
Web Client 

How to Change an Employee’s Pay Rate

1. Go to www.kaizencpas.com/ypd .  In the upper left, click on CLIENT LOGIN.

2. Login to the employer portal:

USER ID:

PASSWORD:

www.kaizencpas.com/ypd


3. Click on the “Employees” button on the left-hand side of the screen:

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.



5. One the menu to the left, click the “Pay” button.

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.



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.


