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1. Xero Payroll Calendars Setup to match Clevertime Pay Group 

In Xero, please check the payroll calendar’s name, period type, and period start date: 

a) First of all, go to organization settings, then payroll settings. On the second bar of 

Calendars settings. 

 

 



 
 

b) Make sure the pay calendar's name, pay period, and period start date is matching the 

pay group settings in CleverTime. 

 

 

 

 

 



2. Xero Pay Items Setup to match Pay Types in CleverTime 

In Xero, please check the Pay Items’ name are the same as Clevertime Pay Types’ name 

a) On the fourth bar of Pay Items settings 

 

b) In Clevertime, go to Settings and then Pay Types. For example, pay type NT(normal time) 

is named “Ordinary Time”, the same as Xero earning rate. 

 



 

3. Synchronize Xero data to Clevertime 

After all the Pay Calendar/Pay Group and Pay Items/Pay Types checked in both systems. Please 

go to Clevertime’s - “Import & export” menu, then “Payroll Transfer”. On the top right corner 

there will be a “Sync Xero” button. 

  

4. Authorize Clevertime access a set of scopes 

After click on the Sync Xero button. For the first time, Clevertime will request authorization 

from your Xero organization & ask for a set of scopes. These scopes will be displayed 

and describe what data Clevertime will be able to access. 

 

 

 

 

 



5. After authorizing Clevertime a full access, we will fetch the following data from Xero: 

a) Pay items 

b) Pay calendars 

c) Employees 

  

 

And you are ready to export the payroll data back to Xero timesheet. 
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