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On Last Day of Pay Period On Day After End of Pay Period
On Pay Day

(Min 2 Days After Pay Period)
Day After Pay Day

Submit 
leave 

Requests 
Via Xero ME

Advise Bookkeeper of any 
changes to employment 
agreements/conditions

Action any 
Payroll 

Changes

Prepare 
Payrun

Review 
Pay Run

Make  
Required 

Amendments

Email Pay Run Link for 
approval and Payment

Download ABA File

Process Payment

Review and 
Approve Timesheets and 

Leave Requests

NOT APPROVED

Make 
Required 

Amendments

APPROVED

Email Bookkeeper to 
confirm payments made 

successfully

Verify Payments 
cleared bank account

Email Payslips to 
Employees

File Payrun with ATO

Review Payslip and 
check that  Payment 

Recveived

Submit time 
sheets Via 
Xero ME
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APPROVED

NOT APPROVED

Email Updated Pay Run 
Link approval and Payment

Email Bookkeeper to 
advise corrections required 

https://knowledge-base.allsorted.au/standard-payroll-process#Advise-Changes
https://knowledge-base.allsorted.au/standard-payroll-process#Approve-PayRun
https://knowledge-base.allsorted.au/standard-payroll-process#Final-Review
https://knowledge-base.allsorted.au/standard-payroll-process#Final-Review
https://knowledge-base.allsorted.au/standard-payroll-process#Reviewing-Timesheets
https://knowledge-base.allsorted.au/standard-payroll-process#Email-bookkeeper
https://knowledge-base.allsorted.au/standard-payroll-process#Email-bookkeeper
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