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Using Payroll Prints as Wage Evidence[image: ]
When completing a Claim Application through the Apprenticeships Data Management System (ADMS), you will need to upload evidence of wages paid to the Apprentice during the Claim Period. This resource shows you how to use payroll prints as Wage Evidence for your claim.
Payroll Prints (from a payroll system)
A Payroll Print (also known as a Payroll Extract or a Timesheet Summary) is a single document listing separate amounts for each pay event (weekly, fortnightly or monthly) covering a whole Claim Period. Some payroll prints will include a total amount, but others will require the Employer to add up the total amount to enter in the Claim Application.
Determining the extract dates
When extracting Payroll Prints from your payroll system, make sure the Payroll Print includes all days your Apprentice worked in the Claim Period, not just the pay events within the Claim Period. This can include dates outside of the Claim Period. Below is an example of a correctly extracted Payroll Print for the Claim Period 1 April 2022 to 30 June 2022. [image: Image of a Payroll print extract outlining the dates and the pay periods.]
In this payroll print extract, the first pay period covers 21 March 2022 to 3 April 2022. ADMS will exclude dates before the first day of the claim period (in this case, 21 March 2022 to 31 March 2022) so that the claim amount is accurate. This also applies to the last pay event where ADMS will exclude dates after the last day of the claim period (in this case, 1 July 2022 to 10 July 2022) so that the claim amount is accurate.
Dates
When uploading and entering details for the Payroll Print, you should record the ‘Date from’ and ‘Date to’ as it appears in the Payroll Print extract. Using the example provided above, the ‘Date from’ and ‘Date to’ reflect the period of the extract, as below. 
[image: Screen shot of the wage evidence section of a claim application in ADMS highlighting the date from, date to and amount]
Amount
When uploading and entering details for the Payroll Print, you should record the ‘Amount’ ensuring you enter the gross wage amount from your wage evidence. Be careful not to confuse this with the ‘nett amount’ or ‘net amount’ as this may impact your claim amount. 
[image: Screen shot of a payroll print outlining the gross wage amount]
ADMS will perform the calculations required to exclude dates outside of the Claim Period when calculating your payment amount.
	Tip: An incorrectly extracted Payroll Print that excludes days worked in the Claim Period with incorrectly recorded dates and amounts will result in an incorrect payment. 


Gross Amount Recorded
The ‘Gross amount recorded’ is calculated based on the ‘Amount’ recorded in the wage evidence document uploaded. The Gross amount recorded is used to determine your wage subsidy entitlements.
Claim Amounts Payable
The ‘Claim amounts payable’ will be calculated based on the ‘Gross amount recorded’. This is the subsidy amount you will receive if you submit your claim. It is not an estimate. 
Submission of this Claim Application confirms your acceptance of the amount payable.
[image: Screen shot of the wage evidence section of a claim application in ADMS outlining the gross amount recorded and Claim amounts payable]
[bookmark: _Toc98923522][bookmark: _Toc218702885][bookmark: _Toc938951044][bookmark: _Toc602438784][bookmark: _Toc749445088][bookmark: _Toc101430519]Commencements and Cancellations
If there was a commencement, cancellation, withdrawal or completion during the Claim Period, ADMS will use the dates recorded in the relevant fields within the Claim Application to determine the ‘Claim amounts payable’.
Support
For assistance with completing Claim Applications or submitting Wage Evidence in ADMS, contact 1800 719 706.
For assistance with ADMS, contact the National Customer Service Line (NCSL) on 1800 020 108.
For feedback on this Knowledge Article, contact ADMSEngagement@dese.gov.au.
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For Apprentice Name :Timesheets paid betweel

Name

EXAMPLE EMPLOYER - ABN ; 123456789

HOURLY SUMMARY EXTRACT

21 March 2022 and 10 July 2022;

PayPeriod  Gross Normal O/T1 O/T2 O/T3 PL AL RDO Other Tax Adds Deds Nett
Name 03/04/2022  $1522.96 76,0000 4.0000 0.0000 0.00000.0000 0.0000 0.00000.0000 ~ $184.00 $0.00 $0.00 $1,338.96
Name 17/04/2022  $1321.12 456000 0.4000 0.0000 0.00000.0000 22.8000 0.0000 7.6000 $140.00 $0.00 $0.00 $1,181.12
Name 01/05/2022 $131881  60.8000 0.7000 0.0000 0.0000 0.0000 00000 0.0000 15.2000 $140.00 $0.00 $0.00 $1,178.81
Name 15/05/2022  $288.02 15.2000 0.8000 0.0000 0.00000.0000 0.0000 0.00000.0000  $0.00 $0.00 $0.00 $288.02
Name 15/05/2022  $1,14627  22.8000 1.2000 0.0000 0.0000 0.0000  0.0000 0.0000 38.0000 $164.00 $0.00 $0.00 $982.27
Name 29/05/2022  $1,53824  19.0000 3.0000 1.0000 0.0000 38.0000 0.00000.0000 19.0000 $188.00 $0.00 $0.00 $1,35024
Name 12/06/2022 $2,134.84  66.5000 105000 3.5000 0.0000 0.0000 0.0000 0.0000 9.5000 ~$370.00 $0.00 $0.00 $1,764.84
Name 26/06/2022 $1,839.39 652500 2.0000 2.5000 0.0000 0.0000  8.9500 0.0000 0.0000 ~$268.00 $0.00 $0.00 $1,571.39
Name 10/07/2022 $1,839.39 652500 2.0000 2.5000 0.0000 0.0000 _ 8.9500 0.0000 0.0000 _$268.00 $0.00 $0.00 $1,571.39
Employee Totals: 10~ $12,949.04 2951500 24.600 9.5000 0.0000 38.000  40.700 0.0000 89.3000 $1,270.00 $0.00 $0.00 $11,227.04
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Date from Date to Amount
21 Mar 2021 10 Jul2022 $12,949.04
Gross amount recorded $12,949.04

Attachment

Wages April Qrt.pdf
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Name 12/06/2022  $2,134.84  66.5000 10.5000 3.5000 0.0000 0.0000 0.0000 0.00009.5000 $370.00 $0.00 $0.00 $1,764.84
Name 26/06/2022  $1,839.39  65.2500 2.0000 2.5000 0.0000 0.0000  8.9500 0.0000 0.0000 $268.00 $0.00 $0.00 $1,571.39
Name 10/07/2022 $1,83939  65.2500 2.0000 2.5000 0.0000 0.0000 _ 8.9500 0.0000 0.0000 _$268.00 $0.00 $0.00 $1,571.39

Employee Totals: 10 2951500 24.600 9.5000 0.0000 38.000 40.700 0.0000 89.3000 $1,270.00 $0.00 $0.00 $11,227.04





image6.png
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21 Mar 2021 10 Jul2022 $12,949.04 Wages April Qrt.pdf

Gross amount recorded $12,949.04

Claim amounts payable
BAC

$5,260.65

You have recorded the gross amount paid to Angus Hogann between 21 March 2022 and 10 July 2022 as

$12,949.04





