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Getting started

Logging in

Your username and password

When your employer sets you up on the Smartly app, you’ll get an email to set up your
password. Your employer will need to let you know what your username is.

Downloading and logging in

You can download the Smartly app from the Apple or Google Play Stores. Supported mobile

versions include:
iOS -12.0 or later.

Android - version 8.0 or higher.

= .
Login
@
o) ®
Naxt
Forgot Password
S Smartly.

(1)

Once you've downloaded
the app, enter your
username and password.
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© Smartly.

Please set up your PIN

1 2 3
4 5 6
i 8 9

0 a

SKIP NOW

2]

The first time you log in
to the mobile app, you'll
be prompted to create a
PIN, so you don’t need to
put in your username and
password each time you
want to use it.

Skip now to bypass this
step.

Do you want to allow
Smartly to use Face ID?

Face ID is used to unlock the
app without needing a pin

Don't Allow OK

(3]

If your mobile device is
biometric compatible,
once you’ve confirmed
your PIN, a pop-up
message will appear
asking you if you want to
enable biometrics.

It will use whatever is set
as the default on your
device - face or
fingerprint ID.
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Resetting your PIN

If you ever forget your PIN, resetting it is easy! The Forgot PIN function will send you back to the
main login screen. You will sign in again using your username and password before you are
prompted to set up a new PIN.

Resetting your password

If you forget or want to change your password, tap on Forgot password to get an access code
to reset it.

Change your PIN

< SETTINGS
: Sma‘rﬂy. SmE Use PIN
Enter PIN Enter P
Face ID
Fargot PIN
1 2 3 1 2 Terms & conditions >
E—b
4 5 6 o 4 5 App version
T 8 9 7 8
o
MEny x MENU o
s L
=
0 9 You can change your PIN
. at any time under Settings.
Tap Menu and a sidebar Tap Forgot PIN. J 9
will appear.
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Your personal information

Your personal information is entered by your organisation’s payroll administrator, and you can

easily view this at any time.

If you need to update your contact information, bank account or tax code, you will need to

contact the person who manages your pay.

How to view your profile

Jehn Smith
@  Help centre >
-3 Settings »
&  Legout >
5 Smartly.
@ B @ |
Hoasl PATELIFE Tas{SHELTS LEAVE Lot
Tap Menu.

&
HOME

(2]

Tap View account.
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John Smith

Halp contre

Settings

Leg out

S Smartly.

PATELIPE TRALSHELTS

LEAWE

& PROFILE

John
Smith

58 Gaunt Street
Auckiand, 1010
Mew Zealand

L&

021123 4567

Ermail
johnsmith@email.com
IRL

123-456-T89

1as 234

@® i
PSS TRMESMELTS

Make edits & Save.

B

04



Payslips

Viewing your payslips

You can access your pay information at any time in Payslips.

In the app, you can see your payslips from the last 3 months. To view anything older than that,

you’ll need to talk to your payroll administrator. You also have the option to send yourself a
copy to your email address that is linked to your account.

How to view your pay details

PERSOMNAL MANAGER

RECENT PAYSLIPS & PAYSLIP DETAILS
PAY DAY NET PAY NET PAY
29 Mar 2021 $627.63 $627 63
PAY DAY 29 MAR 2021
Paricd ond date 24 Mar 2021
4 PAY DAY NET PAY
o 22 Mar 2021 $613.02
3 Email payslip
°
L
: PAY DAY NET PAY
° 15 Mar 2021 $630.21 Mormal pay
© Wages
L]
° Time and a half
: PAY DAY MET PAY Additional hours worked
° 08 Mar 2021 $627.63
°
°
° Allowances
° PAY DAY NET PaY Tost allowance
'. 01 Mar 2021 $600.30
L]
°
° Leave
'. Want more payslips? Annual leave
° If you need payslips from more than three

® months ago, talk to your payroll administrator.
L]

a

°
°
°
@ z
HOME PAYSLIES | TIMESHEETS  LEAVE MENY

To see a list of all your
recent pays, tap Payslips.
Tap a pay to see your
pay details.

PERSONAL MANAGER

One off payment

Bonus

Deductions
Dbt rapaymant
PAYE

Net pay

Direct credit amount

S Smartly.

$500.00
$500.00
$0.00
$0.00

$0.00

$312.20
$312.20

$812.20
$0.00

$184.57
$50.00
$134.57

5627.63
$627.63

Tap Email payslip to

send a PDF version to

your inbox.

When you choose a payslip to display you’ll see a breakdown on screen of your pay for that

period including:

* wages and PAYE

* any overtime worked

* any leave taken

* any bonuses or deductions.
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Managing your leave

Applying for leave

You can easily apply for leave from the homepage or leave section.

After you’'ve submitted a request for approval, it will show as Pending and remain in the
Upcoming screen until it has been paid. It will then move to History.

When your manager has approved or declined the request, the status will update.

How to apply for leave

PERSONAL MANAGER

MY LEAVE & Apply for lave

€ NEW LEAVE REQUEST

UPCOMING BALANCE HISTORY
LEAVE TYPE
Annual leave 22.5 Hours
16 Fob 2021 - 17 Feb 2021 Panding Annual leave 8
Annual leave 22.5 Hours CHOOSE DATE(S)
1 Mar 2021 - 3 Mar 2021 Pending S
bl 19 Feb 2021 - 20 Feb 2021
Annual leave 22.5 Hours [ Annual leave ]
4 Mar 2021 Approved
DURATION BALANCE
Alternative holidays
Annuael Ie]ave 22.5‘Hou;s 18 Hrs 144.32 His >
RN o Bereavement Leave
Annual leave 22.5 Hours Jury Service COMMENTS
12 Nov 2021 Approved
Lieu
LWOP
Sick leave L
€ Smartly.
Cancel
o @
HOME PAYSLIPS TIMESMEETS LEAVE MENU
Tap Apply for leave. Choose your leave type Choose your start and
from the drop-down list. end dates. The Duration

field will prefill with the
total number of hours
and update your leave
balance.

Enter any comments
and tap submit.
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Future leave balances

You'll also see your future leave balances when applying for leave.

These balances adjust based on the values you enter and will help you when planning time off.

€ NEW LEAVE REQUEST

Annual leave

19 Feb 2021 - 20 Feb 2021

Hours v 15 Hours

Current balance 3.4 Woeeks (144.32 Hours)

Accrued leave + 0.84 Woeks
Approved raquests - 015 Waaks

Pending requests - 1 Week

This request - 04 Weaks

Projected balance 2.4 Weeks (129.32 Hours)

Submit

Accrued leave - The amount of leave built up by the date of this request.

Current balance

Acerued leave
Approved requests

Pending requests

This request

Projected balance

3.14 Weeks (144.32 Hours)

+ 0.84 Weeks
= 0.15 Weeks

= 1 Week

= 0.4 Weoks

2.4 Weeks (129.32 Hours)

Approved requests - The amount of leave you already have planned.

Pending requests - Leave you've requested that hasn't been approved yet.

Projected balance - The amount of leave you'll have left at the end date of this request after all
approved and pending requests have been taken into account.
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Viewing your leave
The leave section defaults to the Upcoming screen.

You can see the type(s) of leave you've requested, the dates and number of hours you'll be
taking and whether it has been approved or declined, or is still pending.

Your history and balances display on different screens which you can move between by using
the tab option across the top.

ﬂ Use the tabs to move between the different leave screens.
s 2 Upcoming/Balance/History
MY LEAVE + Apply for leave

Annual leave

M 4,23 Weeks (28780%s)

Sick leave

& 2 Days

Alternative holidays

£ 0 Hours

Lieu

B O Hours

(6] Srartly.

@ ® L) =)

-
HOME PAYSUPS  TIMESHIRTS LESE MEHY

Edit or withdraw an existing leave request

€ EDIT LEAVE REQUEST

PERSONAL MANAGER
TS -
°®
°®
MY LEAVE + Apply for leave °®
°
°® Annual leave (O]
i bt ° ¢
°
°
°
Annual leave 22.5 Hours
16 Fob 2021 - 17 Fab 2021 Panding
16 Feb 2021 - 16 Feb 2021

Annual leave 22.5 Hours

1 Mar 2021 - 3 Mar 2027 Pending

Annual leave 22.5 Hours Hours @ 75 Hrs
4 Mar 2021 Apoorwd

Annual leave 225 Hours Al e
22 Jun 2021 Apgoved

1Day (7.5 Hrs )

Annual leave 22.5 Hours TO edit, Update the
- relevant details and
g tap Save.
This is where we fill out the commaents for this job.
Reports on any impartant info about the job goes
Ta a Pendin |eave Iave, hils fleld dynamically eupands diown with mors .
froF?n the U c%min B To withdraw the
© Smartly.
Y P 9 ) request, tap
— screen. | Withdraw Save .
BB e e Withdraw.

(T\ You cannot edit withdrawn, declined, approved or completed leave. You can withdraw approved
leave and re-submit if required.
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Timesheets

General information

The Timesheets section defaults to an ‘Active’ screen where you can see a list of your timesheets
that are yet to be processed by payroll. These can be in one of four states:

Draft Draft - you can continue to make updates until submitted.
Submitted Submitted - sent to your manager and can’t be edited.
Approved  Approved - approved by your manager and can no longer be edited.

Declined - rejected by your manager and can be edited so you can resubmit.

Time entries can be added to any active timesheet no matter what the status is.
New timesheets will appear on the day your new pay week begins.

All completed timesheets will automatically move to History once they’ve been paid.

Move between Active and History to see your unpaid vs

® a paid timesheets.
MY TIMESHEETS
ACTIVE HISTORY
More details
TRl SHELT PLRSOD More de'alls d
7T Febr 21 - 13 Feb 21 Oraft
TOTAL ALLOWANCES TOTAL WEKKLY HOURS TIMESHEET PERIOD
3080 3 Haeey 31Jan 21- 6 Feb 21 Submitted
N [Tt T WD THY L AT
T B 9 o n =z 13 TOTAL ALLOWANCES TOTAL WEEKLY HOURS
e $0.00 37.5 Hours
3000
Submit drafts
SUN MOMN TUE WED THU FRI SaT
e T 31 1 2 3 4 5 6
TIRELSHELT PERSOD + T.5hr T.Shr T.Shr T.Shr T.5hr *
31 Jan 21 - & Fab 21 Subemitied
TOTAL ALLOWANCES = TOTAL WEEKLY MO DLURS
S0.00 375 Hi
These coloured dots
W T wm o Tw M s show the status of
n 1 2 3 4 L3 &
R your time entries for

that day.

Timesheet cards

These show a 7-day working week and give you a summary for that pay week, including the
number of hours worked on a given day, the total number of hours worked that week, the status
of your daily time entries and overall timesheet.

If you get paid monthly, days that fall into a different pay period will be greyed out and can’t be
edited in this timesheet.
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Adding time entries

To add a new entry to a timesheet, follow steps 1-3. As you’re adding your time entries, they will
stay in draft until you submit them. When you submit your timesheet, all your draft time entries
for the pay week will be sent to your manager for approval. You can only edit draft or declined
time entries. See step 4.

Costing your hours worked

If you see a Costed to field in your time entry screens, your employer tracks labour costs across
the business.

Talk to your manager or payroll administrator about how you should be correctly using this feature.

How to add and edit a time entry

BATE FOTAL DAILY HEURS

_ e NEWTIME ENTRT s FEB 2021 3 H'u"
MY TIMESHEETS i TR i Bl 3Hours 3
€ ACTIVE TIMESHEET 8 FEB 2021 3 HOURS il
ACTIVE HISTORY
FRASHILT PLROD TOTAL WY RGOS
7T Feb 21 -13 Fab 21 3 Hours PAY TYP
Mo detalls 3 € EDIT TIME ENTRY
mm wew  TE wwm W m a Wadii %
TRALSHEET PERIOE 9!
7 Fab 21-13 Fob 21 rant TN 8 [FO ORI TV 1= 12 pae e
TOTAL ALLOWANECES TOTL WIEKLY HOURS 8 FEB 2021 3 HRS
530,00 3 Hours
SN WON  TUE WEB  TWU PRI SAT Bare s o 09:00am 12:00pm
T B L] w0 n 2 Lk ] 8 FEB 2021 3 Hours
- ¥ B Wages v
$I0C0
CEPARTMENTLAOH | ey 3H »
aurs
S Wages
M o I
are details ¥ 09:00am 12:00pm
TRLSHEET PERGO MMENT
31 Jan 21 - 6 Fab 21 Subsersrted
TOTAL ALLOWANCES TOLAL WILKLY HOURS TOTAL UNPAID BREAK
50,00 375 Hours
Submit drafts

00 hour OO0 min
s WON T wiD THUY i SaT
3

1 2 34 5 & )
TSk TShe Tk TSk b * & @ o E i
HOME PRTSLIFS TIMESHILTS LEAVE MEHU COMMENTS

Tap More details or a Choose the day you want (" own ) E]
day of the week. to enter your time entry for g
and tap Add time entry. e

Your app will pre-populate 0
with data from your last To edit, tap an entry,
timesheet. Edit your pay update and tap Save.
type, start and end times,
any unpaid breaks and You can also delete
comments as required. an entry from the edit
Tap Save. screen as well.
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Copying a previous timesheet

If you have worked the same or similar hours as another week, you can copy that timesheet

over.

See Steps 1-4

PERSONAL MANAGER ja

MY TIMESHEETS

ACTIVE
O + Copy week
DAYS
FORTNIGHTLY
TIMESHEET PERIOD
09 Jul 2023 - 15 Jul 2023
= >
UNTIL MY NEXT SUN MON  TUE  weD

9 10 n 12

PAY DAY

13 July 2023

+ Add a time entry

TIMESHEET PERIOD
02 Jul 2023 - 08 Jul 2023

+ Apply for leave SUN  MON  TUE  WED

2 E] a
@ ® B8
HOME PAYSLIPS  TIMESHEETS

0 ® 2]

HOME PAYSLIPS | TIMESHEETS LEAVE MENU

o

Tap Timesheets.

(2]

@

PERSONAL MANAGER I;

HISTORY

Moare details >

TOTAL WEEKLY HOURS
O Hours

THY FRI ST
13 4 15

More details >

TOTAL WEEKLY HOURS

O Hours

THY Rl SAT
A T a

LEAVE MENU

Tap Copy week.

Copy week

Copy from

4 Jun 23 - 10 Jun 23 (16.5 Hrs) v
Add to timesheet periods

I: 9 Jul 23 - 15 Jul 23
[] 2Jul23 -8 Jul 23

25 Jun 23 -1 Jul 23

canee

©

Choose which week
you want to copy
from, and which week
you want to copy to.
Tap Add.

Smartly mobile app guide | updated September 2024

DATE TOTAL DAILY HOURS
27 JUN 2023 7 HOURS

PAY TYPE

Salary Draft 7 Hours >

+ Add time entry

< EDIT TIME ENTRY

pare TOTAL HOURS
27 JUN 2023 7.5 HOURS
PAY TYPE
Salary %
START TIME END TIME
09:00 am 05:30 pm

UNPAID BREAK

= =

@ ® 8 =

HOME PAYSLIPS ~ TIMESHEETS  LEAVE MENU

4]

To edit, tap an entry,
update and tap Save.
You can also delete
an entry from the edit
screen as well.

If you've been set up with the ability to cost hours to departments, projects or jobs, please make
sure this field is correctly filled in before submitting.



Manager view

Personal vs manager view

If you're a manager responsible for approving leave and timesheets for your team, you will also

have a manager profile which is accessed through the same login.

When you switch views, the bottom navigation will change and ‘payslips’ will disappear. You wiill
no longer be able to see any of your own leave or timesheet information until you switch back to

personal.

Leave approvals

The leave section defaults to a pending view listing all requests you need to action.

Each item shows the name of the person requesting leave, the dates they'd like to take, what

type of leave it is and the total number of hours.

You can see more detail when you tap a request.

How to approve and decline leave requests

| PERSONAL MANAGER 5
® " 2 Q (0] PERSONAL manacer | )
Team timesheets > APPROVE LEAVE
PENDING DECLINED APPROVED
1 Pending timesheet approvals
Gerry Panda 7.5 Hours »
Team leave > 16 Feb 21 Sick leave
[ Dacline 2 Approve
1 Pending leave approvals N ,‘ i
Bob Tiger 15 Hours »
Add a time entry 16 Feb 21- 17 Feb 21 Annual leave

on behalf

Decline Approve

Add leave on

2 behalf
Hannah Hummingbird 15 Hours »
28 Feb 21 - 01 Mar 21 Annal leave
[ Decline ) Approve
S Smartly.
5 Smartly.
z ] = =]
R B ] = HOME TIMESHEETS LEAVE MENU

HOME TIMESHEETS LEAVE MENU

o 2]

To switch to your manager You can easily action any

view, tap Manager at the requests on the Pending screen,
top of your screen. You'll using the Decline or Approve
land on the home dashboard buttons.

where you’ll see how many
approvals need your
attention.

Once actioned, the requests wiill
move to the Declined or

Approved views.
Tap Pending leave approvals. To view more detail, tap a

request.
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€ LEAVE REQUEST
Gerry Panda

Sick leave

16 Feb 2021 - 16 Feb 2021

Hours v 7.50 Hours

Current balance 144.32 Hours

[ Decline ) Approve

©

You will also see the
employee’s leave
balance that will remain
after their requested
leave is taken.



Editing a leave request

If you need to edit a leave request for a staff, you can action this from your app.

Or you can do this through your work hub (logging into the Smartly site with the same username
and password as you would on your app).

® PERSONAL MANAGER Q_

APPROVE LEAVE

PENDING DECLINED APPROVED &  EDIT LEAVE REQUEST & EDIT LEAVE REQUEST

Andy Handy

Andy Handy
Add leave on
* behalf
Hours « 8.00 Hours
Annual leave v
Andy Handy 8 Hours >
12 Jun 23 - 12 Jun 23 Annual Leave CHOOS JATE(S
Current balance 3.21 Weeks (10112 Hours)
Approve 12 Jun 2023 - 12 Jun 2023
Accrued leave +197 Weeks
- 0.00 Weeks
0.00 Weeks
Hours ” 8.00 Hours This request - 0.25 Weeks
Projected balance 4.93 Weeks (155.17 Hours)
Current balance 3.21 Weeks (10112 Hours)
Smartly.
This reguest - 0.25 Waeks N
Decline /I Save and approve
@ E = Projected balance .93 Weeks (15517 Hours)
HOME TIMESHEETS LEAVE MENU
Tap on Leave Make the required changes. Tap Save and approve

(for Pending leave) or Save

Navigate to the correct (for Approved leave).

section, eg. 'Pending’, or
'‘Approved’, and tap into
the selected entry.
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Adding a leave request on behalf of your staff

You can add a leave request on behalf of your staff if you know they're taking leave, and have
yet to submit a leave request.

Or you can do this through your Manager's Portal (logging into the Smartly site with the same
username and password as you would on your app).

® Biiael ") fal & ADD LEAVE ON BEHALF
LOYEE
Team timesheets >
Choose employee v
1 Pending timesheet approvals
Team leave >
cHO —
1 Pending leave approvals
Add a time entry
on behalf
Hours
Add leave on
i behalf
S Smartly.
\ & o 2 )
HOME TIMEIS_HEETS LQE MENU HOME TIMESHEETS LEAVE MENU
Tap the +Add leave on Choose the employee and
behalf button fill out all the required fields.

Tap Save and approve.
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Timesheet approvals

The timesheet section defaults to the Pending screen showing all timesheets that need your

attention.

Each one shows the name of the person who submitted the timesheet, their total hours for the
pay week as well as a breakdown over the different days.

How to approve and decline timesheets

PERSONAL MANAGER

APPROVE TIMESHEETS

PENDING DECLINED APPROVED
Mary Elephant More details »
TIMESHEET PERIOD
31 Jan 21 - & Feb 21 Pending
TOTAL WILWLY HOURS
375 hrs
SUM  MON TUE WED  THU FRI AT
n 1 2 3 4 5 6
b TShe  TShr TSk TSk TShr e
$30.00 1000 $%00.00
,-“_7_
| Dacline ) Approve
—
Jemima Puddieduck More details >
TIMESHEET PERIOD
31 Jan 21 - 6 Fab 27 Pending
TOTAL WEEMLY HOURS
22.5 hrs
3
N MON Lyl 4 WD ™Y LUl SAT
n 1 2 3 4 5 L]
O T T T8k Ot Db b
$30.00
If Dacline ) Approve
| S

o

You can approve or reject
timesheets from the main
screen, using the buttons.
If you'd like to see more
information, tap More
details or the day of the
week you want to view.

PERSONAL MANAGER

€ JEMIMA PUDDLEDUCK

TIMESHELT PERIOD TOTAL WELKLY MOURS
7 Feb 21 - 13 Feb 21 22.5 Hours
SUN MON e WED ™Y R SAT
G 8 9 0 n 12 13
+ TS5k T.Shre T5hey + + +
$3000

DATE TOTAL DAILY HOURS

9 FEB 2021 7.5 Hours

DEPARTMENT/JOB |

Wages Approved 4.5 Hours »

DEPARTMENT/IOR |

Ovartime pay Panding 3 Hours >

] =] [

e
HOME TIMESHEET LEAVE MENU

(2]

You will go to a screen that
shows a breakdown of all
the time entries for that day
and the status of each.

You can also approve or
decline the entries from this
screen.
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PERSONAL MANAGER

APPROVE TIMESHEETS
PENDING [ DECLINED APPROVED ]
William Wolf More details
TIMESHEET PERIOD
31Jan 21 - 6 Feb 21 Dechred
TOTAL WEEKLY WOURS
375 hes
. £ ° [ .
SUN  MON TUE WED  THU i SAT
3 1 2 3 4 5 ]
[ T Tk T 5k T Che
$120.00 $4000  $4000
Valaria Vizen Mare details >
TIMESHEET FERIOD
31Jan 21- & Fab 21 Dechrad
TOTAL WEEKLY HOURS
22.5 hrs
3 . *
SUN  MON TUE WED  THU i SAT
n 1 i 4 5 &
[ TS T5he TSk Ohe Ohe
$30.00
Gartrude Goose More details >

TIMESHEET PERIOD
31Jan 21- 6 Feb 21 Dechined

(3]

Once actioned, the
request will move to the
Declined or Approved
screen.
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Editing timesheets
If you need to edit a timesheet entry for a staff, you can action this from your app.

Or you can do this through your Manager's Portal (logging into the Smartly site with the same
username and password as you would on your app).

®@ PERSONAL MANAGER n
< EDIT TIME ENTRY
Andy Handy
< ANDY HANDY
DATE TOTAL HOURS
TIMESHEET PERIOD TOTAL WEEKLY HOURS 12 JUN 2023 THOURS
10 Jun 23 - 16 Jun 23 21 Hours
SAT SUN MON TUE WED THUY FRI
10 n 12 13 14 15 16
Ohr Ohr Thr Thr Thr Ohr Ohr Wages b
DATE TOTAL DAILY HOURS 09:00 am 05:00 pm
12 JUN 2023 7 HOURS ’ eSS
FOUNDATION
Wages Approved 7 Hours >
1 0
+ Add time entry on behalf
@ Delet
\ elete
@ & =
HOME TIMESHEETS LEAVE MENU I = B
HOME TIMESHEETS LEAVE MENU
To edit a timesheet entry, Make the required changes
locate the entry under and then tap Save.

Timesheets and then tap on
the right arrow next to the
selected entry.
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Adding a timesheet entry on behalf of your staff

You can add a timesheet entry on behalf of your staff.

Or you can do this through your Manager's Portal (logging into the Smartly site with the same
username and password as you would on your app).

DATE TOTAL HOURS
Team timesheets > 0 HOURS
EMPLOYEE
1 Pending timesheet approvals
Choose employee v

Team leave >
CHOOSE DATE

1 Pending leave approvals DD/MM/YYYY

Add a time entry PAY TYPE
on behalf

g Add leave on
behalf START TIME END TIME

00:00 00:00

UNPAID BREAK

S Smartly. 00 Hours 00 Min
COMMENTS
fi B B
HOME TIMESHEETS LEAVE MENU

1]

To add a timesheet entry on
behalf of your staff, tap +Add e
a time entry on behalf.

@ 8 8

HOME TIMESHEETS LEAVE MENU

(2]

Choose the employee and fill
out all the required fields.
Tap Save and approve.
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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




