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QUICK REFERENCE GUIDE
FTE PAYROLL DATA COLLECTION

ONLINE FORM

Comecare has transformed our full-fime equivalent employee (FTE) and payroll dafa collection process from a paper form
to an online process. You can now submit your agency’s FTE and payroll defails online using an agency specific link that
will be sent fo you via email. Please contact Comcare on 1300 366 979 to speak with your Account Manager if you need
assistance with using the link.

1. Comcare’s Online FTE Payroll Data form

An agency specific link will be emailed to your workplace email account. Click on the link to open the FTE Payroll
forms portal.

2. Enter details on the FTE Payroll Data form

1. The forms portal will display a FTE Payroll Data form for the current data collection cycle (Estimates or Actuals)

FTE Payroll (O]

Lo our

Asstralism Gnermment

Comeare

FTE and Payroil Dats Cloud ETE AND PAYROLL DATA CLOUD ®

Yourfagency details
Your full name *
¥our phone number
our emall address
*our posttion *
Agency name
Agency AEN
Callection cycle details
Fimancial | year ACTUALS for 2021-22

Estimates

FTE number of workers entitled to benefits under the SRC Act ™ @

Payroll details for workers entitled to benefits under the SRC Act* @

Declaration
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2. The top part of the screen will ask you to enter your:
> full name
> phone number (10 digits)
> email address (optional)
> position.
[t will also show whether the form is asking for Estimates or Actuals and the financial year for which the data is
being collected.
Collection cycle details

Financial year ACTUALS for 2021-22

3. You can enter the FTE Payroll information for your agency.

FTE number of workers entitled to benefits under the SRC Act* @

Payroll details for workers entitled to benefits under the SRC Act = @

FTE and Payroll details are fo be enfered as whole numbers.
Note: All fields marked with an asterisk (*) on the form are mandatory.

If you are unsure how fo defermine the correct value for a field, click the *?” next to the field label for assisfance on what
information to consider.

Some agencies include exira fields for employees entitled to benefits under the SRC Act s6(1)(h) or SRC Act s6(1)(i).
For these agencies, when calculating the FTE number of ordinary employees, or the payroll for ordinary employees, do
not include the values for employees entitled to benefits under the SRC Act s6(1)(h) or SRC Act s6(1)(i). These values
should be calculated separately, and entered into the FTE number and payroll fields for employees entitled to benefits
under the SRC Act s6(1)(h) or SRC Act s6(1)(i).

4. Atthe boftom of the page, you must tick the declaration box to confirm that you have authority to submit this information

on behalf of their agency.
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Submit your FTE Payroll Data

When you are happy that all the information on your FTE Payroll form is correct for the collection cycle and
financial year, click the Submit butfon.

The Comcare Online Forms Portfal will display the following page:

m FTE Payroll Data

FTE PAYROLL DATA

The FTE snd Remunersion ESTIMATES for 2017-18 for has been subirabed sucessiully

Back to tasks list
Back to Comecare website

FTE Payrell Data - - ESTIMATES for 2007- 18 pf

The bottom of the page displays a link o a PDF with confirmation of the details that you have submitted fo Comcare
(see more details below).

If you select the link, the Comcare webpage will ask if you want fo Open, Save or Cancel the PDF:
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4. The PDF will display all the information you submitted fo Comcare:

5.
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Submission Confirmation PDF

. ESTIMATES for 2022-23
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Thank you for submitting your FTE Payroll Estimates online. A summary of your submission is below:

FTE Mumber of workers entitlad to banefits under the SRC Act e

Remuneration for workers enfitled to benefits under the SRC Act e
Input Tax Credit Percentage TR
Mame: O
Position: EEE—
Date Submitted: TS

For assistance, please call Comcare on 1300 366 979

A copy of the PDF will also be emailed to the email provided in step two above. The email reads as follows:

Dear <User Name>,

Thank you for providing your agency’s Full Time Employee (FTE) and Payroll data to Comcare. Your agency data has
been received and has been updated in our systems. The attached PDF is confirmation of the data you have provided.
If an error has been made during the data submission process, please contact Comcare as a new FTE Payroll Data
link will need to be provided to you.

If you have any questions, please do not hesitate to contact Comcare on 1300 366 979.

If you believe you have made any errors in the dafa that has been submitted to Comcare, you can re-submit a new
FTE Payroll form until the due date using the same agency specific link for that collection cycle. If the due date for the
collection cycle has passed, you will need to contact Comcare on 1300 366 979 and speak fo your Account Manager
to arrange fo submit your FTE payroll data for that collection cycle.



