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Base Pay Change PAF

How to update an employee’s pay rate in Paycom.

1. Log into your Paycom Client account
2. Navigate to Talent Management > Personnel Action Forms > Create Personnel Action Form
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3. Seach for the emplo&eé’é name and select their name, in blue.
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4. PAF Type: Pay Changes
PAF Reason: Base Pay Change
5. Choose your appliable workflow and input your effective date

6. Complete the Rate 1 information
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a. Choose New Pay Rate ($)

b. Input the pay rate in dollars

c. If non-exempt, the rate needs to be per hour

d. If salaried, the rate needs to be per pay period or per annum
7. Read and complete questions 1 and 2

8. Select Submit and Email
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