% cpayroll
Get Started Guide — Online Reporting

Including Expense Management, Expense Reimbursement and Expense Reporting

ePayroll’s online reporting capabilities allow you to manage your Expense Management, Expense Reimbursement and
Expense Reporting online with ease.

ePayroll’s online Expense Management tool gives your employees the ability to perform expense claims online by
completing the simple request form shown below, and have their requests quickly reviewed, approved and reimbursed
through the payroll cycle. Not only does this make life easier for your employees, it simplifies the preparation of your
payroll data, decreases errors and significantly reduces expense claim processing time.

Expense Applicatiol

Status | Processing + Accepted v

Status

Employes

Expense Type Amount

Date Applied Approver

Edit Billy JEAM Expenze Reimbursement $2000 (Inclhude GET) 15022011 Janette Francis Processing
Exit Janette Francis Expense Reimbursement $50.00 (Include GST) 10022011 Princess JASMINE Processing
Eulit Billy JEARM Expense Reimbursement

F300.00 (Include GST)

0E022011 Janette Franciz

Processing

1

Hame I Timesheet T Employees T Payroll ]’ Employer ] Requests [ My Account T Reparting I On-Demand Docs I Administration ]

Request Home [ Leave Roster I Payment History I Leave Payment I Expense Payment T Projected Leave ]

I Expense Form Request I

Employee Hame Jayden Smith

Reporting To Janette Franciz (Managers)
Position Directar Created On 160252011
Type of Expense Expense Reimbursement |+ | Status ey
Amount Include GST
Comments

@
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ePayroll's Manager Self Service allows you to access all current and previous payroll reports, as demonstrated below.

Open Payrolls I Paid Payrolls [ ¥TD

Financial Year Select Time Period

4 2010- 2011

‘fear-End Reports

June

IMay

April

Iarch

February

January

December

4 Mavernber
IManth-End Reparts

4 Payroll Reports
Manthly 29/11L/2010
Fartnightly 26/11/2010
Fartnightly 14/11/2010
Fartnightly 05/11/2010 Adhac
Fartnightly 05/11/2010 Adhac

Qctober

September

August

July

Title Start Date
Wieekly Employees 240172011
tlonthily 010172011
Fortnichitly 10001 72011
‘Wieekly Employees 1000172011
Fortnictithy 2TH 202010

Select Pay Cycle

End Date

300012011

310201

23012011

18072011

02001 /2011

Release Date

2011

280152011

25001 2011

172011

1101 /2011

Submit Date

2011

2900172011

25001 12011

172011

11012011

Accounting Date

31012011

28012011

21001 2011

1702011
0701 /2011

Paid Date

1301 2011

0sA172010

18012011

050172011
18012011

Status

Paidl

Paid

Paid

Paid

Paicl

ePayroll's Online Reporting Module allows you to access a variety of reports on demand such as those below. All you
need to do is purchase credits that do not expire and you can access any reports you require online anytime,

anywhere.

On-Demand [ Credits I Repaort History ]

Finance -

» Fulfilment (L Credits)

» GL Data Report {1 Credits)

» LSLAASLO2S (3 Credits)

» Warkers Compensation {3 Credits)

HRIM i~

» Age Profile {1 Credits)

» Birthday {1 Credits)

» Centrelink (L Credits)

» Employee Cast Centre (2 Credits)
» Emplayee Infa (Excel) (3 Cradits)

» Employee Inquiry (L Credits)

» SalaryHistary (3 Credits)

» Tenure {1 Credits)

» Transaction Data (Excel) {3 Credits)
» Turnover (1 Credits)

Leave -

» Leave Audit (3 Credits)

Welcome - BPO TEST On-Demand Reports.

You currently have 20 credits available
GET CREDITS MO

Wielcome to BPC TEST On-Demand Reports. You now have the power to analyse your payroll data with the ability to generate reports on

demand when you need them.

N

You can selectfrom a range of reports which is currently being expanded. These include, database downloads ofyour transaction and

. Select a report fram the menu. A sample repart will autamatically be displayed before vou decide to run the repart.
. Belectthe appropriate reportfilters and click run.

. Exportthe reportinto a range of formats including Adohe PDF and Microsoft Excel to save locally.
. You have the option of emailing the report to vourself as an attachment in the selected format.

employvee data, Transaction Report, Centrelink Report, Salary History, Leave Audit and Employee Cost Centre.

To get started you have heen supplied with free credits, once you have used these you can Purchase more which can be used any time, credits

will not expire,
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