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Smartly.

Ditch the paper timesheets and confidently track and manage
your team's hours.
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Getting started

(Settings > Employee permissions)

New to

Payroll administrators can easily enable employee access and manage permissions for the
whole team from one place. If your employees use the app, they need to be enabled for
employee access in your Smartly site. To locate the Employee Permissions screen, go to

Smartly?

‘Settings’ > ‘Employee Permissions’. Here, you’ll find your employees' home departments, email
addresses, usernames, and their employee access status.

Turning on employee access for employees

1. Go to ‘Settings’ > ‘Employee permissions’

2. Click on 'Set passwords' and tick the employees who will be using the Smartly app for the
first time.

3. Once selected, click 'Send'. This will automatically send out a password reset email to your
employees.

<

@ Home
=g Tasks
& People
@ Pay
% Manage
[ Organise

B Reports

Employee permissions

Manage employee access

Link admin lagins. Set passwords

Set up and manage access for your employees, choose which permissionsfeatures they have access to and set who their leave and fimesheet approvers are.

Manage employee access

NAME

Chariie Gibbs (CG)

81 Seftings
Company settings
Payroll settings
Report settings
Users

= Employee permissions

Jayne Fox (2323)

Jayne Fox (JFT)

Set permissions Assign approvers and managers

& HOME DEPARTMENT EMAIL ADDRESS USERNAME
Plumbing m C
Plumbing Janyet@hetmail.com
Plumbing Janyef@hotmail.com Jaynefoxy

8 0 8 o

ENABLE

& EMPLOYEE ACCESS
ACCESS

& Admin access
& Admin access

& Admin access

Kayla Beetle (KE)

Kelth Example (KE}

Lily Fryer (LFT)

Mary Example (ME)

Notifications

@ SmartHR

@

Tim Ress (TR)

Send password reset emails

B | NaME USERNAME
Charlie Gibbs (CG) CharlieGibby
Jayne Fox (JF1) Jaynefoxy
Kayla Beetle (KB) kaylabeetlebug
[C] | Lily Fryer (LF1) Lilyfryer

|:| Tim Ross (TR) timrossy

Search

EMAIL ADDRESS

CharlieG2@hotmail.com

Janyef@hotmail.com

KaylaB@hotmail.com

Lily@ hotmail.com

TimR&hotmail.com

Rows per page: 100 -+ 1-50f 5

Payroll administrators will need to let their employees know their usernames.

N

( Cancel |

To simplify, we recommend using their email address as their username.
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Enabling employee permissions

To enable an employee for employee access simply tick the check box, and the system will
automatically add their email address as their username to log in to the app (if their username
has not already been set). If you want to change the username, delete the default username and
enter the new one.

1. Tick the check box to enable employee access.

2. System will automatically add their email address as their username to log in to the app.

Manage emplayee sccess Set permissians Astign approvers and managerss
Alistair Brown (HT234) Wages ABrown@test.com ABrowni@ test.com = & Admin access
Amanda Farrell [RTH) Helpdesk AmandaBtestoom Amanda@test.com = # Admin access
Bosts Lucas (RTZ) Helpdask Boris@testcom Boris@tost.com = F Admin access
Brady Craft [BI) Wages BradyCraft@test.com BradyCraft@test.com ] & Admin access
Brady Varquez (RTEBE) Helpdesk Bvard test.cam Bazitest.com = & Admin aceess
Brynne Rhodes [JL) Marketing Rhodesd test.com Rhodes@testoom ] & Admin access
Cabvin McGraw (CMT) Helpdask samuele® datacom co.nz nr2dn = & Admin access

(i To see which employees haven't been enabled for employee access click on the
'‘Enable employee access' column sort arrows.

Setting permissions

Once enabled you can set permissions for your employees by selecting the 'Set Permissions' tab.
All employees enabled for employee access will have the 'Apply for leave' permission ticked on
automatically.

Updating in bulk

If you'd like to update more than one employee at once, tick the check boxes on the far left for the
employees you want to edit. Once you've selected the employees, click on the 'Edit' button and a
pop-up will appear. Here you can select the permissions you want to give the selected employees.
Once done click 'Confirm'.

Manage employes access Set parmissions Assign approvers and managers
-
Alistalr Brown (HT234) Wages = = Set permissions (3 selected) x
Changes made here will be updated for selected amployees.
Amanda Farrell (RTH) Helpdask ] =
— — — Ed Apply for lemve
L] Boris Lucas (AT2) Helpdesk = O £ ¥ Enter timasheats
B Approve leave
Brady Craft (Bl) Wages
B Approve timeshests
] Brady Vazquez (RTBBB) Helpdesk | d L] Basic Manager access

[ Advanced manager access

Canced

You can easily set permissions for your employees by selecting the checkboxes. Choose which
employees you’d like to be able to apply for leave, enter timesheets, approve leave, and approve
timesheets.
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Assigning approvers

Once you've set the permissions for your team, including choosing who will be able to approve
leave and timesheets, you can click on the 'Assign Approvers' tab.

Here you can use the dropdown lists to select the leave and timesheet approver for each
employee. The leave and timesheet approver lists will only contain the employees you have set
as leave/timesheet approvers on the set permissions tab.

You can set approvers one-by-one, or in bulk.

i age employee access Set permissions Assi gn approvers and managers

Alistair Brown (HT234) Wages
Amanda Farrell (RTH) Helpdesk
Boris Lucas (RTZ) Helpdesk
Brady Craft (BI) Wages

Brady Vazquez (RTBEB) Helpdesk

Updating in bulk

Select a group of employees, then click on the edit button to edit multiple employees at once.
Once completed, click ‘Confirm’.

Scenario: On some occasions, a manager who approves leave and timesheets may take an
extended break.

If you need to update the approver for a whole team all at once, you can sort the ‘Leave
Approver’ column, and see every employee that person is the approver for.

Simply select these employees and update the approver in bulk by clicking the edit button.
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Adding hours to pays
Timesheets via the Smartly app

Hours submitted by employees through the Smartly mobile app automatically feed through to
your payroll site. They will show up in the pending tab until they've been approved by either you
or their manager.

If you have managers reviewing team timesheets, hours will be automatically loaded into the pay
packet when they are approved. If hours are declined, the timesheet status will show as
declined in the app and the timesheet will be deleted from the payroll site.

See our Smartly app guide for details on using timesheets in the app.

o 12/ ©

Timesheets sync up At a glance employees If you selected a
with an employee’s can see how many timesheet approver, their
pay period and each hours they’ve worked hours will be sent to their
timesheet card shows and see where in the manager to review before
a seven day working approval process their approving for payroll.
week. timesheets are.

Or if you are approving in the site, you can approve from the pending tab.
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Approving and declining timesheets
(Organise > Timesheets)

To view, approve, add or edit employee timesheets, go to ‘Organise’ > ‘Timesheets’.
In this screen, you can sort by the following statuses:

Submitted - Hours yet to be approved and added to a pay.
Approved - Timesheets that have already been approved.

Declined - Hours that have been declined.

Not submitted - Staff who have not yet submitted their timesheets.

You can also filter by:

e Employee
o Week

e Pay period
e Department
e Pay group

You can approve/decline timesheets for employees by individual day, per week, or in bulk for
multiple employees.

Single Day:
e To approve/decline a single day, click on the submission and click approve/decline.

Single Employee's Week:
» To approve/decline an employee's week, go into their submission and click approve/decline
in the bottom right corner.

In Bulk:
» To approve/decline multiple timesheets in bulk, from the table view select each employee
who's timesheet you want to approve.
» Once you've selected each employee, click the 3 dots on the right side of the table and
either approve/decline.

a, T Filters (D)
Employee MM Colwmns 7%
w
Woak
Kim Holden [H52) by Staff 22.5his 24hrs 415 - Susberitiend »
ol Py
vl Yates (DE3) by Staff nfa 32 hes - Susberitiend »
Pay period
Civla Yatus (DEY) : ¥ by Sraif nfa 24 hrs - Subrrirted b3
Anika Morena [LTF) Stat by Staff 28.5 hrs 2d hrs 45 - Susbrwisted b
Al statuses w orla Yates
Hasad Vang (OF) H
Select all
O s setected
Hasad Vang (0F) B A 25 - 20 A 25 .
32 Houn 32
Approved
Josial Mcdowell (HP) O e T T T e e
= Tos 18 Weed 1 Tha 17 e S 19 Son 20
[] Daclined 8
Josial Medewell (HP) L .
+ + +
[] Mot submitted Suberatiod E— Saratind Sasberatted
ek James (TH) [
% Subemitted + + + +
4 g
| Decline Approve
A s
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Adding and editing a time entry for an employee

Managers and payroll administrators can easily add time entries for employees in the Smartly
website.

Add an entry

1. Select an employee.

2. Click on the plus icon.

3. Select their 'pay type' from the drop down menu.
4. Enter the start time and end time.

5. Enter any unpaid breaks.

6. Add a comment (optional)

7. Click 'save', this automatically approves the hours for pay and shows in the calendar.

Kim Holden

21 Apr 25 - 2T Apr 25 .
24 Hours +1.5

Man 21 Fri 25

Tue 22 Wed 23 Thu 24 Sat 26 Sun 27
B8 =]
+ ’ + + +
Monday 21 Apr X hmitted
5.5 Hours
Pay type +
Salary w = =
[ Decline | | Approve
Start time End time . A
09:00 am 03:00 pm
Unpaid break
L8] Hours 30 Mins
Approver comments (optional)
Add your comment here
0300 characters
Cancel Save

@ To edit a timesheet entry, click into the entry in the calendar, make your changes
and save.
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Viewing hours in a pay packet

Approved hours will flow straight through to the pay which you can see by clicking ‘Pay’ > ‘Run
a pay’ and then double clicking into the employee's name.

Hours submitted by timesheets, cannot be edited in the pay packet. The payroll administrator or
manager will need to edit in the timesheet tab and re-save.

<
Normal pay details for Charlie Gibbs

8 Jul 2024 - 14 Jul 2024

T Tasks Waakly Staff, Waekly Wages employes  Paid up fo: 23 Jul 2023 € Back te Pay Run
& Save & Go 1o next unpakd emglayes

Feople COSTING ACCOUNTING CODE QUICK CODE HOURS 3 Save & Go ba nant smployes
@ Pay - Plumbing mull Plum 650 - . l"ji_".l
-
Run a pay .I'Fﬁ'.:':} Cancal
Timeshest import Earnings wore info
SOURE Gioid Py 539500
Display payslips : -
NORMAL PRY . RATE AMOUNT Oefinary Pay Tax
Export pay detalls Wages = & 30,0000 519500 PAYE
Pay reversal Deductions 41670
Tame ared a hadf % 200000
& Manage - Mot Py
Add leave itern Agdd ene ol payresnt Edit costing Mo of days paid 1
A Organise w
Actions
B Reports w ALLOWANCES CUANTITY RATE AMOUNT I Enter a paytip messags
Toals {Non Taxable) 2 50 50000 S et WA Seman ot
83 Settings w 3 Tarminate the smployes
Hon T: 1 1
[ Smart HR Patrol fhicn Tuxabileh 0o $10000 4

Total Earnings  $395.00
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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




