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Adjust Employee Rates 
Navigate to the Human Resources section located under the Administration menu. 

 

 

Select the employee you wish to edit by clicking on their name. 
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To adjust an employees pay rate due to incorrect entry edit the existing Job assignment. Otherwise, 
create a new job assignment if the employee’s salary has changed. 

To add a new job assignment click on the + icon under job assignments and complete a new entry with 
the new hourly rate and effective date.  
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