reports.
Marking Guide Assessor Instructions

The student must use the checklist below to reconcile the 20YY/20YY payroll. They must include screenshots of
all payroll reports listed in the checklist.

0Z Office Supplies End-of-Year Payroll Checklist

Payroll Year:

Checklist Task Tick

Enter all pay up to 30 June.

Correct any incorrect pays.

Run key reports to ensure the payroll information in MYOB/Xero matches what you've sent to the ATO for the

payroll year.

Print the Payroll register report for the 20YY/20YY payroll year to identify the individual amounts paid to each
employee. (Include a screenshot below]

MARKING GUIDE

The candidate’s submission must reflect the sample answers below. The sample answer is based on the 2024
financial year. The calculated amounts in the reports submitted by the candidate will vary based on the 20YY
date the candidate uses.
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0OZ Office Supplies Pty Ltd
7 Holden Street, Camperdown

NSW 2482
0408040810
Payroll register report
01 May 2024 - 30 Jun 2024
Employee name Salary and wages ($) Deductions (§) Taxes ($) Net pay ($) Expenses ($) Hours accrued Hours taken
Alex Anderson T.781.79 50.00 161519 6,116.60 85290 2183 11.60
Type Pay item name Hours Amount ($)
Salary and wages Annual Leave Loading 4.00 2B.34
Salary and wages Annual Leave Pay 4,00 161.94
Salary and wages Baze Salary 0.00 7.222.67
Salary and wages First Aid Allowance 0.00 61.15
Salary and wages Personal Leave Pay 760 307.69
Total 15.60 7.781.79
Type Pay item name Hours Amount ($)
Deductions Union Fee .00 50.00
Total 0.00 50.00
Type Pay item name Hours Amount ($)
Taxes PAYG Withholding 0.00 1,615.19
Total 0.00 1,615.19
Type Pay item name Hours Amount (§)
Leave Annual leave Full time salary 10.62 0.00
Leave Personal leave Full time =alary -0.29 0.00
Total 1032 0.00
Type Pay item name Hours Amount (§)
Superannuation Expenses Superannuation Guarantee 000 852,90
Total 0.00 85290
Ben Xing 455865 300.00 920.00 3,338.65 499.85 2193 6.00
Type Pay item name Hours Amount (§)
Salary and wages Annual Leave Loading 350 14.65
Employee name Salary and wages ($) Deductions (§) Taxes ($) Net pay ($) Expenses {$)  Hours accrued Hours taken
Ben Xing 4,558.65 300.00 920.00 3,338.65 49985 2193 6.00
Type Pay item name Hours Amount ($}
Salary and wages Annual Leave Pay 350 837
Salary and wages Base Salary 0.00 4,400.50
Salary and wages Personal Leave Pay 250 5079
Total 9.50 4,558.65
Type Pay item name Hours Amount ($)
Deductians Union Fee 0.00 50.00
Total 0.00 50.00
Type Pay item name Hours Amount ($)
Superannuation Deductions Before Tax  Salary Sacrifice 0.00 250.00
Total 0.00 250.00
Type Pay item name Hours Amount ($)
Taxes PAYG Withholding 0.00 920.00
Total 0.00 920.00
Type Pay item name Hours Amount ($)
Leave Annual leave Full time salary 1112 0.00
Leavs Personal leave Full time salary 481 0.00
Total 1593 0.00
Type Pay item name Hours Amount ($)
Superannuation Expenses Superannuation Guarantee 0.0 499,85
Total 0.00 499,85
Cn‘t“l‘i! lil!aul\ 4,665.95 50.00 695.20 3,920.75 : 513.25 2183 550
Type Pay item name Hours Amount ($)
Salary and wages Basze Salary 0.00 4,461.99
Salary and wages First Aid Allowance 0.00 7085
Salary and wages Personal Leave Pay S50 133.0
Total 5.50 4,665.95
Type Pay item names Houre Amaunt ($)
Deductions Unicn Fee 0.00 50.00
Total 0.00 50.00
Type Pay item name Hours Amount ($}
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Employee name Salary and wages ($| Deductions (§) Taxes ($) Net pay ($) Expenses($) Hours accrued Hours taken

Codie Ritson 4,665.95 50.00 695.20 3,920.75 51325 2193 550
Type Pay item name Hours Amount ($)
Taxes FAYG Withholding o.00 695.20
Total 0.00 695.20
Type Pay item name Hours Amount ($)
Leave Annual leave Full time salary 1462 0.00
Leave Personal leave Full time salary 1.81 0.00
Total 16.43 0.00
Type Pay item name Hours Amount ($)
Superarnuation Expenses Superannuation Guarantee oo 513.25
Total 0.00 51325

Kris Cox 3,985.90 0.00 1,061.00 2,924.90 43638 0.00 0.00
Type Pay item name Hours Amount ($)
Salary and wages Base Hourly 103.00 318815
Salary and wages Commission 000 769.00
salary and wages unform Allowance 0.00 18.75
Total 103.00 3,985.90
Type Pay item name Hours Amount ($)
Taxes PAYG Withholding 0.00 1,061.00
Total 0.00 1.061.00
Type Pay item name Hours Amount ($)
Superarnuation Expenses Superannuation Guarantee 0.00 436.38
Total 0.00 43638

Taylor Alvarado 4,777.95 50.00 1,543.05 3,184.90 30236 0.00 o.00
Type Pay item name Hours Amount ($)
Salary and wages Base Hourly 119.00 274890
Salary and wages Fer KM Travel Allowance 1015.00 923.65
Salary and wages Saturday Rate{1.5x) 31.00 1,074.15
Salary and wages uniorm Allowance 0.00 31.25
Total 1165.00 477795
Type Pay item name Hours Amount ($)
Dreductions Union Fee 0.00 50.00

Payroll Employee Summary W Reoister aeluming

0Z Office Supplies
For the period 1 July 2023 to 30 June 2024

Employee Earmnings Deductions Tax Super Net Pay Reimb
Alex Anderson 778179 50.00 1.615.00 852.90 6.116.79 0.00
Ben Xing 4,558 65 300.00 920.00 499 85 3,33865 0.00
Codie Ritson 4 66595 50.00 695.00 513.25 3,920.95 0.00
Kris Cox 3,985.90 0.00 1,061.00 436.38 292490 0.00
Taylor Alvarado 477795 50.00 1,543.00 302 36 3.184 95 0.00
Total 25,770.24 450.00 5,834.00 2,604.74 19,486.24 0.00

Print Payroll activity report for the 20YY/20YY payroll year that identifies the individual amounts paid to each
employee. (Include a screenshot below]
Print Payroll activity report for the 20YY/20YY payroll year that identifies the individual amounts paid to each
employee. (Include a screenshot below]
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OZ Office Supplies Pty Ltd
7 Holden Street, Camperdown

NSW 2482
0408040810
Payroll activity report
01 May 2024 - 30 jun 2024
Salary and wages
Employee name s} Deductions (5} Taxes ($) Net pay ($)} Expenses ($)  Hours accrued Hours taken
ll!xﬂndeﬁm 778179 50.00 1,615.19 G|‘|m 852.‘!] : 2193 11.60
Pay item name . Type o STP Category Hours Amount ($)
Annual Leave Loading Salary and wages Gross payments 400 2834
Annual Leave Pay Salary and wages Gross payments 400 161.94
Base Salary Salary and wages Gross payments 121267
First Aid Aflowance Salary and wages Allowance - qualifications/certificates 61.15
Personal Leave Pay Salary and wages Gross payments 760 307.69
Total 15.60 7.781.79
Pay item name Type STP Category Hours Amount ($)
Union Fes Deductions Deduction - union/professional assoc. fees 50.00
Total 50.00
Pay item name Type STP Category Hours Amount (%)
Annual leave Full time salary Leave 14.62 0.00
Personal leave Full time salary Leave N 0.00
Total 2193 0.00
Pay item name Type STP Category Hours Amount (%)
PAYG Withhalding Taxes PAYG withholding 1,615.19
Total 1.615.19%
Pay item name Type STP Category Hours Amount (%)
Superannuation Guarantze Superannuation Expenses Superannuation guarantee B52.90
Total 852.90
Ben Xing 4,55!.‘65 300.00 920.00 333885 499.85 2193 6.00
Pay item name Type STP Category Hours Amount (%)
Annual Leave Loading Salary and wages Gross payments 350 14.65
Salary and wages
Employee name 5) Deductions (§) Taxes ($) Net pay ($) Expenses ($)  Hours accrued Hours taken
Ben Xing 4 558.65 300.00 920.00 3338865 499.85 2193 6.00
Payitem name Type STF Category Hours Amount ($)
Annual Leave Pay Salary and wages Gross payments 350 837N
Base Salary Salary and wages Gross payments 4,400.50
Personal Leave Pay Salary and wages Gross payments 250 549.79
Total 9.50 4,558.65
Pay item name Type STP Category Hours Amount ($)
Union Fee Deductions Deduction - union/professional assoc. fees 20.00
Total 50.00
Payitem name Type STP Category Hours Amount (%)
Anrual leave Full time salary Leave 1462 0.00
Personal leave Full time salary Leave 731 0.00
Total 2193 0.00
Payitem name Type STP Category Hours Amount ($)
PAYG Withholding Taxes PAYG withholding 920.00
Total 920.00
Payitem name Type STF Category Hours Amount (§)
Zalary Sarrifice Superannuation Deductions Before Tax Salary sacrifice and RESC 250.00
Total 250.00
Payitem name Type STP Category Hours Amount ($)
Superannuation Guarantes Superannuation Expenses Superannuaion guarantese 459985
Total 499 85
Codie Ritson 4,665.95 50.00 695.20 3,920.75 513.25 1.95 5.50
Payitem name Type STP Category Hours Amount ($)
Base Salary Salary and wages Gross payments 4,451.99
First Aid Allowance Salary and wages Allowance - qualifications/cenificates 70.95
Personal Leave Pay Salary and wages Gross payments 5.50 133.0
Total 5.50 4,665.95
Payitem name Type STP Category Hours Amount ($)
Union Fes Deductions Deduction - union/professional assoc fees 50.00
Total 50.00
Payitem name Type STF Category Hours Amount (§)
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Salary and wages

Employee name [t3] Deductions (5} Taxes (%) Net pay ($) Expenses ($)  Hours accrued Hours taken
Codie Ritson #4,665.95 50.00 695.20 3920.75 51325 2193 5.50
Pay item name Type STF Category Hours Amount ($)
Annual leave Full time salary Leave 1462 0.00
Personal leave Full time salary Leave N 0.00
Total 2193 0.00
Pay item name Type STF Category Hours Amount ($)
PAYG Withhalding Taxes PANG withholding 695.20
Total 655.20
Pay item name Type STP Category Hours Amount ($)
Superannuation Guarantee Superannuation Expenses Superannuation guarantes 513.25
Total 51335
Kris Cox 3,985.90 0.00 1,061.00 252490 43638 0.00 0.00
Pay item name Type STP Category Hours Amount ($}
Base Hourly Salary and wages (Gross payments 103.00 319815
‘Commission Salary and wages Bonuses and commissions 769.00
Uniform Allowance Salary and wages Allowance - laundry 1875
Total 103.00 3,985.90
Pay item name Type STF Category Hours Amount (§)
PAYG Withholding Taxes PANG withholding 1,061.00
Total 1,061.00
Pay item name Type STP Category Hours Amount ($}
Superannuation Guarantee Superannuation Expenses Superannuation guarantee 43638
Total 436.38
Taylor Alvarado 477195 50.00 1.543.05 318490 30236 0.00 0.00
Pay item name Type STF Category Hours Amount ($)
Base Hourly Salary and wages Gross payments 119.00 2,748.90
Per KM Travei Allowance Calary and wages Allowance - cents per km 1015.00 923.65
Saturday Rate(1_5x) Salary and wages Owvertime 31.00 1,074.15
Uniform Alliowance Calary and wages Allowance - laundry 31.25
Total 1165.00 477795
Pay item name Type STF Category Hours Amount ($)
Union Fee Deductions Dieduction - union/professional assoc fees 20.00
Salary and wages
Employee name [19] Deductions (§) Taxes ($) Net pay ($) Expenses($)  Hours accrued Hours taken
Taylor Alvarado 4,77735 50,00 1.543.05 3,184.90 30236 0.00 0.00
Pay item name Type STP Category Hours Amount ($)
Total 50,00
Pay item name Type STP Category Hours Amount [$)
Annual leave Part time hourly Leave 1ns0 000
Personal leave Part time hourly Leave 573 000
Total 1725 0.00
Pay item name Type STP Category Hours Amount [$)
PAYG Withholding Tawes FAYG withholding 1,543.05
Total 1,543.05
Pay item name Type STP Category Hours Amount [$)
Superannuation Guaranteg Superannuation Expenses SUpErannuEtion guaranies 30236
Total 30236
Grand total 25,770.24 450.00 5,834.44 19,485.80 2,604.74 65.79 23.10
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Payroll Activity Details

0Z Office Supplies
For the period 1 July 2023 to 30 June 2024
EMPLOYEE PAY ITEM TYPE PAY ITEM DATE RATE PER UNIT UNITS AMOUNT

Alex Anderson - 27 May 2024

Earnings
Alex Anderson Earnings First Aid Allowance 27 May 2024 0.0000 0.0000 12.23
Alex Anderson Earnings Ordinary Hours 27 May 2024 40.4858 38.0000 1,538.46
Total Earnings 1,550.69
Deduction
. Union
Alex Anderson Deduction s 27 May 2024 0.0000 0.0000 10.00
Fees/Subscriptions
Total Deduction 10.00
Tax
Alex Anderson Tax Claimed Tax Offset 27 May 2024 0.0000 0.0000 (31.00)
Alex Anderson Tax PAYG 2T May 2024 0.0000 0.0000 352.00
Total Tax 321.00
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
Alex Anderson - 03 June 2024
Earnings
Alex Anderson Earnings First Aid Allowance 3 June 2024 0.0000 0.0000 12.23
Alex Anderson Earnings Ordinary Hours 3 June 2024 40.4858 38.0000 1,538.46
Total Earnings 1,550.69
Deduction
Alex Anderson Deduction swon - 3 June 2024 0.0000 0.0000 10.00
Fees/Subscriptions
Total Deduction 10.00
Tax
Alex Anderson Tax Claimed Tax Offset 3 June 2024 0.0000 0.0000 (31.00)
Alex Anderson Tax PAYG 3 June 2024 0.0000 0.0000 352.00
Total Tax 321.00
Super
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EMPLOYEE PAY ITEM TYPE PAY ITEM DATE RATE PER UNIT UNITS AMOUNT
Superannuation
Alex Anderson Super Guarantee 3 June 2024 0.0000 0.0000 170.58
Contribution (SGC)
Total Super 170.58
Net Pay
Alex Anderson Net Pay Net Pay 3 June 2024 0.0000 0.0000 1,219.69
Total Net Pay 1,219.69
Payment
Alex Anderson Payment Payment 3 June 2024 0.0000 0.0000 200.00
Alex Anderson Payment Payment 3 June 2024 0.0000 0.0000 1,019.69
Total Payment 1,219.69
Alex Anderson - 10 June 2024
Earnings
Alex Anderson Earnings First Aid Allowance 10 June 2024 0.0000 0.0000 12.23
Alex Anderson Earnings Ordinary Hours 10 June 2024 40.4858 38.0000 1,538.46
Total Earnings 1,550.69
Deduction
Alex Anderson Deduction Laas - 10 June 2024 0.0000 0.0000 10.00
Fees/Subscriptions
Total Deduction 10.00
Tax
Alex Anderson Tax Claimed Tax Offset 10 June 2024 0.0000 0.0000 (31.00)
Alex Anderson Tax PAYG 10 June 2024 0.0000 0.0000 352.00
Total Tax 321.00
Super
Superannuation
Alex Anderson Super Guarantee 10 June 2024 0.0000 0.0000 170.58
Contribution (SGC)
Total Super 170.58
Net Pay
Alex Anderson MNet Pay Net Pay 10 June 2024 0.0000 0.0000 1,219.69
Total Net Pay 1,219.69
Payment
Alex Anderson Payment Payment 10 June 2024 0.0000 0.0000 200.00
Alex Anderson Payment Payment 10 June 2024 0.0000 0.0000 1,019.69
Total Payment 1,219.69
Alex Anderson - 17 June 2024
Earnings
Alex Anderson Earnings Annual Leave 17 June 2024 40.4858 4.0000 161.94
Annual Leave - Leave
Alex Anderson Earnings Loading (17.5%, 17 June 2024 7.0850 4.0000 28.34
exempt from SGC)
Alex Anderson Earnings First Aid Allowance 17 June 2024 0.0000 0.0000 12.23
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EMPLOYEE PAY ITEM TYPE PAY ITEM DATE RATE PERUNIT UNITS AMOUNT
Alex Anderson Earnings Ordinary Hours 17 June 2024 40.4858 34.0000 1,376.52
Total Earnings 1,579.03
Deduction
Alex Anderson Deduction Lison - 17 June 2024 0.0000 0.0000 10.00
Fees/Subscriptions
Total Deduction 10.00
Tax
Alex Anderson Tax Claimed Tax Offset 17 June 2024 0.0000 0.0000 (31.00)
Alex Anderson Tax PAYG 17 June 2024 0.0000 0.0000 362.00
Total Tax 331.00
Super
Superannuation
Alex Anderson Super Guarantee 17 June 2024 0.0000 0.0000 170.58
Contribution (SGC)
Total Super 170.58
Net Pay
Alex Anderson Net Pay Net Pay 17 June 2024 0.0000 0.0000 1,238.03
Total Net Pay 1,238.03
Payment
Alex Anderson Payment Payment 17 June 2024 0.0000 0.0000 200.00
Alex Anderson Payment Payment 17 June 2024 0.0000 0.0000 1,038.03
Total Payment 1,238.03
Alex Anderson - 24 June 2024
Earnings
Alex Anderson Earnings First Aid Allowance 24 June 2024 0.0000 0.0000 1223
Alex Anderson Earnings Ordinary Hours 24 June 2024 40.4858 30.4000 1,230.77
Alex Anderson Earnings :m"a‘ (Sick/Carer's) 24 June 2024 40.4858 7.6000 307.69
Total Eamnings 1,550.69
Deduction
5 Union
Alex Anderson Deduction Fees/Subscriptions 24 June 2024 0.0000 0.0000 10.00
Total Deduction 10.00
Tax
Alex Anderson Tax Claimed Tax Offset 24 June 2024 0.0000 0.0000 (31.00)
Alex Anderson Tax PAYG 24 June 2024 0.0000 0.0000 352.00
Total Tax 321.00
Super
Superannuation
Alex Anderson Super Guarantee 24 June 2024 0.0000 0.0000 170.58
Contribution (SGC)
Total Super 170.58
Net Pay
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EMPLOYEE PAY ITEM TYPE PAY ITEM DATE RATE PER UNIT UNITS AMOUNT
Alex Anderson Net Pay Net Pay 24 June 2024 0.0000 0.0000 1,219.69
Total Net Pay 1,219.69
Payment

Alex Anderson Payment Payment 24 June 2024 0.0000 0.0000 200.00
Alex Anderson Payment Payment 24 June 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 239158 38.0000 908.80
Total Eamings 908.80
Deduction

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

Ben Xing Deduction Fees/Subscriptions 27 May 2024 0.0000 0.0000 10.00
Total Deduction 60.00
Tax

Ben Xing Tax PAYG 27 May 2024 0.0000 0.0000 113.00
Ben Xing Tax Upwards Variation 27 May 2024 0.0000 0.0000 70.00
Total Tax 183.00
Super

Superannuation
Ben Xing Super Guarantee 27 May 2024 0.0000 0.0000 99.97
Contribution (SGC)

Total Super 99.97
Net Pay

Ben Xing Net Pay Net Pay 27 May 2024 0.0000 0.0000 665.80
Total Net Pay 665.80
Payment

Ben Xing Payment Payment 27 May 2024 0.0000 0.0000 665.80
Total Payment 665.80
Ben Xing - 03 June 2024

Earnings

Ben Xing Earnings Ordinary Hours 3 June 2024 23.9158 38.0000 908.80
Total Earnings 908.80
Deduction

Ben Xin Deduction Pre-Tax Wolumtary 3 June 2024 0.0000 0.0000 50.00

8 Contribution (RESC) - : -
" . Union

Ben Xing Deduction Fees/Subscriptions 3 June 2024 0.0000 0.0000 10.00
Total Deduction 60.00
Tax

Ben Xing Tax PAYG 3 June 2024 0.0000 0.0000 113.00
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BenXing Tax Upwards Variation 3 June 2024 0.0000 0.0000 70.00
Total Tax 183.00
Super
Superannuation
Ben Xing Super Guarantee 3 June 2024 0.0000 0.0000 99.97
Contribution (SGC)
Total Super 99.97
Net Pay
Ben Xing Net Pay Net Pay 3 June 2024 0.0000 0.0000 665.80
Total Net Pay 665.80
Payment
Ben Xing Payment Payment 3 June 2024 0.0000 0.0000 665.80
Total Payment 665.80

Ben Xing - 10 June 2024

Earnings
Ben Xing Earnings Annual Leave 10 June 2024 23.9158 3.5000 83.711
Annual Leave - Leave
Ben Xing Earnings Loading (17.5%, 10 June 2024 4.1853 3.5000 14.65
exempt from SGC)
Ben Xing Earnings Ordinary Hours 10 June 2024 23.9158 34.5000 825.09
Total Earmnings 923.45
Deduction
" Pre-Tax Voluntary
Ben Xing Deduction Contribution (RESC) 10 June 2024 0.0000 0.0000 50.00
- Union
Ben Xing Deduction Fees/Subscriptions 10 June 2024 0.0000 0.0000 10.00
Total Deduction 60.00
Tax
Ben Xing Tax PAYG 10 June 2024 0.0000 0.0000 118.00
Ben Xing Tax Upwards Variation 10 June 2024 0.0000 0.0000 70.00
Total Tax 188.00
Super
Superannuation
Ben Xing Super Guarantee 10 June 2024 0.0000 0.0000 99.97
Contribution (SGC)
Total Super 99.97
Net Pay
Ben Xing Net Pay Net Pay 10 June 2024 0.0000 0.0000 675.45
Total Net Pay 675.45
Payment
Ben Xing Payment Payment 10 June 2024 0.0000 0.0000 675.45
Total Payment 675.45
Ben Xing - 17 June 2024
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Earnings
Ben Xing Earnings Ordinary Hours 17 June 2024 239158 35.5000 849.01

P i g
Ben Xing Earnings L::‘:"“' (Sick/Carer’s) 17 June 2024 23.9158 2.5000 59.79
Total Earnings 908.80
Deduction

2 Pre-TaxVoluntary
Ben Xing Deduction Contribution (RESC) 17 June 2024 0.0000 0.0000 50.00
. § Union

Ben Xing Deduction Fees/Subscriptions 17 June 2024 0.0000 0.0000 10.00
Total Deduction 60.00
Tax
Ben Xing Tax PAYG 17 June 2024 0.0000 0.0000 113.00
Ben Xing Tax Upwards Variation 17 June 2024 0.0000 0.0000 70.00
Total Tax 183.00
Super

Superannuation
Ben Xing Super Guarantee 17 June 2024 0.0000 0.0000 99.97

Contribution (SGC)
Total Super 99.97
Net Pay
Ben Xing Net Pay Net Pay 17 June 2024 0.0000 0.0000 665.80
Total Net Pay 665.80
Payment
Ben Xing Payment Payment 17 June 2024 0.0000 0.0000 665.80
Total Payment 665.80
Ben Xing - 24 June 2024
Earnings
Ben Xing Earnings Ordinary Hours 24 June 2024 239158 38.0000 908.80
Total Earnings 908.80
Deduction

: Pre-Tax Voluntary
Ben Xing Deduction Contribution (RESC) 24 June 2024 0.0000 0.0000 50.00
i s Union
Ben Xing Deduction Fees/Subscriptions 24 June 2024 0.0000 0.0000 10.00
Total Deduction 60.00
Tax
Ben Xing Tax PAYG 24 June 2024 0.0000 0.0000 113.00
Ben Xing Tax Upwards Variation 24 June 2024 0.0000 0.0000 70.00
Total Tax 183.00
Super
Superannuation
Ben Xing Super Guarantee 24 June 2024 0.0000 0.0000 99.97
Contribution (SGC)
Total Super 99.97
. . . SWIN
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Net Pay

Ben Xing Net Pay Net Pay 24 June 2024 0.0000 0.0000 665.80
Total Net Pay 665.80
Payment

Ben Xing Payment Payment 24 June 2024 0.0000 0.0000 665.80
Total Payment 665.80

Codie Ritson - 27 May 2024

Earnings
Codie Ritson Earnings First Aid Allowance 27 May 2024 0.0000 0.0000 1419
Codie Ritson Earnings Ordinary Hours 27 May 2024 24,1842 38.0000 919.00
Total Earnings 933.19
Deduction
s 3 Union
Codie Ritson Deduction Fees/Subscriptions 27 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 27 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 Payment Payment 27 May 2024 0.0000 0.0000 150.00
Codie Ritson Payment Payment 27 May 2024 0.0000 0.0000 634.19
Total Payment 784.19
Codie Ritson - 03 June 2024
Earnings
Codie Ritson Earnings First Aid Allowance 3 June 2024 0.0000 0.0000 14.19
Codie Ritson Earnings Ordinary Hours 3 June 2024 24.1842 38.0000 919.00
Total Earnings 933.19
Deduction
= g Union
Codie Ritson Deduction Fees/Subscriptions 3 June 2024 0.0000 0.0000 10.00
Total Deduction 10.00
Tax
Codie Ritson Tax PAYG 3 June 2024 0.0000 0.0000 139.00
Total Tax 139.00
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Super
Superannuation
Codie Ritson Super Guarantee 3 June 2024 0.0000 0.0000 102.65
Contribution (SGC)
Total Super 102.65
Net Pay
Codie Ritson Net Pay Net Pay 3 June 2024 0.0000 0.0000 784.19
Total Net Pay 784.19
Payment
Codie Ritson Payment Payment 3 June 2024 0.0000 0.0000 634.19
Codie Ritson Payment Payment 3 June 2024 0.0000 0.0000 150.00
Total Payment 784.19
Codie Ritson - 10 June 2024
Earnings
Codie Ritson Earnings First Aid Allowance 10 June 2024 0.0000 0.0000 14.19
Codie Ritson Earnings Ordinary Hours 10 June 2024 24,1842 38.0000 919.00
Total Earnings 933.19
Deduction
- " Union
Codie Ritson Deduction Fees/Subscriptions 10 June 2024 0.0000 0.0000 10.00
Total Deduction 10.00
Tax
Codie Ritson Tax PAYG 10 June 2024 0.0000 0.0000 139.00
Total Tax 139.00
Super
Superannuation
Codie Ritson Super Guarantee 10 June 2024 0.0000 0.0000 102.65
Contribution (SGC)
Total Super 102.65
Net Pay
Codie Ritson Net Pay Net Pay 10 June 2024 0.0000 0.0000 784.19
Total Net Pay 784.19
Payment
Codie Ritson Payment Payment 10 June 2024 0.0000 0.0000 634.19
Codie Ritson Payment Payment 10 June 2024 0.0000 0.0000 150.00
Total Payment 784.19
Codie Ritson - 17 June 2024
Earnings
Codie Ritson Earnings First Aid Allowance 17 June 2024 0.0000 0.0000 14,19
Codie Ritson Earnings Ordinary Hours 17 June 2024 24,1842 38.0000 919.00
Total Earnings 933.19
Deduction
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R § Union
Codie Ritson Deduction g 17 June 2024 0.0000 0.0000 10.00
Fees/Subscriptions
Total Deduction 10.00
Tax
Codie Ritson Tax PAYG 17 June 2024 0.0000 0.0000 139.00
Total Tax 139.00
Super
Superannuation
Codie Ritson Super Guarantee 17 June 2024 0.0000 0.0000 102.65
Contribution (SGC)
Total Super 102.65
Net Pay
Codie Ritson Net Pay Net Pay 17 June 2024 0.0000 0.0000 784.19
Total Net Pay 784.19
Payment
Codie Ritson Payment Payment 17 June 2024 0.0000 0.0000 150.00
Codie Ritson Payment Payment 17 June 2024 0.0000 0.0000 634.19
Total Payment 784.19
Codie Ritson - 24 June 2024
Earnings
Codie Ritson Earnings First Aid Allowance 24 June 2024 0.0000 0.0000 1419
Codie Ritson Earnings Ordinary Hours 24 June 2024 24,1842 32.5000 785.99
Codie Ritson Earnings ::‘:‘“l (Sick/Carer’s) »4 yune 2024 24.1842 5.5000 133.01
Total Earnings 933.19
Deduction
Codie Ritson Deduction e TR 24 June 2024 0.0000 0.0000 10.00
Fees/Subscriptions
Total Deduction 10.00
Tax
Codie Ritson Tax PAYG 24 June 2024 0.0000 0.0000 139.00
Total Tax 139.00
Super
Superannuation
Codie Ritson Super Guarantee 24 June 2024 0.0000 0.0000 102.65
Contribution (SGC)
Total Super 102.65
Net Pay
Codie Ritson Net Pay Net Pay 24 June 2024 0.0000 0.0000 784.19
Total Net Pay 784.19
Payment
Codie Ritson Payment Payment 24 June 2024 0.0000 0.0000 150.00
Codie Ritson Payment Payment 24 June 2024 0.0000 0.0000 634.19
Total Payment 784.19
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Kris Cox - 27 May 2024
Earnings
Kris Cox Earnings Commission 27 May 2024 0.0000 0.0000 175.50
Kris Cox Earnings Ordinary Hours 27 May 2024 31.0500 23.0000 714.15
Kris Cox Earnings Uniform Allowance 27 May 2024 0.0000 0.0000 375
Total Earnings 893.40
Tax
Kris Cox Tax PAYG 27 May 2024 0.0000 0.0000 245.00
Total Tax 245.00
Super
Superannuation
Kris Cox Super Guarantee 27 May 2024 0.0000 0.0000 97.86
Contribution (SGC)
Total Super 97.86
Net Pay
Kris Cox Net Pay Net Pay 27 May 2024 0.0000 0.0000 648.40
Total Net Pay 648.40
Payment
Kris Cox Payment Payment 27 May 2024 0.0000 0.0000 648.40
Total Payment 648.40
Kris Cox - 03 June 2024
Earnings
Kris Cox Earnings Commission 3 June 2024 0.0000 0.0000 125.50
Kris Cox Earnings Ordinary Hours 3 June 2024 31.0500 24.0000 745.20
Kris Cox Earnings Uniform Allowance 3 June 2024 0.0000 0.0000 375
Total Eamings 874.45
Tax
Kris Cox Tax PAYG 3 June 2024 0.0000 0.0000 238.00
Total Tax 238.00
Super
Superannuation
Kris Cox Super Guarantee 3 June 2024 0.0000 0.0000 95.78
Contribution (SGC)
Total Super 95.78
Net Pay
Kris Cox Net Pay Net Pay 3 June 2024 0.0000 0.0000 636.45
Total Net Pay 636.45
Payment
Kris Cox Payment Payment 3 June 2024 0.0000 0.0000 636.45
Total Payment 636.45

Kris Cox - 10 June 2024
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Earnings
Kris Cox Earnings Commission 10 June 2024 0.0000 0.0000 235.00
Kris Cox Earnings Ordinary Hours 10 June 2024 31.0500 8.0000 248.40
Kris Cox Earnings Uniform Allowance 10 June 2024 0.0000 0.0000 3.75
Total Earnings 487.15
Tax
Kris Cox Tax PAYG 10 June 2024 0.0000 0.0000 108.00
Total Tax 108.00
Super
Superannuation
Kris Cox Super Guarantee 10 June 2024 0.0000 0.0000 53.17
Contribution (SGC)
Total Super 53.17
Net Pay
Kris Cox Net Pay Net Pay 10 June 2024 0.0000 0.0000 379.15
Total Net Pay 379.15
Payment
Kris Cox Payment Payment 10 June 2024 0.0000 0.0000 379.15
Total Payment 379.15
Kris Cox - 17 June 2024
Earnings
Kris Cox Earnings Commission 17 June 2024 0.0000 0.0000 82.50
Kris Cox Earnings Ordinary Hours 17 June 2024 31.0500 4.0000 124.20
Kris Cox Earnings Ordinary Hours 17 June 2024 31.0500 26.0000 B07.30
Kris Cox Earnings Uniform Allowance 17 June 2024 0.0000 0.0000 3.75
Total Earnings 1,017.75
Tax
Kris Cox Tax PAYG 17 June 2024 0.0000 0.0000 43.00
Kris Cox Tax PAYG 17 June 2024 0.0000 0.0000 245.00
Total Tax 288.00
Super
Superannuation
Kris Cox Super Guarantee 17 June 2024 0.0000 0.0000 13.66
Contribution (SGC)
Superannuation
Kris Cox Super Guarantee 17 June 2024 0.0000 0.0000 97.88
Contribution (SGC)
Total Super 111.54
Net Pay
Kris Cox Net Pay Net Pay 17 June 2024 0.0000 0.0000 81.20
Kris Cox Net Pay Net Pay 17 June 2024 0.0000 0.0000 648.55
Total Net Pay T29.75
Payment
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Kris Cox Payment Payment 17 June 2024 0.0000 0.0000 648.55
Kris Cox Payment Payment 17 June 2024 0.0000 0.0000 81.20
Total Payment 729.75

Kris Cox - 24 June 2024

Earnings
Kris Cox Earnings Commission 24 June 2024 0.0000 0.0000 150.50
Kris Cox Earnings Ordinary Hours 24 June 2024 31.0500 18.0000 558.90
Kris Cox Earnings Uniform Allowance 24 June 2024 0.0000 0.0000 3.75
Total Earnings 713.15
Tax
Kris Cox Tax PAYG 24 June 2024 0.0000 0.0000 182.00
Total Tax 182.00
Super
Superannuation
Kris Cox Super Guarantee 24 June 2024 0.0000 0.0000 78.03
Contribution (SGC)
Total Super 78.03
Net Pay
Kris Cox Net Pay Net Pay 24 June 2024 0.0000 0.0000 531.15
Total Net Pay 531.15
Payment
Kris Cox Payment Payment 24 June 2024 0.0000 0.0000 531.15
Total Payment 531.15
Taylor Alvarado - 27 May 2024
Earnings
Taylor Alvarado Earnings Ordinary Hours 27 May 2024 23.1000 24.0000 554.40
Taylor Alvarado Earnings Sat Rate(Overtime) 27 May 2024 34.6500 6.0000 207.90
Taylor Alvarado Earnings Travel Allowance 27 May 2024 0.9100 135.0000 122.85
Taylor Alvarado Earnings Uniform Allowance 27 May 2024 0.0000 0.0000 6.25
Total Earnings 891.40
Deduction
3 Union
Taylor Alvarado Deduction Fees/Subscriptions 27 May 2024 0.0000 0.0000 10.00
Total Deduction 10.00
Tax
Taylor Alvarado Tax PAYG 27 May 2024 0.0000 0.0000 288.00
Total Tax 288.00
Super
Superannuation
Taylor Alvarado Super Guarantee 27 May 2024 0.0000 0.0000 60.98
Contribution (SGC)
Total Super 60.98
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Net Pay

Taylor Alvarado Net Pay Net Pay 27 May 2024 0.0000 0.0000 593.40
Total Net Pay 593.40
Payment

Taylor Alvarado Payment Payment 27 May 2024 0.0000 0.0000 593.40
Total Payment 593.40

Taylor Alvarado - 03 June 2024

Earnings
Taylor Alvarado Earnings Ordinary Hours 3 June 2024 23.1000 24.0000 554.40
Taylor Alvarado Earnings Sat Rate(Overtime) 3 June 2024 34.6500 6.0000 207.90
Taylor Alvarado Earnings Travel Allowance 3 June 2024 0.9100 122.0000 111.02
Taylor Alvarado Earnings Uniform Allowance 3 June 2024 0.0000 0.0000 6.25
Total Earnings 879.57
Deduction
i Union
Taylor Alvarado Deduction Fees/Subscriptions 3 June 2024 0.0000 0.0000 10.00
Total Deduction 10.00
Tax
Taylor Alvarado Tax PAYG 3 June 2024 0.0000 0.0000 284.00
Total Tax 284.00
Super
Superannuation
Taylor Alvarado Super Guarantee 3 June 2024 0.0000 0.0000 60.98
Contribution (SGC)
Total Super 60.98
Net Pay
Taylor Alvarado Net Pay Net Pay 3 June 2024 0.0000 0.0000 585.57
Total Net Pay 585.57
Payment
Taylor Alvarado Payment Payment 3 June 2024 0.0000 0.0000 585.57
Total Payment 585.57
Taylor Alvarado - 10 June 2024
Earnings
Taylor Alvarado Earnings Ordinary Hours 10 June 2024 23.1000 24.0000 554 .40
Taylor Alvarado Earnings Sat Rate(Overtime) 10 June 2024 34.6500 6.0000 207.90
Taylor Alvarado Earnings Travel Allowance 10 June 2024 0.9100 136.0000 123.76
Taylor Alvarado Earnings Uniform Allowance 10 June 2024 0.0000 0.0000 6.25
Total Earnings 892.31
Deduction
. Union
Taylor Alvarado Deduction Fees/Subscriptions 10 June 2024 0.0000 0.0000 10.00
Total Deduction 10.00
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Tax
Taylor Alvarado Tax PAYG 10 June 2024 0.0000 0.0000 288.00
Total Tax 288.00
Super
Superannuation
Taylor Alvarado Super Guarantee 10 June 2024 0.0000 0.0000 60.98
Contribution (SGC)
Total Super 60.98
Net Pay
Taylor Alvarado Net Pay Net Pay 10 June 2024 0.0000 0.0000 594.31
Total Net Pay 594.31
Payment
Taylor Alvarado Payment Payment 10 June 2024 0.0000 0.0000 594.31
Total Payment 594.31
Taylor Alvarado - 17 June 2024
Earnings
Taylor Alvarado Earnings Ordinary Hours 17 June 2024 23.1000 24.0000 554.40
Taylor Alvarado Earnings Sat Rate{Overtime) 17 June 2024 34.6500 6.0000 207.90
Taylor Alvarado Earnings Travel Allowance 17 June 2024 0.9100 377.0000 343.07
Taylor Alvarado Earnings Uniform Allowance 17 June 2024 0.0000 0.0000 6.25
Total Earnings 1,111.62
Deduction
Taylor Alvarado Deduction Ueon _ 17 June 2024 0.0000 0.0000 10.00
Fees/Subscriptions
Total Deduction 10.00
Tax
Taylor Alvarado Tax PAYG 17 June 2024 0.0000 0.0000 359.00
Total Tax 359.00
Super
Superannuation
Taylor Alvarado Super Guarantee 17 June 2024 0.0000 0.0000 60.98
Contribution (SGC)
Total Super 60.98
Net Pay
Taylor Alvarado Net Pay Net Pay 17 June 2024 0.0000 0.0000 742.62
Total Net Pay T742.62
Payment
Taylor Alvarado Payment Payment 17 June 2024 0.0000 0.0000 742.62
Total Payment T742.62
Taylor Alvarado - 24 June 2024
Earnings
Taylor Alvarado Earnings Ordinary Hours 24 June 2024 23.1000 23,0000 531.30
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Taylor Alvarado Earnings Sat Rate(Overtime) 24 June 2024 34.6500 7.0000 24255
Taylor Alvarado Earnings Travel Allowance 24 June 2024 0.9100 245.0000 22295
Taylor Alvarado Earnings Uniform Allowance 24 June 2024 0.0000 0.0000 6.25
Total Earnings 1,003.05
Deduction
Taylor Alvarado Deduction E;::;‘Subscri — 24 June 2024 0.0000 0.0000 10.00
Total Deduction 10.00
Tax
Taylor Alvarado Tax PAYG 24 June 2024 0.0000 0.0000 324.00
Total Tax 324.00
Super
Superannuation
Taylor Alvarado Super Guarantee 24 June 2024 0.0000 0.0000 58.44
Contribution (SGC)
Total Super 58.44
Net Pay
Taylor Alvarado Net Pay Net Pay 24 June 2024 0.0000 0.0000 669.05
Total Net Pay 669.05
Payment
Taylor Alvarado Payment Payment 24 June 2024 0.0000 0.0000 669.05
Total Payment 669.05

Check whether these reports agree. If not, identify errors, correct them, and reprint reports.
MARKING GUIDE

The candidate must compare the highlighted amounts for each employee in both reports to ensure they
match.

should only be fixed by changing or deleting the pay record.

Confirm the STP amounts you've reported to the ATO.

If the reports don't match, an employee's pay history has been manually changed in their contact record, or
their pay history has been manually updated in error - usually in an attempt to fix their pay amounts. A pay
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MARKING GUIDE

Before finalising, candidates should confirm that the year-to-date [YTD] amounts they have sent to the ATO
for the payroll year match the payroll figures in MYOB/Xero.

They do this by comparing two reports to ensure they match:

o The YTD verification report in the Payroll Reporting Centre - this shows the YTD amounts you've
reported to the ATO.

e The Payroll Summary report in MYOB/Xero - this shows the YTD amounts you've processed through
payroll in MYOB/Xero.

After candidates run the reports, they must compare the YTD total wage amounts on both. They must match.
(For this assessment, the status of reports sent to the ATO will show as rejected)]
The candidate’s submission must reflect the sample answer below. The sample answer is based on the 2024

financial year. The calculated amounts in the reports submitted by the candidate will vary based on the 20YY
date the candidate uses.
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Payroll reporting - Year-to-date verification report OF Office Supplies

7 Holden Street

Payroll year: 2023/24 Camperdown
Mumber of employees: 5 MNSW 2482

ABN: 26 008 672 179

Reconciliation to Payroll YTD
Total salary and wages as per payroll summary $25770.24
report

Total exempt foreign income $0.00
Total allowances $1105.75
Total lump sum $0.00
Total ETP components $0.00
ATO Reporting Category YTD
Gross payments $22821.34
Bonuses and commission £769.00
Director's fees $0.00
Overtime $1074.15
Cash out of leave in service $0.00
Unused leave on termination %0.00
Paid parental leave $£0.00
Workers' compensation leave $0.00
Ancilliary and defense leave $0.00
Paid leave - other $£0.00
Total payments $24664.49
Salary sacrifice (RESC) %(250.00)
Salary sacrifice - other employee benefits $(0.00)
Total STP taxable wages $24414.49
PAY G withhelding $£5834.44
Lump sum A - termination $0.00
Lump sum A - redundancy $0.00
Lump sum B $0.00
Lump sum D $0.00
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Lump sum W $0.00

Total $0.00
ETP - tax free component $0.00
ETP - taxable component $0.00
ETP - tax withholding $0.00
Total ETP excluding ETP tax $0.00
Exempt Foreign Income $0.00
Allowance - cents per km $923.65
Allowance - award transport payments $0.00
Allowance - travel and accommodation $0.00
Allowance - overtime meals $0.00
Allowance - laundry $50.00
Allowance - tools £0.00
Allowance - tasks $0.00
Allowance - qualifications/certificates $132.10
Total $1105.75
RFBA $0.00
Exempt from FBT under section 57A $0.00
Deduction - work place giving $0.00
Deduction - union/professional assoc fees £200.00
Superannuation Guarantees $2604.74
Reportable employer super contributions (RESC) £0.00
: i SWIN
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STP Year-To-Date Summary
0Z Office Supplies
Organisation info
Data for the period 1 Jul 2023 to 30 Jun 2024
Trading name 0Oz Office Supplies
ABN 26008672179
Branch 1
Earnings
Gross payments 22801.21
Overtime payments 1117.14
Bonuses and commissions 0.00
Directors fees 0.00
Total leave payments 746.14
Paid leave - Type A 0.00
Paid leave - Type C 0.00
Paid leave - Type O 746.14
Paid leave - Type P 0.00
Paid leave - Type U 0.00
Paid leave - Type W 0.00
Total earnings 24664.49
Lump Sum Amounts
Lump sum payments A - Terminated 0.00
Lump sum payments A - Redundancy 0.00
Lump sum payments B 0.00
Lump sum payments D 0.00
Lump sum payments E 0.00
Lump sum payments W 0.00
Employ ination pay -Type O 0.00
Tax free 0.00
Taxable 0.00
Employ termination pay -TypeR 0.00
Tax free 0.00
Taxable 0.00
Total Lump Sum 0.00
Allowances
Car 923.65
Laundry 50.00
Meals 0.00
Transport 0.00
Tools 0.00
Tasks 0.00
Qualifications 132.10
Travel 0.00
Other 0.00
Total allowances 1105.75
Salary Sacrifice
Salary sacrifice super 250.00
Salary sacrifice other benefits 0.00
Total salary sacrifice 250,00
Gross total 25520.24

Workplace giving
Union fees
Total deductions

Tax

PAYG withholding

Employment termination payments - Type O
Employ i pay -TypeR
Total tax

Superannuation

Super guarantee contributions - Type L
P ployer super

Total superannuation

Reportable Fringe Benefits (RFBA) and other amounts
Reportable Fringe Benefits Amount

Reportable Fringe Benefits Amount, Exempt

Total RFBA

Opening Bal:

0.00
200.00
200.00

5834.00
0.00
0.00

5834.00

2604.74
250.00
2854.74

0.00
0.00
0.00
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The candidate’s submission must reflect the sample answer below. The sample answer is based on the 2024
financial year. The calculated amounts in the reports submitted by the candidate will vary based on the 20YY
date the candidate uses.

OZ Office Supplies Pty Ltd
7 Holden Street, Camperdown

MSW 2482
33083040310
Payroll summary report
07 May 2024 - 30 Jun 2024
Type Pay itern name STP cavegory Total (¥}
Salary and wages Annual Leave Loading GEross payments 4200
salary and wages Annual Leae Pay Gross payments ZASES
salary and wages Base Hourky Gross payments 5.947.05
Salary and wages Base Salany Gross payments 16,085 16
Salary and wages Personal Leave Pay G055 PAWMEnTS S00.49
Subrotal 27 #71.34
Salary and wages Saturday Rate{l_5x) Chwe e 1,074.15
Subtatal 1.074.15
Safary and wages COrmmission BONUSES and COMHMISSons TES.00
Subrtatal TEO.OD
Salary and wages Per KbA Trawvel Allowance Allowance - cents per kim 92365
Subtotal 22365
Safary and wages Wniform Allowance Allowance - laundnyg 500D
Subtotal SO0
Allawance -

Salary and wages First Ald Allowancs gualificarions/cartificates 13210
Subrotal 13210
Salary and wages 25, 77024
Deductions: Union Fae ezt ST ot e ot 200,00
Subtotal 200L00
Deductions 200,00
Taxes PAYG Withholding PAYG withiholding 5834 48
Taxes 5,834 44
Superannuation Deductions Bafore Tax Salary Sacrifice Salary sacrifice and RESC 250,00
Subrotal 250,00
Superannuation Deductions Before Tax 250,00
SupErannuation Expenses Superanmuation Guaraniss SUPEransathon guarantes 260474
Subtatal 260474
Superannuation Expenses 260474
Type Pay itermn name STP category Tozal (hrs)
Salary and wages Annual Leawve Loading Gross paywments 7.50
Salary and wages Annual Leave Pay Eross payments 7.50
Ealary and wages Baze Hourly Gross payments 22200
Ealary and wages Personal Leave Pay Gross payments 15.60
Subtotal 252 60
salary and wages Sarturday Rate({1 Sx) Dwertime 3100
Subrotal 3100
salary and wages Per K Travel Allowance Allowance - cenes per krm 101500
Subtotal 101500
Salary and wages AZ29E.60
Leave Annual beave Full tirme salary B6.34
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Type Pay item name STP category Tatal (hrs)

Leave Anrual leave Part time howrly 11.50

Leave Personal leave Full time salary 6.33

Leawe Personal leave Part time hourly 5.75

Leave 59.92
Payroll Employee Summary Il Reorder columns

OZ Office Supplies
For the period 1 May 2024 to 30 June 2024

Employee Earnings Deductions Tax Super Net Pay Reimb
Alex Anderson 778179 5000 161500 852.90 611679 000
Ben Xing 4,558,685 300.00 920.00 499 85 3,338 65 000
Codie Ritson 4,665.95 50.00 695.00 51325 3,920 95 0.00
Kris Cox 3,985 90 0.00 1,061.00 43638 2,924.90 0.00
Taylor Aivarado 477795 50.00 1,543.00 302.36 3,184.95 0.00
Total 25,770.24 450.00 5,834.00 2,604.74 19,486.24 0.00
Transaction Listing Summary Il Reorder columns

OZ Office Supplies
For the period 1 June 2024 to 30 June 2024

Pay Item Type Pay Item Amount
Deduction Union Fees/Subscriptions 160.00
Earnings Annual Leave 24565
Earnings Annual Leave — Leave Loading (17 5%, exempt from SGC) 42 99
Earnings Commission 593.50
Earnings First Aid Allowance 105.68
Earnings Ordinary Hours 17,397 40
Earnings Personal (Sick/Carer's) Leave 500.49
Earnings Sat Rate(Overtime) 866 25
Earnings Travel Allowance 800 80
Earnings Uniform Allowance
Payment Payment 15,574.76
Super Superannuation Guarantee Contribution (SGC) 72 70
Super / Deduction Pre-Tax Voluntary Contribution (RESC)
Tax Claimed Tax Offset -124.00
Tax PAYG 4,502.00
Tax Upwards Variation 28000

Task 6b 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.

b. Inthe Business Activity Statement Calculation Worksheet, record the amounts you will report to the ATO in
the June 20YY BAS. 0Z Office Supplies have not withheld any amounts where no ABN is quoted.

Marking Guide Assessor Instructions
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The student must record the amount 0Z Office Supplies must report to the ATO in the June 20YY BAS. Figures

must be rounded down to the $.

The candidate’s submission must reflect the sample answer below. The sample answer is based on the 2024
financial year. The calculated amounts in the reports submitted by the candidate will vary based on the 20YY

date the candidate uses.

PAYG withholding labels on your activity statement | Australian Taxation Office (ato.gov.au)

Total Salary, wages, and other payments W1
$20,592.76
-$40.00 Uniform Allowance
-$200.00 Sal Sac Super
$20,352.76
$20,352 Rounded down for BAS
Amounts withheld from payments shown at W1 W2 $ 4.658.36
$4,658.00 Rounded down for BAS
Amounts withheld where no ABN is quoted w4 0
Other amounts withheld (including any amounts W3 0
shown in W2 or W4.
Total amounts withheld [W2 + W4 +W3) W5 $ 4,658.00
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https://www.ato.gov.au/Business/Business-activity-statements-(BAS)/In-detail/Instructions/PAYG-withholding---how-to-complete-your-activity-statement-labels/?anchor=H3#W1Totalsalarywagesandotherpayments

Task 7

Task 7a, b, ¢ and d contribute 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.

Unfortunately, after just five weeks into his new job, Taylor Alvarado received distressing news from his family in
Brazil. A critical family matter demanded his immediate attention, compelling him to make the difficult
decision to resign and return home. Understanding the situation's urgency, Taylor informed you on XX/06/20YY
that his last day of work would be XX/07/20YY.

As Taylor is still within his three-month probation period, his employment contract specified that he only
needed to give 24 hours notice for termination.

Download TimeSheetSummaryJuly20YY Use the timesheet to:

a. Calculate payroll for the pay for the week of XX/06/20YY - XX/07/20YY . Capture a screenshot of Taylor's
pay slips and paste it into the space below.

b. Process Taylor's final pay and termination pay [to be paid on XX/07/20YY.
Capture a screenshot of Taylor's final pay slip, leave balance to be paid out on termination and
termination pay slip and paste them into the space below.

c. Finalise Taylor's employment. In the table below, describe your steps to deactivate Taylor Alvarado and
record his finish date.

(Approximate word count 80-90 words]

d. Report Taylor's termination to the ATO. In the table below, provide a screenshot of the termination details you
have reported to the ATO.

a. Taylor Alvarado - Pay slip XX/06/20YY - XX/07/20YY

MARKING GUIDE

The candidate must process the pay for Taylor Alvarado and generate a pay slip. The candidate’s submission
must reflect the sample answer below. The sample answer is based on the 2024 financial year. The
calculated amounts in the reports submitted by the candidate will vary based on the 20YY date the candidate
uses.
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OZ Office Supplies Pty Ltd

ABN. 26008 672179
Pay Slip For:
Classification:

Alvarado, Taylor
Commercial Sales Award [MAQ00083] - Merchandiser

Annual Salary: $36,036.00 Reference Number: 52

Hourly Rate: $23.1000 Payment Date:  1/7/2024

Pay Period From: 24/6/2024 30/6/2024 GROSS PAY: $928.71

Superannuation Fund: MERCER EASY SUPER NET PAY: $641.70

Memo/payslip message:
DESCRIPTION HOURS | CALC. RATE AMOUNT YTD TYPE
Uniform Allowance $6.25 $6.25 Wages
Base Hourly 24.00 $23.10 $554 .40 $554.40 Wages
Per KM Travel Allowance 176.00 $0.91 $160.16 $160.16 Wages
Saturday Rate(1.5x) 6.00 $34 65 $207.90 $207.90 Wages
Union Fee -$10.00 -$10.00 Deduction
PAYG Withholding -$277.01 -$277.01 Tax
Annual leave accrual 230 13.80 Entitlements
Superannuation Guarantee $60.98 $60.98 Superannuation Expenses

ASSESSOR GUIDE

FNSTPB412 - Establish and maintain payroll systems

Page 84 of 94

SWIN
BUR
*NE*




PAID BY
0Z Office Supplies
7 Holden Street
Camperdown NSW 2482
ABN 26 008672 179
EMPLOYMENT DETAILS
Pay Frequency: Weekly
Taylor Alvarado Annual Salary: $28,829.00
2 Grevillea Street Employment Basis: Part-time
Eastern Creek NSW 2766 employment
Classification: Commercial
Sales Award [MA000083] -
Merchandiser
Pay Period: 24/06/2024 - 30/06/2024  Payment Date: 01/07/2024 Total Earnings: $928.71 Net Pay: $641.71
THIS PAY ¥YTD
SALARY & WAGES RATE
Ordinary Hours 24.0000 $23.1000 $554.40 $554.40
Sat Rate(Overtime) 6.0000 $34.6500 $207.90 $207.90
Travel Allowance 176.0000 $0.9100 $160.16 $160.16
Uniform Allowance $6.25 $6.25
TOTAL $928.71 $928.71
DEDUCTIONS
Union Fees/Subscriptions 510.00 510.00
TOTAL $10.00 $10.00
TAX
PAYG $277.00 $277.00
TOTAL $277.00 $277.00
SUPERANNUATION
SGC - Mercer SmartSuper - 442324 $63.76 $63.76
TOTAL $63.76 $63.76
LEAVE ACCRUED USED BALANCE
Annual Leave in Hours 2.3077 0.0000 13.8462
PAYMENT DETAILS REFERENCE AMOUNT
(123-000)***7775 TC and PL Alvarado Wages $641.71

b. Taylor Alvarado - Pay slip XX/07/20YY - XX/07/20YY

MARKING GUIDE

Candidates can either process Taylor's final regular pay and then a separate termination pay showing unused
leave or process the final pay and termination pay together.
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Processing Taylor’s final regular pay ensures all applicable leave is accrued up to his last day. Keeping this
pay separate from any unused leave payment is a good way to clearly show what makes up Taylor’s final
payments.

Regardless of which method the candidate uses, they must work through the following steps:
e Process final regular pay:

20 hours pay for XX/07/20YY - XX/07/20YY.

uniform allowance

86km travel allowance

Union Fees $10.00

o O O O

The candidate’s submission must reflect the sample answer below. The sample answer is based on the 2024
financial year. The calculated amounts in the reports submitted by the candidate will vary based on the 20YY
date the candidate uses.

OZ Office Supplies Pty Ltd

ABN. 26008 672179
Pay Slip For: Alvarado, Taylor
Classification: Commercial Sales Award [MA00Q083] - Merchandiser
Annual Salary: $36,036.00 Reference Number: 53
Hourly Rate: $23.1000 Payment Date:  5/7/2024
Pay Period From: 1/7/2024 To:  7/7/2024 GROSS PAY: $546.51
Superannuation Fund: MERCER EASY SUPER NET PAY: $374.50
Memo/payslip message:
DESCRIPTION HOURS | CALC.RATE | AMOUNT | YTD TYPE
Uniform Allowance $6.25 $1250 | Wages
Base Hourly 20.00 $23.10 $462.00 $1,016.40 Wages
Per KM Travel Allowance 86.00 $0.91 $78.26 $238.42 Wages
Saturday Rate(1.5x) $0.00 $207.90 Wages
Union Fee -$10.00 -$20.00 Deduction
PAYG Withholding -$162.01 -$439.02 Tax
Annual leave accrual 1.54 15.34 Entitiements
Superannuation Guarantee $53.13 $114.11 Superannuation Expenses
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PAID BY

0Z Office Supplies

7 Holden Street
Camperdown NSW 2482
ABN 26 008 672 179

EMPLOYMENT DETAILS

Pay Frequency: Weekly
Taylor Alvarado Annual Salary: $24,024.00
2 Grevillea Street Employment Basis: Part-time

Eastern Creek NSW 2766 employment
Classification: Commercial

Sales Award [MA000083] -
Merchandiser

Pay Period: 01/07/2024 - 07/07/2024  Payment Date: 05/07/2024 Total Earnings: $546.51 Net Pay: $374.51
THIS PAY YTD
SALARY & WAGES RATE
Ordinary Hours 20.0000 $23.1000 $462.00 $1,016.40
Travel Allowance 86.0000 $0.9100 $78.26 $238.42
Uniform Allowance $6.25 $12.50
Other Previous Earnings $207.90
TOTAL $546.51 $1,475.22
DEDUCTIONS
Union Fees/Subscriptions $10.00 $20.00
TOTAL $10.00 $20.00
TAX
PAYG $162.00 $439.00
TOTAL $162.00 $439.00

SUPERANNUATION

SGC - Mercer SmartSuper - 442324 $53.13 $116.89

TOTAL $53.13 $116.89
LEAVE ACCRUED USED BALANCE
Annual Leave in Hours 1.5385 0.0000 15.3847
PAYMENT DETAILS REFERENCE AMOUNT
(123-000)***7775 TC and PL Alvarado Wages $374.51

b. Taylor Alvarado leave balance

MARKING GUIDE

Candidates can provide either a screenshot of the Leave balance report for Taylor Alvarado or a screenshot of
Taylor Alvarado’s leave balance in the payroll details tab.
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The candidate’s submission must reflect the sample answer below. The sample answer is based on the 2024
financial year. The calculated amounts in the reports submitted by the candidate will vary based on the 20YY
date the candidate uses.
0OZ Office Supplies Pty Ltd
7 Holden Street, Camperdown
NSW 2482
0408040810
Leave balance (detail) report
01 May 2024 - 31 Jul 2024
Hours Available
Employee name Employee no.  Leave Status accrued Hours taken hours
Personal leave Part time
Taylor Alvarado 0Z0s0-4 hourly Active 7.67 0.00 7.67
Annual leave Part time
Taylor Alvarado 0Z0s0-4 hourty Active 15.34 0.00 15.34
Taylor Alvarada )
Contacs details. Paymd doioids Faymant details Aoy slings
Employmont detsils Salary and wags DeducHoos Suparannuation Exponmcs Toxes Stardard pay Fay history
Dhsbosiis
Allocated leave pay items
Hame Exfamce adjusbmient [ Canry oneer 1] Woar-bo-date Fokal
[ Armual kave Fart bone Bourny a 1.5 333E '.'4.3-1]
Parsanal oawe Part time beur a 575 1915 raT
&) Add leava pay BEm
Leave Balances Il Reorder columns
0Z Office Supplies
As at 31 July 2024
Employes Employee Group Leave Type Units Amount
Taylc{ Alvarado None Annual Leave 15.3847 41758
Taylor Alvarado None Personal (Sick/Carer's) Leave 7.6920 177 69
Total §95.27
Leave Balances
0Z Office Supplies
As at 31 July 2024
EMPLOYEE EMPLOYEE GROUP LEAVE TYPE UNITS AMOUNT
Taylor Alvarado None Annual Leave 15.3847 417.58
Taylor Alvarado None Personal (Sick/Carer's) Leave 7.6920 177.69
Total 595.27
. . . SWIN
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b. Taylor Alvarado - Termination Payment

MARKING GUIDE

Candidates must set up an unused annual leave pay item and process Taylor Alvarado’s unused annual

leave.

The candidate’s submission must reflect the sample answer below. The sample answer is based on the 2024
financial year. The calculated amounts in the reports submitted by the candidate will vary based on the 20YY

date the candidate uses.

OZ Office Supplies Pty Ltd

ABN. 26008672179
Pay Slip For: Alvarado, Taylor

Classification:

Commercial Sales Award [MAQ00083] - Merchandiser

Annual Salary: $36,036.00 Reference Number: 54
Hourly Rate: $23.1000 Payment Date:  5/7/2024
Pay Period From: 5/1/2024 To: 5/7/2024 GROSS PAY: $354.35
Superannuation Fund: MERCER EASY SUPER NET PAY: $248.35
Memo/payslip message:
DESCRIPTION | HOURS | CALC.RATE | AMOUNT YTD TYPE
Unused Annual Leave 15.34 $23.10 $354.35 $354.35 Wages
Base Hourly $0.00 $1,016.40 Wages
Uniform Allowance $0.00 $12.50 Wages
Per KM Travel Allowance $0.00 $238.42 Wages
Saturday Rate(1.5x) $0.00 $207.90 Wages
Union Fee $0.00 -$20.00 Deduction
PAYG Withholding -$106.00 -$545.02 Tax
Annual leave Part time 15.34 Entitlements
hourly
Superannuation Guarantee $0.00 $114.11 | Superannuation Expenses
. _ SWIN
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PAID BY

0Z Office Supplies

7 Holden Street
Camperdown NSW 2482
ABN 26 008672 179

EMPLOYMENT DETAILS

Pay Frequency: Weekly
Taylor Alvarado Annual Salary: $18,480.00
2 Grevillea Street Employment Basis: Part-time

Eastern Creek NSW 2766 employment
Classification: Commercial
Sales Award [MA000083] -
Merchandiser

Pay Period: 01/07/2024 - 07/07/2024  Payment Date: 05/07/2024 Total Earnings: $355.39 Net Pay: $251.39
THIS PAY YTD
SALARY & WAGES RATE
Annual Leave (Remaining balance) (incl. 15.3847 $23.1000 $355.39 $355.39
leave loading)
Other Previous Earnings $1,475.22
TOTAL $355.39 $1,830.61
DEDUCTIONS
Other Previous Deductions $20.00
TOTAL $0.00 $20.00
TAX
PAYG $104.00 $543.00
TOTAL $104.00 $543.00

SUPERANNUATION

SGC - Mercer SmartSuper - 442324 $0.00 $116.89

TOTAL $0.00 $116.89
LEAVE ACCRUED USED BALANCE
Annual Leave in Hours 0.0000 15.3847 0.0000
PAYMENT DETAILS REFERENCE AMOUNT
(123-000)***7775 TC and PL Alvarado Wages $251.39

c. The steps you have taken to deactivate Taylor Alvarado and record his finish date.

When you enter a Termination date for an employee, their leave balances and standard pay details will be
deleted.
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The steps | would take are:

Go to the Payroll menu and choose Employees.

Click the employee's name.

Click the Payroll details tab.

On the Employment details tab, enter or choose the Termination date.
Click the Contact details tab.

Select the option, Inactive employee.

Click Save. You'll see a message confirming the termination.

N oo s wN e

Save Employee?

f you save a termination date, the employee's leave balances and standard pay
will be deletad.

SO Ba:"i m

8. Click Save to this message.

d. Evidence of notifying the ATO Taylor Alvarado has ended his employment

MARKING GUIDE

Candidates must notify the ATO that Taylor Alvarado has ended his employment and his termination date.
They must provide a screenshot as evidence of this.

To notify the employee's end date.

1. Go to the Payroll menu > Single Touch Payroll reporting.

2. Click the Employee terminations tab.

3. Choose the applicable Payroll year and click Add Termination.
4. Enter the termination details and click Notify the ATO.

The candidate’s submission must reflect the sample answer below. The sample answer is based on the 2024
financial year. The termination in the reports submitted by the candidate will vary based on the 20YY date the
candidate uses.
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Set employment termination

oluntary [ |

Single Touch Payroll reporting Reporting on  STF Phase 2

STPreports  Emp rminations  EOFY finalisation  ATO settings  JobMaker

2023124 s Add Termination

& Terminating or remaving an employes who was on JobMaker?
Don't forget to send this updste to the ATC. Go to the JobMaker t=0 = Actions menu = Update employee details. Leam moee.

First name = Surname or family name = ETP (1) Termination date Termination reason

Taylor Alvarado DEA072023 Woimtary @ Undo

Single Touch Payroll Cvarview STP Phase 2 Tooks 2024725 tax year *

— Prepare your payroll for STP finalisation

v Raduco filing arress by reviewsng key informaton bafons you repor any msrmation 1o the ATD, and Seoc employees 1o submt finaksanon
* k. \r g = Pliase nale that only employees with complete STP2 required details can be included in the inaldation for FY23724
Leam more aboi p STP Phase 214 EQFY checklist {POF) [
g i 5
STP Year-to-Date Summary 0 of 5 finadsed for 2025 # EditRFBA -'
The year.io-date surnmary displa 5 based on the STPZ report

ot Last narme wes . ] RFEAE
M Anderson Employed 0.00 0.00 0.00 0.00 0.00 o fmal View report
Ban ¥ing Employod 000 0.00 000 0.00 0.00 it final View seport
Codie Ritson Employed 000 0.00 0.00 0.00 0.00 ot ol View roport
Hris Cox Employec 000 0.00 000 000 000 Hat fnal View repeet
Tayloe Alverado 13061 543.00 11669 0.00 000 Filog exror View report
Single Touch Payroll Firalsaban STP Phase 2 Toals 2024125 tax year =
Needs attention
Pay rons 3 pay runs have not been fed G to pay runs. ﬁ
Go to finalisation
Suatus
Taylor Alvarado Shaw filing Filing esran
ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems

Page 92 of 94




Assessment checklist:

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

ASSESSMENT CHECKLIST
Task 1a  |Pay advice slip for Alex Anderson
Pay advice slip for Ben Xing
Pay advice slip for Kris Cox
Pay advice slip Taylor Alvarado
Pay advice slip Codie Ritson
Task b [Screenshot of the electronic payment file
Task 1c  [Screenshot of date and method used to issue pay slips
Task1d  |Screenshot of Employees YTD report (PDF)
Task 1e  |Screenshot of saved and stored payroll records
Task 2 Payroll activity report
Task 3a  |Payroll summary report dated XX/05/20YY - XX/05/20YY
Balance Sheet report dated XX/05/20YY
Superannuation accrual by fund report XX/05/20YY - XX/05/20YY
Task 3b  |[May Payroll Reconciliation [Assessment document]
Task 4 Roleplay recording
Task ba  |Payroll Adjustment [Assessment document]
Task bb  [Screenshot Kris Cox Standard Pay
Task bc  [Email [Assessment document]
Task 6a [Screenshot 20YY payroll reports
e Payroll Register Report
e Payroll Activity Report
e YTD Verification Report
e Payroll Summary Report
Task 6b  |Business Activity Statement Calculation Worksheet completed [Assessment document]
Task 7a  [Screenshot Taylor Alvarado - Pay slip XX/06/20YY - XX/07/20YY
Task 7b  [Screenshot Taylor Alvarado - Pay slip XX/07/20YY - XX/07/20YY
Screenshot Taylor Alvarado - Leave balance
Screenshot Taylor Alvarado - Termination payment
Task 7c  [Steps to deactivate Taylor Alvarado and record his finish date [Assessment document]
Task 7d  [Screenshot of Evidence of notifying the ATO Taylor Alvarado has ended his employment.

4

Congratulations, you have reached the end of Assessment 3!

© UP Education Australia Pty Ltd 2024
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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.

© 2020 RTO Works
These materials were originally developed by RTO Works but may now be altered from the original form. RTO

Works does not accept any liability for the materials, the content and/or any reliance thereon.

ASSESSOR GUIDE FNSTPB412 - Establish and maintain payroll systems
Page 94 of 94




