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HOW TO EDIT AN EMPLOYEES INCOME BY CHANGING 
FROM SALARY TO HOURLY Question 

 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 Make sure you are in the correct company.  
 
1. Click Employees 
2. Select the Employee to edit 
3. Click Edit   
 
 
 
 

 
 
 
 

 
 
 
 

Click Employees 1 

Click Edit 3 

Select the Employee 2 
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4. Welcome to the Modify Employee Wizard dialog will open, click Next 
 

 

 

Continue to click Next, until you reach the Incomes screen 
 

 

 

 

 

 

 

 

 

 

 

 

Click Next 4 
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5. Check Regular Hourly Pay 
6. Fill in amount  
7. Keep Yearly Salary checked, change the amount to a penny 
8. Click Next 
 

 

 

 

 

Continue to click Next, until you reach the Finish screen 
 
 
 
 
 
 

Check Regular Hourly Pay 5 

Keep checked, change to a penny 7 

Fill in amount 6 

Click Next 8 
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9. Click Finish 
 

 

 

 

Congratulations. You have changed the employees from salary to hourly Pay! 
 

 

 

 

 

 

 

 

 

 

 

Click Finish 9 
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