
 

      HOW TO AMEND A CONTRACT  

 

 

Go on the company page=>financial information 

 

 

Click on the contract you want to amend 

 



First of all make sure you amend the information in Adapt then: 

 

Click on activities=>Contract Email Amended Form=>2  forms will display 

1 form is for the personal details such as address etc and another 1 is for the 
rates 

Based from the amended information on Adapt amend also the form , don’t 
forget to highlight what you have amended to make work easier and faster 
for the payroll department! 

If you want to keep the saved informations in the form/s click first on email 
amended details 

Save your doc and send it to Payroll. 

 

 

 


