PAYFORCE PAYROLL PROCESSING

GROW YOUR POTENTIAL

A pre-requisite for this program is completion of the Payforce Parameters, Utilities and New Employee Program.

Product Benefits

Payroll processing is the core functionality of Payforce.
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Payforce is highly regarded in the market as an effective tool for managing a
company’s payroll. It has the capability to run weekly, fortnightly, and monthly
pay runs.

Payforce’s Payroll Processing Module will provide the required information to
equip the user with the necessary skills to prepare and process successful
payrolls.

Program Cost

Program Objectives

The costis $ 700 (including

GST) for this one day trainin . . .. .
progzam_ Y 9 Upon successful completion of this training program, you will be able to:

Lunch, morning & afternoon * maintain employee data

tea will be provided. .
= establish payroll process parameters

A certificate will be . i
presented on successful = process a termination

completion of the program. . . .
= enter payroll data including timesheets, clockcards and merge

Location Maps will be provided pending transactions
to all attendees upon

confirmation of their attendance. n process the payroII data

= print the pay preparation reports and amend exceptions
Contact Us .
= process payroll costing
Address = produce costing reports
ADP Employer Services
Attention: Learning &
Development

P.O. Box 374, Mascot = create pay media for disbursement
NSW- 2020

= finalise a payroll, and understand the options to flag during each
process

= generate end of pay reports

Phone/Fax/Email = perform the General Ledger Interface and General Ledger
Phone: 02 9317 1212 processing

Fax: 02 9317 4303 ] ] ] ]
= generate month end reporting and maintain housekeeping

Email = produce retrospective pay transactions and rebank transactions

Website:
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m TRAINING REGISTRATION FORM

GROW YOUR POTENTIAL

Please complete separate forms for each course. Specific program details and bookings will be confirmed in writing seven (7) days prior to course date.
To register, either complete the registration form and fax to (02) 9317 4303 or register online at www.adppayroll.com.au

Organisation Details

Company Name:

Name of Contact Organising Training:

Address: Street Name & Number:

Suburb: State: Postcode: I:I I:I I:I |:|

Contact Details

Phone: ( ) Fax: ( )

Program Details

Program Name:

Date of Program: / /

Program Venue: NSW-Mascotl:I VIC-Mulgrave I:I QLD-Buranda I:I WA-Perth I:I SA-Adelaide I:I

Attendee Details

1. Name: Email
2. Name: Email
3. Name: Email
4. Name: Email

Terms & Conditions

This offer is valid until 30" June 2011. Written confirmation will be issued prior to the scheduled program date.

Cancellation

If a booking is cancelled more than five (5) days & less than ten (10) days prior to the scheduled course date, without immediate intention to reschedule, a charge
of $75.00 is payable. The balance of the program cost will be refunded by Automatic Data Processing Limited. If a booking is cancelled within five (5) days of
the scheduled course date, full fees and charges remain payable to Automatic Data Processing Limited.

Reschedule

Due to strictly limited numbers, Automatic Data Processing Limited cannot guarantee that a position will be available for a rescheduled program.

Transfers

There is no charge for substituting the person booked on the course. Written notification of such changes should be provided to Automatic Data Processing
Limited prior to attendance.

Automatic Data Processing Limited reserves the right to change prices and fees, programs, and scheduled dates from time to time. We also reserve the right
to cancel programs when necessary, and will undertake to provide reasonable notice should any such action become necessary.

Declaration:

| (Name) of (Company Name)

have read, understood and agree to the Terms and Conditions as stated on this form.

Signature: Date:




