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Change pay details

Use EdPay to change these pay details for an employee
. Weekly hours
. Move from part time to full time

. Move from fixed term to permanent

EdPay ==

Log in to EdPay

Watch a short demo on how it works

My Employees

My School

My Employees

+2 Add Employee

Admin5, Demo
Adminé, Demo
Allison, Teresa
Andrews, Marjorie
Baker, Ernest

Banks, Doug

Update to employee’s original job start date

Employment Agraemnt

Position Title

Designation Cods.

When you first log in, you see
the My Employees page or you
can chose it from the side menu

Click on any employee to edit
their details

Support Staff CA (Hrly Paid) ‘ Non-Teacher | $86 - Assoc - Teacher Aide v |
Grade sien Salary RataType

Grade B ‘ 09 | | 20.69 | Hourly v |
Tenurs Empioyment Status 3 Days a Week?

Permanent v ‘ Term-Time Only Part Time v | °

Average Hours PerWeek

00:00 |

Standard Work Week Hours Aggregate percentage

40:00 v | | |

Can't be less than 00:01 or cant exceed Standard
Hours Per Waek

Fortnightly Work Pattern @

Monday Tuesday

Click on the pencil
symbol to begin editing

Details that can be
changed are in white
boxes

] Grey boxes are fixed

and cannot be changed

Total work pattern hours:

Comments



http://www.edpay.nz/
https://vimeo.com/403525317
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Change pay details (continued

Only tick this box if your employee’s job start date needs to be corrected

\ Update to employee's original job start date

06/11/2019 ™

Effective Date

Once you’ve made your changes, click SEND, and your request is sent to your payroll
advisor for processing

You can view the status of your request by checking Activity History

Activity History Q, Find an \mployee...

Customer Action Required: 0
Submitted: 2
In Progress: 0

Task Task Quick

Date Created 4‘ Employee Name ‘l’ Created By ‘lf Reference \]f Type ‘1’ Status = @ Tasks

27/03/2020 Ferguson, Mattie 4372766 02 Admin5, Demo 2852229 Pay Submitted
Details
Change

Pending payroll requests can be viewed below
the employee’s current Job information

Expand the box by clicking the arrow

Status

Submitted

Effective Date Fix-Term End Date

31/03/2020

Employment Agreement Position Title Designation Code

Support Staff IEA 2017 Hourly Paid Non-Teacher 586 - Assoc - Teacher Aide
Grade Step Salary / pay rate

Grade B 06 L

Tenure Employment Status 5 Days a Week?

Permanent Timesheet Only N

Average Hours Per Week standard Work Week Hours Aggregate percentage

00:00 40:00




