Take your business to the next level

Changing an employee’s pay frequency

Points to consider when changing an employee’s pay frequency, eg from weekly to fortnightly

Step 1 — Open Employee Maintenance
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Go to Employee Details tab and change the Pay Frequency and Hours Per Pay Period
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The information contained in this document is intended to be a guide for using your software. It is not accounting,
bookkeeping or payroll advice. You should seek advice or clarification from your professional advisor in respect of these
matters.
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Step 2 — Go to the Standard Pay tab

Click on the salary button (if applicable) and check both Annual and Fortnightly (in this example) are
both correct.

. Employee Maintenance

Employes: | 5 |keating, Karl Adrian
YWages
Allowances I
Hourly Bates RaCtl
0.00
Salany Annual Salary
= 150.00
S Fortnightly Salary: | 1500.00 000
Mon-Cash Benef 50.00
Superannuation Hourly Riate: r 187500 )
[154.00
Leawve hManagem
0.00
Costing
30.00
EAYG
TE—— E:% Save: F1EI| E Euit: Ezc | u.oo
— 66.00
Hours Paid
Default Payslip Note | Hours Paid: 0.0
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Step 3 - Click on the Wages Button
Click on the wages button (if applicable) and make sure the hours are correct.
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The information contained in this document is intended to be a guide for using your software. It is not accounting,
bookkeeping or payroll advice. You should seek advice or clarification from your professional advisor in respect of these
matters.
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Step 4 — Check all other tabs

Modify any details where needed.

Employee: | G |Russe|, Gearge Thomas
Wages
Allowances ] Wages: 14.0000 112000
Haurly Bates Salany 0.00
Allowance Taxable: k.00
Salany
: Deduction Pre-Tax; 100.00
Deductions
I . Leawve: 0.00
Mon-Cash Benefits
. - Gross Taxable: 1025.00
........... Superannuation.
PG ™ Cverride 185,00
Leawve Management
: Allowance Mon-Tax: 0.o0
Costing _
Deduction Post-Tax: 5.00
EaAYG .
: Founding: 0.00
e Fee Net Pay: 825.00
Hours Faid
Default Payslip Mote r Hours Paid:  80.00
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Save and Exit

The information contained in this document is intended to be a guide for using your software. It is not accounting,
bookkeeping or payroll advice. You should seek advice or clarification from your professional advisor in respect of these
matters.



