
 
 

Steps to perform pay cut. (For small group of employees) 

1. Go to Update Employee > Employee’s Career Progress 

2. Login to effective pay cut period. 

 

3. Click on New. 

 

 



 
 

4. Under Progression code type in PAYCUT. 

5. The Career Progression Code Maintenance Table will be prompted. 

6. Type in your preferred description. For example: PAY CUT 

 

 

 

 

 



 
 

7. Key in pay cut effective date under Increment Effective Date. 

8. You can either indicate pay cut amount under Increment or New 

salary after pay cut in New Salary field. 

 

9. Click Save and the record will be reflected on Update Tab. 



 

 


