
Webpos User
Manual



http://sageportal.cyclingireland.ie/

Login Page Webpos

Sign Up Page Webpos

http://sageportal.cyclingireland.ie/SignUp.aspx

If you don't have a webpos account, you can use the
link below to create your own account.
Fill all the information to create the account

Link access webpos

http://sageportal.cyclingireland.ie/
http://sageportal.cyclingireland.ie/SignUp.aspx


1º Step add car and bank details

Add your car details, so
the system can calculate
your rate when you claim
mileage

Add your bank details, if
you haven't sent it
already. 



2º Step Submit Expenses

Click here to save

Use the last day of the
month

Fill the purpose of the
claim

1 - Select the type of expense
2 - Fill the date
3 - Fill the details of the expense
4 - Fill the amount 
5 - Select the project (event)
6 - Select the category of the expense

You can add more rows if
you need it

Mark that option



Submit Expenses

Choose the file in your
laptop or cell phone 

After choose the file,
Upload it

Submit and Finish
After you Save in the last menu, you have to follow
the steps in the following order:
1 - Choose the file in your laptop or cell phone (you
can open webpos using your mobile phone and
upload photos of the receipts)
2 - After Choose, Upload it
3 - Submit & Finish, then the claim will be send to
the approver review it and authorize it. 

Note:
When you have too many rows to fill, rename
the receipts following the same order you filled
in the rows, that way the visual keeps clean



View Expenses

View Expenses

Click in the folder to
see the expenses

When the status is
Draft, you can open it
and amend it


