
EDITING A PAY PERIOD  

1. Hover on Payroll and click on Pay Periods: 

 

 

 

 
 
 
 
2. Filter via Team Member, Pay Period, etc. if desired, by using the filter boxes and click Go: 

 

 

3. Find the correct pay period for the correct team member: 

 

 

 

 

 

4. Click on the edit icon: 

 

 

 

 

 

5. The following screen will appear: 

 

 

 

 

 

 

 

Edit dates 

 Change Pay 

Frequency 

 Change 

Gross Pay 

Amount 

 Change 

number of 

Days Paid 

 Click Save to 

confirm 

changes 

 


