
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 

 

Change pay details 

 

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 

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 

Watch a short demo on how it works 

http://www.edpay.nz/
https://vimeo.com/403525317


Change pay details (continued) 

 

 

 

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

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 

Pending payroll requests can be viewed below 

the employee’s current Job information 

Expand the box by clicking the arrow 


