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The main steps:
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1 Enter work report
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- 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



- Select month

- Several months can also be selected

Note: In the case of withholding tax liability or in interim earnings, invoices cannot 
be created for more than one month

- Enter hours at the respective date

- Hourly rate must be above 50 CHF

- Submit report

2 Enter working hours
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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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3 Settle expenses:

- 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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