
Go to XERO - EMPLOYEES - SELECT EMPLOYEE THAT YOU ARE GENERATING FINAL
PAY FOR

DO FOR ANNUAL LEAVE AND LONG SERVICE LEAVE- SHOULD BOTH BE 0 AFTER

CLICK NEW LEAVE REQUEST

SELECT TYPE - ANNUAL OR LONG SERVICE LEAVE

DESCRIPTION - LEAVE PAY OFF

SELECT START AND END DATE EMPLOYEE TERMINATION DATE

WEEK ENDING HOURS - SHOULD HAVE FULL TOTAL OF ANNUAL AND LONG SERVICE
LEAVE

ONCE ANNUAL LEAVE AND LONG SERVICE LEAVE ARE BOTH IN 0, CREATE PAYRUN
FOR EMPLOYEE



Go to XERO - PAY EMPLOYEES - ADD PAY RUN - SELECT PAY PERIOD (SHOULD BE
FRIDAY OF EMPLOYEES TERMINATION DATE) - NEXT

E.G EMPLOYEE’S LAST DAY IS WEDNESDAY FEB 17, PERIOD ENDING IS FEB 19

ONLY SELECT EMPLOYEE YOU’RE CREATING A PAYRUN FOR

SELECT PAYRUN AND SCROLL TO THE BOTTOM - SET AS FINAL PAY




