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Xero Payroll 
 
In this guide, we will show you how to set up employees in Xero. This includes recording contact details, 
tax information and pay rates. 

 

Set up an Employee 

We will set this casual employee up in Xero for a Charcoal Chicken shop. Click on the Payroll dashboard 
tab and select Employees. 
 

Lauren Lisel Casual Employee – Generally 5 hours per week 

Superannuation Fund: REST #NEW TFN: 156 456 757 – Tax free Threshold 

Rate of Pay: As per Award DOB: 30/5/2001 (16 years as of 2017) 

Start Date: 5/7/17  

Level 1 – Junior Rates  

 
1. Click on Add Employee and enter the following details for each tab 
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Lauren does not get entitlements as she is a casual. 
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The Standard Pay for casual employees should be 0 as their pay is based on their weekly timesheet 
hours. Based on the Fast Food Industry Award, the Level 1 minimum wage is $763.20 per week. As 
Lauren is 16 years old, she gets 50% (junior rates come into play) of that, which is $381.60. Therefore, 
the Hourly Rate is 381.60 / 38 = $10.0421. 
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