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Go to: tools.helpside.com 
 

 

 

Click on Manager, Manager Tools and then on 

Employee Management. 

 

 

 

 

 

Sign in using your Helpside Account 

Username and Password. 

Click on: Sign In. 

 

 

Find the employee and click Change Employee Information next to their information. 
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Scroll down to Pay Information. 

 

 

Enter the new pay rate. 

Enter the pay period (Frequency the employee should receive the pay rate. Ex. Hourly, Weekly, Bi-

Weekly, Semi-Monthly, Monthly, or Yearly). 

Click edit to adjust the employee’s standard hours, if needed. 

Select Reason for Pay Change. 

Enter the effective date. 

Click Submit when the form is complete.
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