
ADDING/EDITING A REGULAR PAYMENT 

1. Hover on Setup and click on Team Manager: 

 

 

 

 
 
2. Click on the applicable team member:  

 

 

 

 

 

 
This will bring you to the following screen: 

 

 

 

 

 

 

 

 

 
3. Click on the Payroll tab:  

 

 

 

 

  

 



4. Scroll down to the Regular Payments section:  

 

 

 

 
5. Click the plus icon to add a Regular Payment: 

 

 

 

 

6. Select a Category (optional), enter a Description, enter the per period Amount, and enter in a 

From and To date (if applicable): 

NB: If this payment is ongoing and does not have an end date, you can leave the ‘From’ and 

‘To’ fields blank. Also, please ensure the ‘exclude from KiwiSaver’ box is ticked if the ‘Regular 

Payment’ is Rent, as per legislative requirements  

 

 

 

 

 

7. To edit a Regular Payment amount, simply adjust the figure in the Amount field: 

 

 

 

 
 
8. Click Save: 

 

 

 

 

 

 

 


