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Adding an Override Department to an Additional Rate of Pay 
 

To add an additional rate of pay to an employee you must start out under Employee-

Pay rate info. 
 
1. ** Please be aware that any department assigned to a specific rate on 

this screen, can not be overridden in payroll check lines. ** 
2. While on the Browse tab, select the employee. 
 

 
 
3. Either double click on the employee’s name or go to the Details tab at the top. 
 
4. You will see a grid in the middle of your screen.  Highlight the rate to which 
you want to add an override department. 
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5. Underneath the grid, next to the field Team, you will see the DBDT Picker.  

  Click on this button or hit the F4 key and it will 
bring up your Department Listing.  Highlight the one you want and click Select 
to pull this onto the rate. 

 

6. Once you have entered all the necessary data, click the Green Check mark  

to save and the Green Stack of coins to commit.   These are located in the 
top right hand corner of your screen. 


