Manual Pay

You would perform a “Manual Pay” for an employee that you need to make an adjustment
to.
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Payroll Payrun
B[] Pay schedules due for pay run teday (Fri 5/08/2011).

; - [] Fortnightly Pay: 15/07/2011 - 28/07/2011, Pay Run Date: Fri 05/08/2011, {Planned Pay Run Date: Sun 31/07/2011)
=[] Pay schedules not yet due

wWeekly: 8/09/2011 - 14/08/2011, Pay Run Date: Wed 31/08/2011, (Planned Pay Run Date: Wed 14/09/2011)

[] Monthly Pay: 1/08/2011 - 31/08/2011, Pay Run Date: Fri 05/08/2011, (Planned Pay Run Date: Mon 05/09/2011)

1o Employee Name Gross § Tax s Net & Super S Allow. S Comm. & | P.Super & Ded. & Lw Taken
1002 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
1011 0.00 0.00 0.00 0.00 o.00 0.00 o.00 0.00 0.00
1012 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
1014 0.00 0.00 0.00 0.00 o.00 0.00 o.00 0.00 0.00

1015
1016
9457
99328
10836

0.00 0.00 0.00 0.00 0.00 0.00 000 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 000 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 000 0.00
10837 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
11064 0.00 0.00 0.00 0.00 0.00 0.00 000 0.00
11084 Michelle Mooney 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
11085 | Emma Gold 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Right Click on the
employee you wish to

do the manual pay
for.
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To open the “Manual Pay” screen you need to firstly click on the “Payrun” tab and then right
click on the employee you wish to do the manual pay for.

Payroll Payrumn

B[] Pay schedules due for pay run today (Fri 5/08/2011).
[ Fortnightly Pay: 15/07/2011 - 28/07/2011, Pay Run Date: Fri 0
B[] Pay schedules n Pay

Weekly: 8/0 UR=EeTy 3/20
[] Manthly Pay 5/08
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EManualPay - B X

Administration Pay Grade

Pay Period: 08/08/2011 - 14/09/2011, Pay Run Date: Wed 31/08/2011
i Twantto make a new manual payment

8/09/2011 - 14/09/2011 (Currert) |~

2. Print/Preview Manual Pay Advice. .

Once you have left clicked on “Manual Pay” the above screen will open.

Within this screen you must manually work out what PAYG Tax is to paid — this system will
not calculate this for you, as in some cases PAYG Tax may not be required. Once you have
filled in the required amounts for your manual pay you will be able to commit and print the
pay slip as below.

Under paid in last payrun -

-

-

8/09/2011 - 14/09/2011 (Cumert) |~ |

the Earnings and
Deductions left click on
"Calculate" and the
system will automatically
calculate any Super that
maybe applicable.

| 2. Frint/Preview Manual Fay Advice. .

Once you have completed the required amounts you need to left click on “"Commit” and then
print the pay slip, once this has been done your manual pay has been completed and can
now be processed within Eclipse Stock & Accounting.



PAST PAY PERIODS

Past Pay Periods allows you to view previous payruns that you have already “committed” in
the system.
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Once you have left clicked on the “Past Pay Periods” icon the below screen will open:

o past Pay Periods

.- Pay Schedule: Weekly
Pay Schedule: Fortnightly Pa Left Click on the + to

"drop down" to the
payrun dates.

o past Pay Periods

= Pay Schedule: Weekly

- Pay Period: 1/09/2011 - 7/09/2011 Commit Date: Wed 07/09/2011 Left C"ck on
- Pay Period: 25/08/2011 - 31/08/2011 Commit Date: Wed 31/08/2011 the required
- Pay Period: 18/08/2011 - 24/08/2011 Commit Date: Wed 24/08/2011
- Pay Period: 11/08/2011 - 17/08/2011 Commit Date: Wed 17/08/2011
- Pay Period: 4082011 - 10/08/2011 Commit Date: Wed 10/08/2011
- Pay Period: 28/07/2011 - 3/08/2011 Commit Date: Wed 03/08/2011
- Pay Period: 21/07/2011 - 27/07/2011 Commit Date: Wed 27/07/2011

payrun you
wish to view.




o Past Pay Periods

- Pay Schedule: Weekly

Pay Period: 1/09/2011 - 7/09/2011 Commit Date: Wed 07/09/2011
Pay Period: 25/08/2011 - 31/08/2011 Commit Date: Wed 31/08/2011
Pay Period: 18/08/2011 - 24/08/2011 Commit Date: Wed 24/08/2011
Pay Period: 11/08/2011 - 17/08/2011 Commit Date: Wed 17/08/2011
Pay Period: 4/08/2011 - 10/08/2011 Commit Date: Wed 10/08/2011
Pay Period: 28/07/2011 - 3/08/2011 Commit Date: Wed 03/08/2011
Pay Period: 21/07/2011 - 27/07/2011 Commit Date: Wed 27/07/2011

[ »

jin Employee Mame

1012 You can
o now view
1015 what you
1016

9457

9938

10836

10837

11064

11094 Michelle Moaney
11095 Emma Gold

11096 Ben Smith

Gross § Tax § Met § Super §
651.50 74.00 577.50 58.50
1,102.00 221.00 881.00 99.18
650.00 79.00 571.00 58.50
754.00 101.00 653.00 67.86
650,00 7400 57600 58.50
64150 T200 569.50 57.60
709.12 84.00 625.12 63.82
64150 7200 569.50 57.60
675.00 7700 5G8.00 &0.75
636.00 7100 565.00 57.24
1,055.57 250.00 805.57 94.87
1438.87 332.00 1,106.87 12936
1,145.50 236.00 913.90 10349

Allow. S
150
0.00
0.00
0.00
0.00
150
0.00
150
0.00
0.00
150
150
0.00

Comm.5 | PSuperS | Ded.5 | LvTaken
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00

<

Total Net $9.958.86

If you wish to view what your employee’s pay was made up of — left click on the required
employee to open the pay run for that employee.

ad Employee Pay Viewer (Read-only) - Emma Gold - B X
Emma Gold Eamings % Amount || Deductions $ Amount | | Leave Balance/Available Hours
Salary or Wage 1.437.37 Total Tax 332.00 Worktime Sick leave 0.00
B D 11085 Allowance 1.50 Worktime Annual Leave 9.20
mpleves Net Pay 1.106.87
Regular Pay: SGC Contribution 129.36
Pay Period  4/08/2011 - 10/08/2011
Committed On  10/08/2011
‘work Date | Day Leave Special Rate Unit/Hrs Unit Rate Amount Lwg Description/Reason Extern. Ref Payslip
04/08/2011 | Thu 2 35.93429 528747 0 MNormal ‘Wage on Hourly Rate
05/08/2011 Fri 2 3593429 528747 0 Normal ‘Wage on Hourly Rate
08082011 Mon 2 35.93429 528747 0 MNormal ‘Wage on Hourly Rate
05/082011 Tue 2 3593429 528747 0 Normal ‘Wage on Hourly Rate
10/08/2011 ‘wed 2 35.93429 528747 0 MNormal ‘Wage on Hourly Rate
«| i | v
‘wiork Date Day Allowance Deduction Unit Unit Rate Amount Avg Description/Reason Extern. Ref Payslip
04/08/2011 | Thu Laundry Allowan... 1 1.50000 $1.50 0 Laundry Allowance
4 i il

MNote: Double click on row to view its details.

| Cancel




Disbursements:

“Disbursements” is the report is generated at the end of each Payrun. This report shows you
which employee you paid in the Payrun, the amount they were paid, how payment was
made and into which accounts.
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Left click on “Disbursements”
12 Disbursement - B X
=] EFT Batches -

Pending H
E| Recent

+- 08/09/2011 - 14/09/2011 Manual Payrun (Disbursed On Fri 05/08/2011 03:13:05 RefIl: 116)

01/09/2011 - 07/09/2011 Regular Payrun (Disbursed On Thu 04/08/2011 11:42:57 RefID: 115)

25/08/2011 - 31/08/2011 Regular Payrun (Disbursed On Thu 04/08/2011 11:42:20 RefID: 114)

01/09/2011 - 07/09/2011 Advance Payrun (Disbursed On Tue 26/07/2011 04:15:47 Ref ID: 113)

- 18/08/2011 - 24/08/2011 Regular Payrun (Disbursed On Tue 26/07/2011 03:21:46 RefID: 112)

18/08/2011 - 24/08/2011 Manual Payrun (Disbursed On Tue 26/07/2011 11:02:39 RefID: 111) v

.Dishursement | v X

‘ i | #%Rollback | EFT Batch @Report = Description |08/09/2011 - 14/09/2011 Manual Payrun (Disbursed On Fri 05/08/2011 03:13:05 | Total: $154.55 ‘
Employee Audit Text Met Pay Disbursement Amt Payment Method Bank BSE Account No. External Ref. Pay Peri

1| [ Emma Gold Net Pay : Pay by che.. 15455 15455 Cheque D&mrzmj

You can see above that on this Payrun we only paid one employee.

REPORT

Below is the Eclipse Payroll Reports screen, in here you are able to reprint pay slips, super
transaction reports etc.



Employee Details Report
EmployeePayslips
Employee YTD Summary Repart
Employee ¥TD Allowance Report
- Superannuation

- Employee Super Ci
Super Fund Summary Report
Super Payment Transaction Report

- Leave
: Employee Leave Summary Report
- Employee Leave Balance Report

- Payrun
Payrun Summary Report
Payrun Transaction Report
i Disbursement Summary Report
- Transaction Analysis
: Employee All Transactions Report

Employ eave ion R rt
Employee Super Transaction Report

in

Employ

- Accounting Transaction Report




