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

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

Viewing your
leave calendar
You can find your leave calendar by heading to
the 'Leave' section in the left-hand navigation of
your Smartly site, scroll down and click on 'Leave
calendar'.
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Filters

pay group
home department
status
leave type
employee

Leave statuses

Leave requests that haven't been approved or
declined. 

Leave requests that have been approved, or
completed.

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. 



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 below 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. 

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

Month view

Week view

Statutory holidays



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

Click 'Cancel' to delete the request. You'll
then be shown the message below, and a
draft won't be created. 

You can cost leave to departments or jobs for all employees that are set up for this functionality. 

Costing leave requests
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When you’re editing an approved or partially processed leave request that is included in an open
pay packet, you’ll be prompted to clear the pay packet when you click Save. 

Tip

31 2

4 5

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. 

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.

Managing leave
requests
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View only

Leave items
Leave items are created in the 'Run a pay' section
of your Smartly site, and will be shown in your
Leave Calendar. However, they are 'read only', and
only shown when 'approved' or 'completed'. If you
want to edit an approved leave item, you can do
this by double clicking into the employee from the
Run a pay screen. 



Leave calendar
for line managers



You can filter your calendar view by:

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

Viewing your
leave calendar
You can find your leave calendar by logging into
your Manager's Portal browser. Click on 'Team
leave' and then 'Leave calendar'. If you're not
currently using your Manager's Portal, read our
handy guide, or watch our demo video to get
started. 
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Filters

status
leave type
employee

Leave statuses
Leave requests that haven't been approved or
declined. 

Leave requests that have been approved, or
completed.

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. 

https://login.smartly.co.nz/
https://smartly.co.nz/support/help-centre/Employer/managers-portal/managers-portal-guide0
https://youtu.be/TeDdjc72Heo


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 below 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. 

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

Month view

Week view

Public holidays



Adding a leave
request

As a line manager, you can add a leave
request on behalf of any employees that
you are the leave approver for on the
Manager's Portal. 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.
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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. 

You can cost leave to departments or jobs for all employees that are set up for this functionality. 

Costing leave requests
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You won’t be able to edit an approved or partially processed leave request that is included in an
open pay packet. If you need to make a change to a leave request that’s included in an open pay
packet, chat to your payroll admin.  

Tip

1 2

4 5

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. 

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.

Managing leave
requests

View only

Leave items
Leave items that are created in the 'Run
a pay' section of your Smartly site will be
shown in your Leave Calendar. However,
they are 'read only', and only shown
when 'approved' or 'completed'. 



User permissions

Leave calendar guide How to check user roles

11

For payroll admins

For line managers

Payroll admins will only be able
to manage leave in their Leave
Calendar for employees who
belong to pay groups they have
access to. You can check this
under 'Company details' >
'Users'. 

Enabling line managers to
approve leave can be managed
under 'Company details' > 'Self-
service' > 'Set permissions'.

You can also assign leave
approvers for employees by
going into 'Company details' >
'Self-service' > 'Assign
approvers'. This will give their
line manager access to manage
their leave from the leave
calendar. 



We're here 
to help
For information or answers to simpler questions head to our online
help centre. Otherwise, if you’ve got something niggly or urgent that
you want to chat through with an expert – we’ve got you! 

You can reach our customer support team on 0800 10 10 38,
Monday to Friday, excluding public holidays. 
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