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Tax Practitioners Board (TPB) BAS agent registration

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

To become a registered BAS agent, you must satisfy specific qualifications and experience requirements, 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
Accounting Financial Services ‘/ X 1,400 hours in
qualifications in bookkeeping or past four years
accounting
' At least Certificate IV
Professional : 1,000 hours in
Financial Services J J
mm ! in bookkeeping or past four years
membership accounting

Summary of qualifications and experience requirements

e Item 101 - Accounting qualifications
o ACertificate IV Financial Services (or a higher award) in bookkeeping or accounting from a
registered training organisation or an equivalent institution
Board approved course in basic GST/BAS taxation principles (GST/BAS course)
1,400 hours of relevant experience in the past four years.

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

What are board approved courses?

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

FNSTPB411 - Complete business activity and instalment activity statements, and FNSTPB402 - 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.

More information on BAS agent reqistration can be found on the TPB website.



https://www.tpb.gov.au/qualifications-and-experience-bas-agents

Education requirements of the Tax Practitioners Board (TPB)

This assessment is designed to meet the education requirements of the Tax Practitioners Board (TPB), which
stipulate 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 Tasklb,lc, 1d

e Task3b

e Task4

e Taskba, 5b
e Task 6a, 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 2023 using OZ 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 Access to a computer, the internet and email

e Access to Microsoft Word

e Access to a six-month trial version of MYOB Business Essentials™

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.

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

o Payroll Policy & Procedures - FNSTPB402_01 Project_PayrollPolicy&Procedures V1 (Provided in
Assessment 1)

e Time Sheet Summary June - FNSTPB402_03 Project_TimeSheetSummaryJune2023 V1.1
e Time Sheet Summary July - FNSTPB402_03 Project_TimeSheetSummaryJuly2023 V1.1




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.

224 please consider the environment before printing this assessment.




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.

Task 4 - Roleplay

Task Summary

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

o Familiarise yourself with OZ 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: | 23 June 2023

Good morning Kelly,
Welcome to OZ Office Supplies.
| have a question about my pay for the week ending 18/06/2023. 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 29 May 2023 to 25 June 2023
0Z Office Supplies

Week Endin!IEmplom Employee Group | Pay Calendar Mon Tues Wed Thu Fri Sat Sun Total
4/06/2023|Kris Cox  |Salas Represaniative Weekly 8 B 8 0 0 0 0 24
11/06/2023|Kris Cox |Sales Represantative | Weekly 8 ) 0 0 0 0| 0 8
18/06/2023|Kris Cox |5alas Reprasantativa ‘\‘iéékly 7 7 7 9 (4] 0 0 30
25/06/2023|Kris Cox |Sales Represantative Weekly 7 7.5 a5 0 0 0 0 18
Approved by: Peles Phulops Position Adeninestration Manager Date: A5/06/2008

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



https://www.fairwork.gov.au/workplace-problems/common-workplace-problems/i-think-ive-underpaid-my-employee#how-to-fix-an-underpayment
https://www.fairwork.gov.au/workplace-problems/common-workplace-problems/i-think-ive-underpaid-my-employee#how-to-fix-an-underpayment
mailto:k.cox@ozofficesupplies.com.au

Phone: 0408040810

www.ozofficesupplies.com.au

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:

Respond to payroll enquiries according to organisational and legislative requirements.
Provide information according to organisational and legislative requirements.
Refer enquiries outside your area of responsibility or knowledge to designated person for resolution.

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

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



http://www.ozofficesupplies.com.au/

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_FNSTPB402_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.
e 4.3 Refer enquiries outside area of responsibility or knowledge to designated person for resolution.

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

e Clearly 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 OZ 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 23/06/2023.

The student must cover all the criteria in the Observational Checklist below.

Observation Checklist:
Role-play

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
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.

o 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.

o 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
and legislative requirements

Peter Phillips, Administration Manager for OZ 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

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 OZ 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
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 OZ 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
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
guestions to encourage discussion.

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

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.

o 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 et 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 OZ 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: | 23 June 2023

Good morning Kelly,
Welcome to OZ Office Supplies.
| have a question about my pay for the week ending 18/06/2023. 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 29 May 2023 to 25 June 2023
0Z Office Supplies

Week Ending| Employee| Employee Group | Pay Calendar Mon Tues Wed Thu Fri Sat [Sun Total
4/06/2023|Kris Cox  |Salas Represantative | Weekly 8 B 8 0 0 0 0 24
11/‘0!:,’20).! Kris Cox £5 ‘Wf-gkly 3‘ 0 0 0 0 0 0 8
18/06/2023|Kris Cox {Weekly 7 7 7 9 g 0 0 50
25/06/2023|Kris Cox |Sales Represantative | Weekly 7 7.5 15 0 Q 0 0 18
Approved by: Peles Phileps Position Adeninestration Manager Date: A5/06/20°3

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

www.ozofficesupplies.com.au

Oz 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.
¢ Any underpaid 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 18/06/2023. As the policy and
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.



mailto:k.cox@ozofficesupplies.com.au
http://www.ozofficesupplies.com.au/

Task 5

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: | 24 June 2023

Good morning Kelly,

Further to our discussion yesterday regarding the number of hours paid to Kris Cox for the week ending
18/06/2023. The timesheet is correct. We have underpaid her for four hours.

| 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 01/07/2023, Kris’ employment will change from casual to permanent part-time, working three days
aweek (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 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 18/06/2023. Use 26/06/2023 as the
date of payment. Use the snipping tool to capture a screenshot of the adjusted payslip and paste it into the
space below.

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 when processing the adjustment.



mailto:p.phillips@ozofficesupplies.com.au
http://www.ozofficesupplies.com.au/

19/06/2023 Payroll Adjustment Kris Cox

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

Create pay run

@ & @ 4] o

Select pay period Calculate pays Record and report Prepare pay slips Done!

Select pay run details

The payment date must be 26/06/2023.

Wages Commission Uniform Gross PAYG Net SG
Wages based on 26hrs $807.30 $82.50 $3.75 $893.55 -5245.00 $648.55 593.43
Wages based on 30hrs $931.50 $82.50 53.75 $1,017.75 -5288.00 §729.75 $106.47
Adjustment required $124.20 50.00 50.00 $124.20 -543.00 $81.20 513.04

The student's submission must agree with the payslip below.




OZ Office Supplies Pty Ltd 20/09

ABN. 26008 672 179

Pay Slip For: Cox, Kris
Classification: Commercial Sales Award [MA000083] -
Reference Number: 43
Hourly Rate: $31.0500 Payment Date: 26/6/2023
Pay Period From:  12/6/2023 To: 18/6/2023 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 $13.04 $416.55 | Superannuation Expenses

Task 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.

b. Update Kris Cox’s payroll details in MYOB to reflect her change in employment status. Use the snipping tool
to capture a screenshot of her standard pay from 01/07/2023 and paste it into the space below.

Marking Guide Assessor Instructions

The student must update Kris Cox’s payroll details in MYOB 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
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 01/07/2023.




The student's submission must agree with the standard pay screenshot below.
Kris Cox
Cantact detads ‘ayroll detalls Payment details Pay slips
Employment details  Salary and wages Leave Deductons  Superannuation  Expenses Taxes standard pay Pay hestory
Base pay delails
Weekly
22.80
All allocated pay items
Name Hours (hrs) Amount($) ( Job
Wages
Base Hourly 2280 52.40 v
Annual Leave Loading C.00 C.00 v
Annual 5 0.00 0.00 v
r Leave Pay 0. 0.00 KT
I I 0.00 v
Unifo i 3.75 v
Iaxes
A thholding Calculated v
Leave
Annual laave Parct time hourty Calculated
Personal leave Part time hourly Calculated
Expense
Superannuation Cuarantee 0.00 -

c. Draft a logically sequenced response to the email from Kris Cox dated 23 June 2023 using the email template
below. In the email:

e Confirm the hours listed on Kris’ payslip dated 18/06/2023 were incorrect.
¢ 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 18/06/2023 were incorrect.
e The date and adjustment will be paid to rectify the error.
e The adjustment amount.




o Reflect the sample answer below.

To: | Kris Cox (k.cox@ozofficesupplies.com.au)
From: | Kelly James
Subject: | Underpayment of wages 19/06/2023

Date: | 27 June 2023

Good morning Kris,

Thank you for your email regarding the number of hours you were paid for the week ending 18/06/2023. 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 26 June 2023 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 Gross PAYG Net SG
Wages based on 26hrs $807.30 $82.50 $3.75 S803.55 -5245.00 $648.55 $93.43
Wages based on 30hrs 5931.50 582.50 53.75 51,017.75 -5288.00 §729.75 5$106.47
Adjustment required 5124.20 50.00 S0.00 5124.20 -543.00 581.20 $13.04

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.

Kind regards

Kelly James

Payroll Officer

Email: k.james@ozofficesupplies.com.au
Address: 7 Holden Street Camperdown NSW 2482
Phone: 0408040810

www.ozofficesupplies.com.au



mailto:k.james@ozofficesupplies.com.au
http://www.ozofficesupplies.com.au/

Task 6

Task 6a 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 2022-23. Include a screenshot of all reports.
Marking Guide Assessor Instructions

The student must use the checklist below to reconcile the 2022/2023 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 matches what you've sent to the ATO for the

payroll year.

Print the Payroll register report for the 2022/2023 payroll year to identify the individual amounts paid to each
employee. (Include a screenshot below)

MARKING GUIDE
The candidate’s submission must match the sample answer below.




0Z Office Supplies Pty Ltd 20009
7 Holden Streat Campardown NSW 2482

0408040810
Payroll register report
01 May 2023 - 30 jun 2023
Employee name Salary and wages (5) Deductians () Tawes {8) et pay (V) Expenses(5)  Hours accroed Howrs taken
Alex Angenon mm 30.00 1e1a s a0 MmN m nw
Type Pay zem nane Mowry Amont (3)
Saary and woges At Leave Losding 400 BLE
Satary ared weges Aol Leavw Piy 400 101
Slury and wepes Do Sedary noo 1238
Sofary a0 weges Forst Al N owence ooe 81.1¢
Satary arvl wegm Pursons Lases Fay 1e nras
Total "nee EAL AR
Type Pay tem name Howrs Amownt ()
Desucocn Uit Few aoe 5000
Total 003 30
Type Py wem name Howey Amownt (%)
Tawes PAFG Wit hoksng a0 LAYSYS
Total aol e
Type Fay item nane Mowrs Amownt (3)
Livroe Al larve Bl nive saley 1042 b0
L Puraared e Full trme setary o 200
Total "W Ll
Type Pay item name Howrs Amownt (%)
Superanaustion Expenses SHDErATIAn0n Gruararces uoe LISl
Towsl oo #1400
Ben Xing 4ssa0 000 w2008 1mmes AT T .00
Type Pay ivem name Howry Amownt (5)
Solary and weges Al Leove Loaang EL s
Salary are wages Anraial Lyoww Pay 1% an
OF OMce Suppres Pry L 20009 | Payroll regaies reporn | Genermed 23 Sep 2023 Page 1ot &
impicyee name Salary snd wages i$) Deductions (3) Tanes {5) Net pay (5] Expenses (1) Hours scorued Moury taken
Ben Xomg Assass 300.00 2008 e 4T nw LY
Type Py inem name Hours Ameunt (%)
Saary a0 wages Base Saary 00 480050
taary avd wage Persanal Lasvwe Pay e W
Yol 2% A%
Type Pay nem name Hours Ameunt (%)
Deductom Umicn Fee 00 .00
Toead 000 s0.00
Trpe Py laxm name Hounn Ameent (%)
Superarouation Deductions Before Tas Sy Sacnfice - $50 00 Q00 250.00
Toeat ooe w0
Type Pay e name Moary Amsent (%)
Taees PAYG Winhosdng oo 0o
Tocal 000 20.00
Type Py item name Moury Amsent (5]
Luswn Arvuial wave Full tirme salary 1 L
Lowwe Persons Mave Full e salary as Q00
Totat " b0
Type Pary item name Houn Ameant (%)
Superarnuatsn Exceesel CUPErarmusten Cu smes 00 a0
Tocal L) 770
Codie Revan AGE5 9% we a0 anon s e s
Type Pay item name Houry Ameent (%)
Salary and vager Base Saery 000 L AR
SEary At wages Frst A Alowance 0% ns
aary et woges Persmnal Lowe Pay L) 1o
Yecal 4% 408595
Type Pay nem rame Howrs Amsunt (%)
Destuctons Lmion Fee c0o .00
Totad a0 %0.00
Type Puy item name Hours Ameant (%)
Taees PAYG Winholdng Q00 £55.20
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Imploywe name Salary and mages ($) Dedections [$) Tawms |80 Net pay (%) fapornes (3] Mours scorued Mours taken
Codie Mieseo R R L) Sa00 520 ss00s &9 e S50
Type Pay item mame Heur Amount (5}
Tetal om a9 2e
Type Pay ivem mame Heurs Amouen 3|
Lo Arvual mave Full e sty LTS) om
L Perscnes wree Foll time wary 1.5 LT
Tocal wa o0
Type Puy item mame Maurs Amoum S|
Supetanraanon Exprenves Supetannuaton Guarances o 49,
Total om aaw
Kris Cas 138890 S0 1,081.00 292490 685 800 030
Type Pay vem mame Heurs Amount (3]
Sadary and mages Tane tmaissy 103.00 L
Salary anvd wages Comnemesuon aoo A0
Salary and mages Unitsrm Allgwarce om wn
Total e300 1988%
Type Pay tvem rame Haurs Amount (8|
Tawes PAYG Washsicng 020 106100
Total oo 1061 .00
Type Pay item mame Maury Amount (3]
Supun serrvassun £ xpermes Superarrusnon Gusrarsse oo Quss
Tocal om0 41655
Taplor Avvarmta 4T as W AR 318400 dma I 00
Type Poy itemn same Haury Amoumt 8|
Sabary and mages Rave Foiey 11900 L5
Salary and mages Par KM Trove Alcrwaccs msm aes
Salary and mages Saturcoy Rame (.54 300 ro7e s
Sdary and mage sty Aywesre w [ nn
Total 196500 AT e
Type Pay lvem mame Mo Amours 8}
Dwucsura Lot fue oo o
Towal o s0.00
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Emgloyre name Salary and wages (5) Deductions ($) Taxen (5] Net poy 5] xpanses (5] Mours accreed MHoury taken
Tayar Avarado 4Ties S0 154108 1400 2283 128 any
Type Pay item name MHewrs Ameunt ($)
aon PATH Wenhsizng 000 180008
Towsl LT 154005
Type Pay ltem name oy Amaunt (%)
Lemw Arrmisl mave Pact 2w routy 1% 000
v Parsond waree Part Drve houny 55 020
Total s L
Type Pay item same Heurs Amsunt (%)
Susesannuation Exparas Supeamnuanion Guacarnee 000 mas3
Total o Ire 6y
Grand total B0 450 00 SA3M 19.485.80 248628 I a0
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0OZ Office Supplies Pty Ltd 20/09
7 Holden Street Camperdown NSW 2482

0408040810

Payroll activity report

01 May 2023 - 30 jun 2023
Employee name s‘w“m"&) Deductions ($) Taxes (5) Net pay (5) Expenses ($)  Mours accrued Hours taken
Alex Anderson 270179 s0.00 161509 611660 s 2183 1ne
" Payitem name Type TP Category Hours Amount (5)
Annual Leave Loading Salary and wages Grass payments 400 2834
Annual Lesve Pay Salary and wages Gross payments 400 161.94
Base Salary Salary and wages Gross payments. 722267
First Aid Alowance Salary and wages - quali 6115
Persanal Leave Pay Salary and wages Gross payments 7.60 307.69
Total 15.60 7,781.79
Pay item name Type STP Category Hours Amount ($)
Urian Fee Deductions o . p assac. fees 50.00
Total 50.00
Pay item name Type STP Category Hours Amount ($)
Annual lesve Full time salary Leave 1462 0.00
Persanal leave Full time salary Leave 3 .00
Total 2193 0.00
Pay item name Type STP Category Hours Amount (5)
PAYG Withholding Taxes PAYG withhokding 161519
Total 1,615.19
Pay item name Type STP Category Hours Amount ($)
p 2 Superannuation guarartse 81410
Total 814.10
Ben Xing 455865 300.00 92000 333868 a0 2193 600

Pay item name Type STP Category Hours Amount ($)
Annual Leave Loading Salary and wages Gross payments 3150 1465
Antwal Leave Pay Salary and wages Grass payments aso 8an
OZ Office Supplies Pty Ltd 20v09 | Payroli activity report | Generated 28 Sep 2023 Pagetof 4




Salary and wages

Employee name ® Deductions ($) Taxes ($) Net pay () Expenses ($)  Hours sccrued Hours taken
Ben Xing 4,558.65 300.00 920.00 3.338.65 47710 2193 6.00
Pay item name Type STP Category Hours Amount ($)
Base Salary Salary and wages Gross payments 440050
Personal Leave Pay Salary and wages Gross payments 250 5979
Total 950 455865
Pay item name Type STP Category Hours Amount ($)
Unicn Fee Deductions Deduction - unicn/prafessional assoc, fees 50.00
Total 50.00
Pay item name Type STP Category Hours Amount ($)
Annual lesve Full tsme salary Leave 1462 0.00
Personal leave Full time salary Leave m 0.00
Total 2193 0.00
Pay item name Type STP Category Hours Amount ($)
PAYG Withholding Taxes PAYG withholding 920.00
Total 920.00
Pay item name Type STP Category Hours Amount ($)
Sa&lary Sacrifice - $50.00 Superannuation Deductions Before Tax Salary sacrifice and RESC 250.00
Total 250.00
Pay item name Type STP Category Hours Amount ($)
Supe: P Expenses Superannuation guarsnee 477.10
Total 477.10
Codie Ritson 4,665.95 50.00 695.20 3.920.75 42990 2193 550
Pay item name Type STP Category Hours Amount ($)
Base Salary Salary and wages Gross payments 446199
First Aid Allowance Salary and wages Allowance - qualifications/certificates 70.95
Personal Leave Pay Salary and wages Gross payments 5.50 133.01
Total 550 4,665.95
Pay item name Type STP Category Hours Amount ($)
Union Fee Deduttions Deduction - union/prafessional sssoc. fees 50.00
Total 50.00
Pay item name Type STP Category Hours Amount ($)
Annual lesve Full time salary Leave 1462 0.00
OZ Office Supplies Pty Ltd 20v09 | Payroll activity report | Generated 28 Sep 2023 Page2of 4
Employee name e 'm’m Deductions ($) Taxes ($) Net pay ($) Expenses ($)  Hours accrued Hours taken
Codie Ritson 4,665.95 50.00 695.20 392075 48990 2193 5.50
Pay item name Type STP Category Hours Amount ($)
Personal leave Full time salary Leave .3 0.00
Total 2193 0.00
Pay item name Type STP Category Hours. Amount ($)
PAYG Withhelding Taxes PAYG withholding 695.20
Total 695.20
Pay item name Type STP Category Hours Amount ($)
Super E Superannuation guaranee 489,90
Total 489.90
Kris Cox 3,985.90 0.00 1,061.00 2,924.90 41655 0.00 0.00
Pay item name Type STP Category Hours Amount ($)
Base Hourly Salary and wages Gross payments 103.00 319815
Commission Salary and wages Banuses and commissions 762.00
Undarm Allowance Salary and wages Allowance - ather 18.75
Total 103.00 3,985.90
Pay item name Type STP Category Hours Amount ($)
PAYG Withholding Taxes PAYG withholding 1.061.00
Total 1,061.00
Pay item name Type STP Category Hours Amount ($)
Super d il Expenses Superannuation guarantee 41655
Total 41655
Taylor Alvarsdo 4777.95 50.00 1,543.05 3,184.90 28863 1725 0.00
Pay item name Type STP Category Hours Amount ($)
Base Hourly Salary and wages Gross payments 119.00 274890
Per KM Travel Alowance Salary and wages Allowance - cents per km 1015.00 92365
Saturday Rate (1.5x) Salary and wages Owvertime 31.00 107415
Unifarm Allowance Salary and wages Allowance - other 1.5
Total 1165.00 477795
Pay item name Type STP Category Hours Amount ($)
Union Fee Deductions Deduction - urion/professional assac. fees 50.00
Total 50.00
OZ Office Supplies Pty Ltd 20v09 | Payroll activity report | Generated 28 Sep 2023 Pagelof 4

i




Employee name i w‘%’] Deductions ($) Taxes ($) Net pay ($) Expenses ($)  Hours accrued Hours taken

Taylor Alvarado 4,777.85 50.00 1543.08 3,184.90 28863 1725 0.00
Pay item name Type STP Category Hours Amount ($)
Annual leave Part time hourly Leave 11.50 Q.00
Persanal leave Part time hourly Leave 575 Q.00
Total 17.25 0.00
Pay item name Type STP Category Hours Amount ($)
PAYG Withhalding Taxes PAYG withholding 1,543.05
Total 1,543.05
Pay item name Type STP Category Hours Amount ($)
Superannuation Guarantee Superannuation Expenses Sugerannuation guarantee 28863
Total 288.63

Grand total 2577024 450.00 583444 19,485.80 2,486.28 83.04 23.10
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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.

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

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

Print YTD Verification Report . (Include a screenshot below)

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.

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

e 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 - this shows the YTD amounts you've processed through payroll
in MYOB.

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 match the highlighted amounts in the sample answer below.




B g YA e TR R ot <, iy e
Payroll year: 2022/23 7 Holden Street Camperdown
Number of employees: 5 NSW 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
PAYG withholding $5834.44
Lump sum A - termination $0.00
Lump sum A - redundancy $0.00
Lump sum B $0.00
Lump sum D $0.00




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 $0.00
Allowance - tools $0.00
Allowance - tasks $0.00
Allowance - qualifications/certificates $132.10
Allowance - other (Uniform Allowance) $50.00
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 Guarantee $2486.28
Reportable employer super contributions (RESC) $0.00

Print Payroll summary report for the period. (Include a screenshot below)

MARKING GUIDE

The candidate’s submission must match the highlighted amounts in the sample answer below.




0OZ Office Supplies Pty Ltd 20/09
7 Holden Street Camperdown NSW

2482
0408040810
Payroll summary report
01 May 2023 - 30 Jun 2023
Type Pay item name STP category Total ($)
Salary and wages Annual Leave Loading Gross payments 42.99
Salary and wages Annual Leave Pay Gross payments 245,65
Salary and wages Base Hourly Gross payments 5,947.05
Salary and wages Base Salary Gross payments 16,085.16
Salary and wages Personal Leave Pay Gross payments 500.49
Subtotal 2282134
Salary and wages Saturday Rate (1.5x) Overtime 1.074.15
Subtotal 1,074.15
Salary and wages Commission Bonuses and commissions 769.00
Subtotal 769.00
Salary and wages Per KM Travel Allowance Allowance - cents per km 92365
Subtotal 923.65
Allowance -
Salary and wages First Aid Allowance qualifications/certificates 132.10
Subtotal 132.10
Salary and wages Uniform Allowance Allowance - other 50.00
Subtotal 50.00
Salary and wages 25,770.24
Deductions Union Fee gses%‘:.mf:ens. yrionprofessiond 200.00
Subtotal 200.00
Deductions 200.00
Taxes PAYG Withholding PAYG withholding 5.834.44
Taxes 5,834.44
Superannuation Deductions Before Tax Salary Sacrifice - $50.00 Salary sacrifice and RESC 250.00
Subtotal 250.00
Superannuation Deductions Before Tax 250.00
Superannuation Expenses Superannuation Guarantee Superannuation guarantee 2,486.28
Subtotal 2,486.28
Superannuation Expenses 2,486.28
Type Pay item name STP category Total (hrs)
Salary and wages Annual Leave Loading Gross payments 7.50
Salary and wages Annual Leave Pay Gross payments 7.50
Salary and wages Base Hourly Gross payments 222.00
Salary and wages Personal Leave Pay Gross payments 15.60
Subtotal 252.60
Salary and wages Saturday Rate (1.5x) Qvertime 31.00
Subtotal 31.00
Salary and wages Per KM Travel Allowance Allowance - cents per km 1015.00
Subtotal 1015.00
Salary and wages 1298.60
Leave Annual leave Full time salary 36.34
02 Office Supplies Pty Ltd 20/09 | Payroll summary report | Generated 28 Sep 2023 Page 10f 2




Type Pay item name STP category Total (hrs)

Leave Annual leave Part time hourly 11.50
Leave Personal leave Full time salary 6.33
Leave Personal leave Part time hourly 5.75
Leave 59.92

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 2023 BAS. 0Z Office Supplies have not withheld any amounts where no ABN is quoted.

Marking Guide Assessor Instructions

The student must record the amount OZ Office Supplies must report to the ATO in the June 2023 BAS. Figures

must be rounded down to the $. The candidate’s submission must match the amounts in the sample answer
below.

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

Business Activity Statement Calculation Worksheet
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
v payments Snow $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



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 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.

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 30/06 2023
that his last day of work would be 05/07/2023.

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 FNSTPB402 03 Project TimeSheetSummaryJuly2023 V1.1 Use the timesheet to:

a. Calculate payroll for the pay for the week of 26/06/2023 - 02/07/2023. 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 05/07/2023).
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 26/06/2023 - 02/07/2023

MARKING GUIDE

The candidate must process the pay for Taylor Alvarado and generate a pay slip. The candidate’s submission
must match the sample answer below.




OZ Office Supplies Pty Ltd 20/09

ABN. 26008 672 179

Pay Slip For: Alvarado, Taylor

Classification: Commercial Sales Award [MA000083] -
Annual Salary: $36,036.00 Reference Number: 31
Hourly Rate: $23.1000 Payment Date: 3/7/2023
Pay Period From:  26/6/2023 To: 2/7/2023 GROSS PAY: $928.71
Superannuation Fund: MERCER EASY SUPER NET PAY: $618.70

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 Fees -$10.00 -$10.00 Deduction

PAYG Withholding -$300.01 -$300.01 Tax

Annual leave accrual 230 13.80 Entitlements
Superannuation Guarantee $60.98 $60.98 | Superannuation Expenses

b. Taylor Alvarado - Pay slip 03/07/2023 - 9/07/2023

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.

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:
o 20 hours pay for 03/07/2023 - 05/07/2023.
o uniform allowance
o 86km travel allowance
o Union Fees $10.00

The candidate’s submissions must match the sample answer below.




OZ Office Supplies Pty Ltd 20/09

ABN. 26008672179

Pay Slip For: Alvarado, Taylor

Classification: Commercial Sales Award [MAO00D83] -
Annual Salary: $36,036.00 Reference Number: 49
Hourly Rate: $23.1000 Payment Date: 5/7/2023
Pay Period From:  3/7/2023 To: 9/7/2023 GROSS PAY: $546.51
Superannuation Fund: MERCER EASY SUPER NET PAY: $361.50

Memo/payslip message:

DESCRIPTION HOURS | CALC. RATE AMOUNT YTD TYPE

Uniform Allowance 86.25 $12.50 Wages

Base Hourly 20.00 $23.10 $462.00 $1,016.40 Wages

Per KM Travel Allowance 86.00 $0.91 878.26 $238.42 Wages
Saturday Rate (1.5x) $0.00 $207.90 Wages

Union Fees -$10.00 -$20.00 Deduction

PAYG Withholding -$175.01 -$475.02 Tax

Annual leave accrual 1.54 15.34 Entitiements
Superannuation Guarantee $50.82 $111.80 Superannuation Expenses

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.

The candidate’s submissions must match one of the sample answers below.




OZ Office Supplies Pry Ltd 20409
7 Holden Street Camperdown NSW 2482

0408020810
Leave balance (detail) report
OF Mary 20072 - 31 jul 2023
Lrvpicyee rars Irglayes ra Luaswe Stazaa Haury sctrusd Mowrs taken Avarabie haun
Tagloe Alvarsca SNare Pernanal wave Part time Rourty Aazive = 03 mw
Tayior Alver st *Nosw Anmusl lnave Part tane hourly Aatovn " oot LS )
Pl Oate 10 mumbet Poried st Peried end Opening houry Hours scrwed Hours Laben Availatie Noury
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oL/t 0 S 0 e
LTy 15 as 1% [
PN 0 n 130 X
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@ 1% 0 1%
.-, 1480 La4 34
B a0 ALS )
1w
o0
Taylor Alvarado '
= actat cinds na "ay o
=mpi n I s anc .w.!::@i;:n.:t o Superannuat Zap Xes rdard 1
Details
Allocated leave pay items
Name Eafance adjustment () Carry ower { Yaar-to-gate Tata!
( armual F t ur 3 mna 3838 15 j-i.:)
T 1 Partt L a =) 1 5
@ Add lea ¥ T

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 submissions must match the sample answer below.




OZ Office Supplies Pty Ltd 20/09

ABN. 26008672179

Pay Slip For: Alvarado, Taylor

Classification: Commercial Sales Award [MAOQ0083] -
Annual Salary: $36,036.00 Reference Number: 50
Hourly Rate: $23.1000 Payment Date: 5/7/2023
Pay Period From:  3/7/2023 To: 5/7/2023 GROSS PAY: $35435
Superannuation Fund: MERCER EASY SUPER NET PAY: $23935

Memo/payslip message:

DESCRIPTION HOURS | CALC. RATE I AMOUNT YTD TYPE
Unused Annual Leave 15.34 $23.10 | $354.35 $354.35 Wages
Base Hourly $0.00 $1,016.40 Wages
Saturday Rate (1.5x) $0.00 $207.90 Wages
Per KM Travel Allowance $0.00 $238.42 Wages
Uniform Allowance $0.00 $12.50 Wages
Union Fee $0.00 -$20.00 Deduction
PAYG Withholding -$115.00 -$590.02 Tax
Annual leave Part time 15.34 Entittements
hourly

Superannuation Guarantee $0.00 $111.80 = Superannuation Expenses

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.

The steps | would take are:

1. Go to the Payroll menu and choose Employees.
2. 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.

No oMW

Save Employee?

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 submissions must match the sample answer below.

Set employment termination

Taylor Alvaradgo v

Voiluntary v |

(SR Notify the ATO




Single Touch Payroll reporting Reporting on - STF Phase 2

TP reports Emplayse termination EQFY finalisation ATO settings JobMaker

& Terminating or removing an employee who was on JobMaker?

Don't forget to send this update to the ATO. Go to the JobMaker t=b > Actions menu > Update employee details. L2am mc
First name Surname or family name ETP Termination date Termination reason
Taylor Alvarado 05/07/2023 Voluntary (® Undo

Assessment checklist:

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

ASSESSMENT CHECKLIST

Task la  |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 lc  [Screenshot of date and method used to issue pay slips

Task 1d  [Screenshot of Employees YTD report (PDF)

Task le  [Screenshot of saved and stored payroll records

Task 2 Payroll activity report

Task 3a  |Payroll summary report dated 01/05/2023 - 31/05/2023

Balance Sheet report dated 31/05/2023

Superannuation accrual by fund report 01/05/2023 - 31/05/2023
Task 3b  [May Payroll Reconciliation (Assessment document)

Task 4 Roleplay recording

Task 5a  |Payroll Adjustment (Assessment document)
Task 5b  [Screenshot Kris Cox Standard Pay
Task 5¢  [Email (Assessment document)

Task 6a [Screenshot of 2022-2023 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 27/06/2023 - 03/07/2023

Task 7b  [Screenshot Taylor Alvarado - Pay slip 04/07/2023- 10/07/2023




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!
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