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Go to → File → Open Company 
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Select a company 
to open 
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Click → OK 
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Go to → Employees 
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Select an employee 
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Click→ Next, until Tax Setup appears 
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Modify Employee Wizard will appear 
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Choose  Pay Frequency 
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Click→ Next, until finished appears 
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Click→ Finish 
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Congratulations! You now know how to change an employee’s pay frequency. 
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