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A payslip, also known as pay advice, is a record for employees, so they can see that they’re receiving their
proper pay and entitlements. It also helps employers to keep track of their payroll expenses. These are sent
to all employees via email, and they can also be viewed and downloaded from an employee’s Astute portal.
The following guide provides steps on how to access your payslips via both methods.

1. View payslips via email

- Payslips are sent to employees via email on pay day, and these payslips are password-

protected.
When you receive your payslip by email, open the pdf attachment by double clicking on it.

= T \L = [Pay Advi
File Message Developer Help Attachments Q  Tell me what you want to do
S X Z © @ BRI
Open Quick Remaove Save Save All Upload Select Copy Show
Print Attachment As  Attachments - All Message
Actions Save to Computer Save to Cloud Selection Message

[Pay Advice] Fortnightly MANAGEMENT FEE - 25 Jun 2020

ALA Staff Sourcing Pty Ltd <agrilabour@portalmail.p.astutepayroll.net>
To Payroll Enquiry

@ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Fortnightly MANAGEMENT_FEE-25_Jun_2020.pdf _
w | 27KB

Then you will see a pop-up box asking for password. The password is your DOB in YYYYMMDD format. For

example, if your DOB is 31 Jan 1975, enter password 19750131 and press OK. You will then be able to view
the payslip.

Password X

!\ 'Fartnightly MAMAGEMENT _F..." is protected. Please enter a Document Open Password.
N

; .

Enter Password: ‘m
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2. View payslips via employee Astute portal

Payslips can be viewed and downloaded from employee Astute portal; these Payslips
are not password protected.

Login to Astute portal https://agrilabour.astutepayroll.com/agrilabour/auth/login/ and enter

your username and password.
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Username fortnightly. managementfee
Password ceessssssssasses

Remember Me

Forgot Password  Contact Support

¢ Go to Profile tab.

£= Dashboard @ Timesheet % Expense: & Profile

Hi Fortnightly, welcome to your dashboard. LOG TIME
Here you'll be able to create, submit, and view the status of your timesheet(s) and expense(s), and ADD
EXPENSE

obtain information related to your job(s).

Timesheet Summary

Recent Timesheets .
Notices
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e At Profile tab, click on Pay Advices. Your payslips are shown on the left side of the page.

£22 Dashboard @ Timesheets W Expenses

Pay Advices
Fortnightly
MAMAGEMENT FEE
Pay Advice
Personal Details
Pay Date Pay Period Gross Pay
Security Settings
25 Jun 2020 8to 21 Jun 2020 50.00
Employment Details
Bank Accounts 12 Jun 2020 25 May to 7 Jun 2020 50.00
Tax & Super 0 Total 2 Pay Advices found.
I Pay Advices I
Y¥TD Balances Per page | Allltems 2

e Click on View to open a payslip.

Pay Advice
Pay Date Pay Period Gross Pay Tax Net Pay Details
25 Jun 2020 §to 21 Jun 2020 50.00 $0.00 $0.00
12 Jun 2020 25 May to 7 Jun 2020 $0.00 $0.00 $0.00 View

Total 2 Pay Advices found.

e Once a payslip is opened, click on PDF to download a payslip.

Details
Entitlements
| Entitlement Unit Rate Total YTD
Gross Payment $0.00 $0.00
Deductions
Deduction Amount YTD
Total Deductions $0.00 $0.00
Net Pay
Gross Payment $0.00
Total Deductions $0.00
Net Payment $0.00
Disbursement
Part
Account Name ‘ BSB ‘ Account Number Payment Total
Total disbursement $0.00

Print PDF
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3. What information needs to be included

While payslips might vary a little for your employees depending on their circumstances, here is a list of the
details that you should always include:

1. Employer’s name. This should be the company’s registered name, but you can also show other
names that identify your business.

2. Employer’s Australian Business Number (ABN). If your business has an ABN, include it under
‘employer’s name’.

3. Employee’s name. This should be the name they used to register for their Australian Tax File Number
(TFN).

4. Pay period. This could be weekly, fortnightly, or monthly, depending on your business’s pay cycles.

5. Date the payment was issued. You always need to include this because it might be different from
the pay period, for example, if you pay in advance.

6. Gross and net pay to the employee. Gross pay is the total amount of pay before any tax deductions
or other deductions. Net pay is the amount the employee receives after these deductions. But note
that gross and net pay don’t include superannuation — this is a separate line.

7. Tax withheld. This is also known as pay-as-you-go (PAYG). It is the amount calculated at the correct
rate that you withhold from your employee’s wages and pay to the ATO on their behalf.

8. Rate calculation. If your employee is paid at an hourly rate, this is where you show how you
calculated your employee’s total pay. Include: the ordinary hourly rate, the number of hours worked
and the total amount of pay. If your employee is salaried, show the details of their salary rates.

9. Any additional deductions. Make sure you list each of these on a separate line and include the
amount and details.

10. Loadings, penalties, and allowances. This can include things like casual loading, bonuses, incentives,
overtime hours, penalty rates and termination entitlements.

11. Super contributions. The compulsory super contribution is currently 10% of your employee’s
earnings. If your employee chooses to make their own contributions, you should include the amount
of their contributions in their pay advice.

12. Salary to date. This should be the total dollar figure your employee has been paid in the current
financial year up until the last payment date.

13. Take-home pay. Most importantly, make sure you include the amount your employee gets to take
home after all the deductions — their ‘take-home pay’.
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4. Example — Pay Advice (Part A)

¢ D LABOU'R 1. Pay Advice

australia Pay Summary
Agii Labaur Msﬁ‘:liaF’Ty‘LI:l Pay Date 14 Sep 2023
PO Box 2094 Pay Period 4 Sep 2023 b 10 Sep 2023
Windesor QLD 4060 Met Payment $E31.91
Australia
Employer's Mame  Agid Labour Ausiralia Ply Lid
ABM 231426526216
]
L}
]
Ausiralia
2 Details
2.1 Entitlements
Entitlemeant Unit Rate Total ¥TD
Stanbroke Beel - Processing Depariment
Tirne & Hall iweek ending 10 Sop 2023) 20100 338,53 $To.46 527RED
DAY S WORKED iwosk ercing 10 Sep 3023) 40000 S0.00 $0.00 $0.00
Monmal Time (Woek anding 10 Sap 2023) 40,0000 326.55 F1,054.00 $10,791.80
Other
Unipsid Hours - $0.00
Public Holiday - not warking - 572150
Gross Payrment $1,133.46 $11,791.69
2.2 Deductions
Deduction £ rdannt ¥TD
PLS - Knile Daducion (post tx) -529.20 -£50.55
FLS - Knile Deducion (pos! tx) -521.35
FLS4ASTAN - Rent (post tax) -$160.00 -51,760.00
FLS4STAN - Health Insurance (post tax) -§18.00 -5198.00
FLES4STAN - Transpod excluding Fuel (post tax) -565.00 -$7TE5.00
Tax (PAYGE) -$208.00 -§1,892.00
Total Deductions -£501.55 -$,765.55
2.3 Net Pay
Gross Paymant $1,133.48
Total Deductions -5501.55
Met Paymant $631.81
2 4 Disbursement
Account Mams BSEB Account Humber Part Payment Toltal
S i A - 63181
Total disburssment $631.81
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1. Pay Advice —you will find a pay summary with pay date, pay period, net payment, employer’s name,
and ABN.

2. Details

2.1 Entitlement: Any entitlement such as a normal time, allowance, overtime, penalties, leave taken
or any other paid entitlements that can be separated out from an employee ordinary hourly rate.

If the employee is paid an hourly rate will show the ordinary hourly rate, the number of hours
worked at that rate and the total dollar amount of pay at that rate.

2.2 Deductions: Any deductions from the employee's pay including the amount and details of each
deduction.

2.3 Net Pay:

- Gross payment is the total amount of pay before any tax deductions.
- Total deduction is the total amount of each deduction.

- Net Payment is the amount the employee receives after these deductions.

2.4 Disbursement: Include bank details and the total amount after all deductions.

5. Example — Pay Advice (Part B)

2.5 Employer Contributions

Acerual ¥TD
S0GC - Candidates $11594 $1 26645
Total Conbribuiions $11584 £1,266.45
2.6 Superannuation Fund
Currently Nominated Fund M miber Number

THE TRUSTEE FOR AUSTRALIAN RETIREMENT TRUST e,

2 7 Leave Entitlements
Leave Acciied Balance
Annual Leave 3.08 161.65
3. Notes

1 [Enife purchased Z8.07.23 ATD signed 14.08.23

2 [Knife purchased 04.08.23 ATD signed 22 08.23
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2.5 Employer Contributions: The amount of contribution made during the pay period (or the amount

of contributions that the employer intends to make). - The compulsory super contribution is
currently 10.5% of your earnings.

2.6 Superannuation Fund: The name, or the name and number, of the superannuation fund the
contributions were (or will be) made to.

2.7 Leave Entitlements: Annual leave accrued during the pay period and the total balance.

3. Notes
You will find any information relating to ATD such as a Knife purchased.
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