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This Factsheet has been prepared with the intention of providing you with accurate, consistent and clear information on how to use or set up Sage 
WageEasy to meet particular circumstances. Any award information or interpretation contained in this Factsheet is based on information provided 
to us and we recommend consulting the relevant Award or EBA and/or obtaining professional advice from your industry association to verify this 
information.  

 

 
 CREATING A REGISTRATION FORM IN SAGE WAGEEASY  
 
1. Open your Database.  
 
2. Click on “Help” (next to tools).  
 
3. Select “Show Licence”.  
 
4. Click next.  
 
5. Click “Change Licence Details”.  
 
6. Click next.  
 
7. Click the box “I have read and understood this information”.  
 
8. Click next.  
 
9. Click the box “the above company details are correct”.  
 
10. If prompted, enter your Client Number.  
 
11. Click next.  
 
12. Where it says “Licensed for active employees” change the number here to the number of licences. 
 
13. Click next.  
. 
14. Click next.  
 
15. The screen will prompt you to print your registration form.  
 
16. Print the form and then either email or fax it back to Support.  
 


