
Client: How to Update Pay and Bill Rates 
 
 

1.​ Log into SimpleVMS. 
2.​ Select the ‘Workers’ Tab 
3.​ Select or search for and select the name of the Worker you wish to adjust rate information on. 

 
 

 
 
 
 



4. Once the Worker’s profile has opened you will want to change BOTH the pay and bill rates.  Confirm the 
vendor mark-up is calculated correctly and then scroll to the bottom of the Worker profile and click on ‘Save 
Changes’ for everything to be updated.

 



5. Be sure to scroll to the bottom of the worker profile and ‘Save Changes’. 
 

 
 
***IMPORTANT NOTE: If you are changing the pay and bill rate for a Worker retroactively (the worker received 
a raise on 10/16 and it is not entered in SimpleVMS until 10/18) you will also need to adjust that Worker’s 
current time sheet as the system will not auto adjust created time sheets to the new rates.  The new rates will 
just be applied to all future time sheets.   
 
To adjust the rate on a created timesheet, go back into the Worker’s profile and Click on ‘View Time & Expense 
For this Worker’.  This will open up every instance of a timesheet or expense that Worker has had within 
SimpleVMS. 
 
 

 
 
 
 
 

1.​ Select the week period that the rate should go into effect. 
 
 

  

 
 
 
 
 



2.​ Update the Pay and Bill Rate on the timesheet, then scroll to the bottom of the page and hit ‘Save 
Changes’. 

 
 
 
If you have any questions you can connect with SimpleVMS Support at support@simplevms.com or phone: 
888-255-8918 ext. 2 
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