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YOUR PAYROLL DEPARTMENT

Web Client
How to Change an Employee’s Pay Rate

1. Goto www.kaizencpas.com/ypd . Inthe upper left, click on CLIENT LOGIN.
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2. Login to the employer portal:
USER ID:
PASSWORD:

Sign In

Username

Password
| °

SIGN IN

Forgot Password?



www.kaizencpas.com/ypd

3. Click on the “Employees” button on the left-hand side of the screen:
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4. Click on the employee you want to change the pay rate for, then click on the “Form View” icon
in the top right-hand corner.
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5. One the menu to the left, click the “Pay” button.
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26 - Johnson, John

Demographics
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Eirst Name *

John

Address 1+

1555 Main St

Address 2

Gity *

Garfield

County

Emal

W

Employee Type ®

ML Lastisme

Johnsen

State -

MY

Ehane

26 - Johnson, John

Hire Status
Time Clock # Status *
Active v
Current Hire Date = Original Hire Date
100172010 E
Termination Date Rehire Eligible *
“Yes v
Employee Type *
NA v
Zip Code * On Call From On Call To
08838 E
Extension
Benefits
Healthcare Coverage *
N £ Pt It Fiiibia .

6. On the left-hand side of the screen, you can find the “Rate Amount” field. This is the employee’s
primary rate. You can change that here. If you wish to change a different pay rate, see step 7.

@ Dashboard
B company
Employees

Check Calculator

Payrolls

O B H M

] >
m Z

Check Finder

(i)

Reports

f Task Queue

Employees

+

€

H X <

PERSONAL

LABOR DEFAULTS

C.

B3

PA)

SHIFTS

PIECEWORK

FEDERAL

STATE

LOCAL

CHILD SUPPORT

DIRECT DEPOSIT

SCHEDULED EDS

DELIVERY

TIME OFF ACCRUAL

EMPLOYEE PORTAL

PREVIOUS NEXT

26 - Johnson, John
Salary Information
Pay Frequency *
Bi-Weekly

Salary Amount

St Hours

Averags Hours

000

Rate Number

Rate Amaynt =

EE—
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Planned Updates Qverrides
Raise Date Raise Rate
Frimary
Rase Amaunt Pay Frequency - R =
Weekly v » N
e st
Position

Hew Hire Repart *

Wage Limit

Limi Frequency

Annual

Annualized

Complated v
FLSA Exempt *

No v
Position
Effective Date @ on File *
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7. If you wish to change a pay rate that is not the primary rate, you will see the other rates on the
right-hand side of the screen. Click on the pay rate you wish to change, and override the dollar
amount.

26 - Johnson, John

Overrides
Edit Effective Periodis
ADD DELETE EXPORT TO EXCEL Edi Effective Period(s)
Primary * T Rate Mumber* 4 T Rate Amount * T
3 Yes 1 510.00
3 No 2 $2.33
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