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Change from Hourly to Salary

Payments and Deductions - https://paiyroll.com/kb/change-from-hourly-to-salary/

Follow this article to change an hourly paid worker to a salary or from Salary to Hourly.

Pay Item Editor
Navigate to the Pay Item editor, and search or select the employee.

Delete any Hourly Pay Items e.g. Shift using the Trash icon and click Update:
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D Pay Item editor Home » Administrators » Update

hr.director@paiyroll.com » Pay ltem editor

| ] Add From... l
Company:  Advanced Mechanics Status:  Current < Search: Department:  (All]

Absolute, Anthony (T) Executive
Baba, Ali (1) Food

| Weekly Shiow all:

RHP 01207 Rolled-up haliday pay (RHP) @ 12.07% - | o
Shift1 18.7600 0.00 Shift Work - BT_)
Weekly pay 1n.00 0,00 Timed rate scheme-weekly | [0

L Create Pay leim:
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Select the Salary Pay Definition in the Create Pay Item selector and then click +Create to

create the Pay Item on the employee:

Enter their annual salary in the Base Salary input, then click Update to check that the mini payslip

shows the correct period amount:
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Baba, Ali (1) Food
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RHP
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Weekly pay
Create Pay Item:
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Current * Search:

0.1207 Rolled-up haliday pay (RHP}
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Change from Salary to Hourly

This is the opposite of the steps above.

Home » Administrators » Update

hr.director@paiyroll.com » Pay Item editor

Department:  (All]
"
Show all:
Payslip for Absolute, Anthony (T) Executive® »*
10
- | (O]
Deductions 476.16 e
Mot pay
Pay dale 20240728 )
Bank account ANTHONY ABSOLUTE 12-34-56 12345676 1O
Tax bagis OT W1/M1 (NI Category A)
Mational Insurance (M1} -76.16
Pay As You Eam (PAYE) -400.00
Salary 2000.00

* Only includes payfinformation entered to date

If you do not have a suitable hourly pay definition, then follow the steps here to add a Shift Pay

Definition

In the Pay Item Editor, delete the Salary Pay Item using the Trash icon and click Update.

Select the Shift Pay Definition in the Create Pay Item selector and then click +Create to create

the Pay Item on the employee:

Enter hours and rate, then click Update to check that the mini payslip shows the correct period

amount:
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