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Go to Payroll Menu Bar > View then click Employees.

Maintenance Transactions

Files =

Employees” window will show, click the employee you want to change the Basic Pay.

Drag a column header here to group by that column
Last Mame L | First Name ‘ Department | Job Position ‘ Tax Status | Salary Type |
LCaatill, qa]ﬁand.hdankahng_hmdaﬁ Staff Single
:E Deyoung Support Department Married employee w... | Semi-Monthly '
JUNCS EL=10110]= UL LA DGl UL SUTT oUEEaT L QIIIL& WVEERTY
Leffler Kirk: Admin Department CEQ Single Maonthly
Maggio Daniel Admin Department Junior Accountant Single Weekly
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Then under HRIS (Lower right part of the window), click the Salary History.

A HRIS

Skills
Relatives

Educational Background

Tranings & Seminars
Memo History
Employment History

Medical Records

PRC/Professional Licenses

Leoal Records
Qrganizations

Salary History

Benefits History
Manage Dependents

Salary History Form window will show, and then click NEW.

[® SalryHistoryForm

Deyoung, Marianne G.
Current Monthly Rate : 28000.00
Salary History || Details
Drag a column header here to group by that column
Effectivity Prew Dept Prev Rate Mew Dept Mew Rate
s [1/1/2017 “NONE- sD 28,000.00
| @ Mew | |S Delete ) Cancel = Save | Close |
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After clicking NEW, you can now change the Basic Rate of the employee you have highlighted on
the employees’ window, after changing click Save.

SalaryHistoryForm

Deyoung, Marianne G.
Current Monthly Rate : 28000.00
Detais
Effectivity Date | 1/2/2017 -|
Previous Salary Info Mew Salary Info
Department sD v| Department |?SD v|
Rank |Rank and File - | Rank |Rank and File - |
Job Position |JL||'|ic-|' Support - | Job Position |Junior Support - |
BasicRate | 2300000 -| || BasicRate || 30000 |
Remarks
) New =] Delete | ol Cancel | | =] Save | | Close

After clicking Save, a prompt will show, just click Yes.

r Save Record

This will update the Salary Info of Marianne Deyoung and
will effect on next Transaction
Do you want to continue?
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To verify if the Basic Pay is updated, Just DOUBLE CLICK the Employee.

Drag a column header here to group by that column

As you can see, the Basic Rate is updated.

Last Mame ] | First Name ‘ Department | Job Position ‘ Tax Status | Salary Type |
:E Deyoung Support Department Married employee w... | Semi-Monthly

Jones Janine Support Department  Junior Support Single Weekly .

Leffler Kirk: Admin Department CEQ Single Monthly

Maggio Daniel Admin Department Junior Accountant Single Weekly

Picture | Main Details || Personal Details
Employee Code |UUE | Biometric Code [] Mirin
Last Mame |Deyuung | Date Hir
Mo image data First Mame |Marianne | Birthday
Middle Mame |Garcia | Gender
Status |F‘.egular - | Email Ac
Upload Clear Rank |F‘.ank and File - | Contact

Payroll Details | Withholding Tax / Contributions Settings | Miscellaneous

Department |Support Department ~ o900 | R
Job Position |Jur1iur Support T e | L
Cost Center | w ooo | v
Tax Status |Married employee with 1 dependent - | B
Rate Type |I"«'1|::nn1i'1lyI = | B
Frequency |Svami—|'~'1|::nr11j'1l1,-I - | c
=
Basic Rate | 30,000.00 © | T
Hourly Rate | 143.77 . | F
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