
 

Steps to change pay group  

Setup 

1. Go to Payroll Setup > Pay Group Setup 

2. Click on New 

 

3. Set the pay group name (eg. 4.0DAYS), days worked per week and hours 

worked per year accordingly  

4. Set the global weekly setting to indicate the working and off  

5. Click on Save 

 

6. Save successfully 

 

 



 

 

Assign New Pay Group individually for small group of employees 

1. Go to Employee > Calendar 

2. Choose the newly created pay group > Change 

  

3. Click on OK 

 

4. Changed successfully 

 

 

 

 

 



 

 

Mass Assign New Pay Group 

1. Go to Utility > Global Change  

2. Key in pay group at the searching field > click on pay group 

 

3. Choose the newly created pay group under value 

4. Choose the query accordingly (choose ‘ACTIVE STAFF’ if applicable to 

all employees) 

5. Click Process 

 

6. Click OK 

 

7. Changed successfully 

 
-END- 


