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HOW TO EDIT AN EMPLOYEES PAY FREQUENCY Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 

 

 

1. Click Employees 
2. Select the Employee  
3. Click Edit 
 
 
 

 

 

 

 

 

Click Employees 1 

Click Edit 3 

Select the Employee 2 
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4. Welcome to the Modify Employee Wizard will appear, click Next until you reach the Tax Setup 
screen.   
 

 
 

5. Select the Pay Frequency desired from the drop down 
6. Click Next, continue to click Next until you reach the Finish screen 
 

 
 

Pay Frequency Options: 
Daily (260 pay periods) 
Weekly (52 pay periods) 
Bi-Weekly (26 pay periods) 
Semi-Monthly (24 pay periods) 
Monthly (12 pay periods) 
Quarterly (4 pay periods) 
Annual (1 pay period) 
 
 

Click Next 6 

Select Pay Frequency desired 5 

Click Next 4 
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7. Click Finish 

 

 
 

Click Finish 7 
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