WORK REPORT AND EXPENSES GUIDE.

www.payrollplus.ch

The main steps:

@ Enter work report
@ Record working hours

@ Settle expenses

PAYROLL PLUS E3
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@ Enter work report
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+ ADD YOUR HOURS TO RELEASE SALARY

/
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Betrag Bankeingang Zahlungseingang Lohn bezahlt am
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Received payment Submitted at Approved at Salary paid
15.03.2022 16.03.2022 16.03.2022

Received payment Submitted at Approved at Salary paid
03.02.2022 04.02.2022 04.02.2022

Received payment Submitted at Approved at Salary paid
24.12.2021 2712.2021 2712.2021

- Click on «Add your hours to release salary» under «Payrolls»

- Or click on «Add hours to release salary» under «Invoices»

- Select the desired invoice, multiple selection possible
- Click on «Proceed with salary»

Note: Only when an invoice is paid, the working hours can be recorded
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@ Enter working hours

payroll Ml basicrend auf der / den Rechnungen: EEEEED " Payroll basierend auf der / den Rechnungen:
SPESEN HINZUFUGEN 2

Stundenerfassung Bankeingang exkl, MwSt + .rfassung Bankeingang exkl. MwSt: 2342.00 CHF

e woNATE

2023 v S < v ®

Fiigen hier Sie alle Monate hinzu, zu
welchen Sie Stunden zu rapportieren
haben. Wird ein Monat wieder entfernt,
so werden auch die zugehbrigen
rapportierten Stunden geldscht.
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+ SPESEN HINZUFUGEN RAPPORT EINREICHEN

h
Stundentarif CHF 58.55

Total 40h
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- Select month - Enter hours at the respective date

- Several months can also be selected - Hourly rate must be above 50 CHF

Note: In the case of withholding tax liability or in interim earnings, invoices cannot - Submit report
be created for more than one month
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Stundenerfassung
2023 v @

Payroll basierend auf der / den Rechnungen: (EEEEED

Bankeingang exkl. MwSt:

+ SPESEN HINZUFUGEN

6h
Stundentarif CHF 41.82

Resultierender Stundensatz unterschreitet CHF 50.00 Sollte die Eingabe nicht funktionieren kénnen Sie uns per Telefon unter 055 416 50 50 oder per E-Mail unter info@payrollplus.ch erreichen

Total 56h
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- If the hourly rate is less than 50 CHF, the work report cannot be submitted

- The hourly rate was set by PayrollPlus to a minimum of 50 CHF, as we have to comply with the
respective minimum wages of all Swiss CLAs.

- To submit an hourly rate over 50 CHF, fewer hours can be entered.*
- After that the work report can be submitted

Note: As an alternative to adjusting the hours, you can also switch from the Freelancer Online-

tool to the Smart online tool.

*We do not offer any warranty for the social security benefits as well as withholding tax deductions.
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@ Settle expenses:

Vorlage) hinzu sowie alle Belege die diesen Rapport betreffen. Bitte
beachten Sie, dass wir nur Spesen beriicksichtigen kinnen, welche
sich mit unserem decken und geschiftsmissig

begriindet sind. Geben Sie hier den Totalbetrag der Spesen fi diesen

Rapport ein. Unvollstindige oder nicht unterschriebene Rapporte,
kénnen nicht beriicksichtigt werden.

SPESENTOTAL

Anhang hinzufiigen 0ot ool e jpe one

Datei via Drag & Drop oder via Button hinzufiigen

L DATEI AUSWAHLEN

ASBRECHEN

- Enter expense amount

- Attention: Currency of the expense amount in the form and in the entry must be in
the same currency as the invoice

- Expenses must always be billed together with the salary. A pure invoice of expen-
ses to the customer is not possible, since in this case the relationship to the work
performed and the associated business-related expenses cannot be sufficiently
proven to the AHV.

- If, nevertheless, the expense amount was invoiced separately, a work report must be
prepared with at least one registered hour and hourly rate of 50 CHF.
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- If we receive your hourly report before 9 a.m., you will receive your
wage payment on the same day, otherwise it will be paid on the
following day.

- You will automatically receive the interim earnings form by email
once the month in which the hours were worked is completed.

- If you have any questions, please do not hesitate to contact us at
055 416 5050 or info@payrollpus.ch.
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