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Managing Leave,
Smartly.

A complete guide to using your leave calendar.
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Leave calendar - for payroll

admins

Viewing your leave calendar

You can find your leave calendar by heading to Organise > Leave in the left-hand navigation of

your Smartly site, and selecting ‘Calendar’.
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Filters

It's easy to filter your calendar view, to find the information you need. You can filter by:

e employee
e leave type
e status

e department

* pay group
Click 'Filters’ to select from the drop down menu.
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Leave statuses

Pending - Leave requests that haven't been approved or declined.
Approved/Completed - Leave requests that have been approved, or completed.

Declined - Leave requests that have been declined. By default, you aren't shown this leave in
your calendar, but can use the 'Status' filter to show declined leave.

Calendar view

You can easily change your calendar view by selecting 'WEEK' or 'MONTH'.

Click on the month at the top left hand side of the calendar at anytime to select a date using the
date picker.

» Month view - This view only shows you employees with leave requests.
* Week view - By default, this view will only show employees with leave. Untick the box to
show all employees.

Click 'TODAY' to be taken back to the current date. Or use the arrows to move forward or
backwards between the weeks/months.
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Week View
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Good Friday
Anika Holden Shatubory heslidary takon, T
Cullen Parter Seatuteey heliday takin, T
Ivan Modowel| Seatutory holiday taken, T,
Justine Rhodaes Statutory holiday takon, T
Mehru Franks Statutory heoliday taken, 7

Plate Burton Sratutary Reslidany taken, 7.
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Statutory holidays

Statutory holidays are always shown in your calendar in pink. You'll also be shown all regional
anniversaries.

Adding a leave request

As a payroll admin, you can add a leave request on behalf of any employee that belongs to a
pay group that you have access to. To do this, start by clicking 'Add leave'. Enter all the leave
information in the pop-up. Once completed, click Save.

Q) You’ll only be able to apply for leave types that the employee is enabled for.

Enter the leave request into the current pay packet by ticking 'Pay now'.

Click 'Cancel' to delete the request, a draft won't be created.
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Managing leave requests

» Pending leave requests - You can make changes to a pending leave request, and either
approve or decline.

e Approved leave requests - You can make changes to an approved leave request, and either
save or decline.

» Partially processed leave requests - You can only make changes to the days, hours and
weeks of the pay period, as well as the leave end date of a partially processed leave request.

View only

» Declined leave requests - Declined leave requests are view only, and unable to be edited.
+ Completed leave requests - Completed leave requests are view only, and unable to be
edited.
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Leave calendar - for managers

Viewing your leave calendar

You can find your ‘Leave calendar’ by logging into your Work Hub. Click on 'Organise’ and then
‘Leave calendar"'.
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You can filter your calendar view by:

o status
e |eave type
e employee

Click the arrow to select from the drop down menu, or start typing to search what you're looking
for.
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Leave statuses

Pending - Leave requests that haven't been approved or declined.
Approved/Completed - Leave requests that have been approved, or completed.

Declined - Leave requests that have been declined. By default, you aren't shown this leave in
your calendar, but can use the 'Status' filter to show declined leave.

Calendar view

You can easily change your calendar view by selecting 'WEEK' or 'MONTH'.

Click on the month at the top left hand side of the calendar at anytime to select a date using the date
picker.

« Month view - This view only shows employees with leave.

« Week view - By default, this view will only show employees with leave. Untick the box to show all
employees.

Click 'TODAY' to be taken back to the current date. Or use the arrows to move forward or backwards
between the weeks/months.
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Q = Filters (0) ~ [ Cnly show employees with active leave
April 2025 WEEK  MONTH Perrding ApprovedComplsted Dechined
Mon, 14 Apr Tue, 15 Apr Wod, 16 Apr Thu, 17 Apr Fri, 18 Apr Sat, 19 Apr Sun, 20 Apr
Good Friday
Anika Holden Shatutory heslidary takon, 7.
Cullen Parter Shatutery hesliday takon, T.
lvan Modowel| Sratutory holiday taken, 7.
Justine Rhodes Statutory haliday taken, 7.

Mehru Franks Statutory heliday takon, T

Plate Burton Stalutory heolidary takon, 7.
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Public holidays

Statutory holidays are always shown in your calendar in pink. You'll also be shown all regional

anniversaries.

Adding a leave request

As a manager, you can add a leave request on behalf of any employees that you are the leave
approver for. YoU'll only be able to apply for leave types that the employee is enabled for. If you
don’t have access to an employee you manage, chat to your payroll admin. Enter all the leave
information in the pop-up. Once completed, click Save.

Note: You'll only be able to apply for leave types that the employee is enabled for.

e Enter the leave request into the current pay packet by ticking '‘Pay now'.
e Click 'Cancel' to delete the request. A draft won't be created.
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Managing leave requests

£ TOoDAY 3

Sun, 20 Apr

» Pending leave requests - You can make changes to a pending leave request, and either

approve or decline.

+ Approved leave requests - You can make changes to an approved leave request, and either

save or decline.

» Partially processed leave requests - You can only make changes to the days, hours and
weeks of the pay period, as well as the leave end date of a partially processed leave request.

View only

» Declined leave requests - Declined leave requests are view only, and unable to be edited.
o Completed leave requests - Completed leave requests are view only, and unable to be

edited.
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User permissions

For payroll admins

Payroll admins will only be able to manage leave in their leave calendar for employees who
belong to pay groups they have access to. Payroll admins must also be set up for day to day
processing. You can check both of these under 'Settings' > 'Users'.
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For managers
Admins can enable managers to approve leave under 'Settings' > 'Employee permissions' > 'Set

permissions' > Tick on ‘Approve leave’.

Admins can also assign leave approvers for employees by going into 'Settings' > 'Employees' >
'Assign approvers'. This will give managers access to manage their employees’ leave from the
leave calendar.
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We're here
to help

Whether you’re after some information, or
you’ve got something niggly or urgent that you
want to chat through with an expert - we’ve got
you! Our customer support team can be reached
on 0800 10 10 38, Monday to Friday, excluding
public holidays.

Smartly

Powering your people




