
Providers:  How To Upload Payroll and Expenditure Reports 

 

 

 

 

 

1. Select the Payroll tab to add/upload payroll and expenditure reports. 
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1. Enter payroll start/end dates. 

2.  Download the payroll 

template and update the 

hour and wage 

information for each 

youth.  Save the 

template to your 

computer as a CSV file. 

3. Back on the website, 

browse to the saved 

template and upload the 

CSV file. 

 

If the system detects an error, review the message 

and find the youth’s name in your CSV file. 

Update the youth’s information in the template and 

save to your computer.  Re-upload the template.  

The new upload will override the existing upload.  

You can continue to re-upload as needed prior to 

submitting payroll. 

Go to www.illinoisworknet.com/SYEP2014guide and select 

“Sign into SYEP Partner Tools”. 

 

http://www.illinoisworknet.com/SYEP2014guide


 

 

 

 

 

 

 

 

 

5.  Once both the payroll and expenditure documents are uploaded, you can submit your payroll.  Once you submit 

your payroll, you cannot make changes. 

View your payroll approval status. 

 

 

 
Not Submitted:  Grantee has not submitted payroll/expenditures for review. The 
information can be edited by the grantee until it is submitted. 
 
Not Reviewed:  Grantee submitted payroll/expenditures. DCEO/DHS will update the status 
once it is approved. 
 
Approved: DCEO/DHS reviewed and approved payroll/expenditures. 

 

4.  Browse to your updated expenditure report and upload the file.  (Acceptable file types include .pdf, .xls, .xlsx, 

and .csv.) 

IMPORTANT – Make sure your payroll start/end dates match the information in your expenditure report. 
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