
How to Change Income 
from Salary to Hourly in 

Payroll Mate® 
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Start by Opening your 

Payroll Mate 
Program 
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Go to → File → Open Company 
1 

Select a company 
to open 
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Click → OK 
3 

http://www.payrollmate.com/
http://www.payrollmate.com/


3 www.PayrollMate.com   (800)-507-1992 

Go to → Employees 

Click→ Edit 

Select an employee 
to Edit 
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Modify Employees 
Box will appear 

Click → Next, until 
Incomes appears 
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Check Hourly Pay  

Click → Next, until 
finish appears 
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Fill in Amount 
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*Keep Salary Pay checked and 
change the amount to a penny* 
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Congratulations. You have changed the employees from salary to hourly Pay! 
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