
Manual Pay 

You would perform a “Manual Pay” for an employee that you need to make an adjustment 

to.  

 

 

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. 

 



 

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. 

 

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.  

 

Once you have left clicked on the “Past Pay Periods” icon the below screen will open: 

 

 



 

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. 

 

 

 



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. 

 

Left click on “Disbursements”  

 

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. 



 

 

 

 

 

 

 


