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Getting Started

Astute Payroll is web based software that helps manage the administration of on-hire and
contracting businesses.

As an employee, you’ll submit timesheets for the hours or days you work. You may be a direct
employee of an organisation or a subcontractor working under another entity.

Once your employee access is set up by your organisation, you’ll receive an email that contains your
user ID and the URL you’ll need to set up your password and log into your Astute portal.

If you haven’t received this email, contact your administrator and they’ll be able to resend it to you.

Setting Your Password
When you click the URL in the email, you’ll be prompted to set up your password and security
questions.

The password you set will need to meet the Password Requirements listed at the top of the screen.

Once you’ve entered and confirmed the password, select two security questions from the drop
down fields and enter the answers to each, then click Set Password.

On future logins, you’ll be able to directly enter your username and password to gain access to your
portal.

astutepayrell

Username new.employee

Password

¥ Remember Me m

If you forget your username or password, click Forgot Password then enter your username or email
address. You will be sent an email containing a link you can follow to reset your password.

Setting Up Two Factor Authentication
You will also need to set up two factor authentication (2FA) as an extra layer of security on top of
your password.

If you click ‘Set up 2FA Now’, you’ll be taken through the configuration process for 2FA. Your
administrator can provide you with a guide on how to set this up.
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If you click ‘I'll set 2FA up later’, you will be directed to your portal Dashboard. Without 2FA
configured, you will still be able to submit timesheets and expenses, but will not be able to access
your Profile tab and personal information.

Employee Portal Setup

Once you’re logged into the portal you’ll have access to a number of functions.

Compliance
Your employer may have set up documents (eg employment agreements) you will need to review
and accept before you can proceed into the portal.

Compliance documents can show on your first login or at a later time if updated policies, procedures
or company notices are rolled out.

Once you've read a document, tick the checkbox to accept the terms of the document then click
Agree. You can download a document by clicking ‘click here to download’ above the document
display.

Completed compliance documents can be viewed from the ‘Your Profile’ section of your portal
Dashboard.

Terms & Agreement

Before using this portal you must agree to the following terms and conditions.
If you should have any questions, please contact the helpdesk on 1200 704 070 er helpdesk@astutepeople. som.au

DOCUMENT. szt mosified on 12.4.2015 at 02:02 sm) If you sre having trouble viewing the fie, click iere to cownlosd it to your computer for viswing.

EOFY User Guide 2017
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have read and sccept the sbove Document terms and conditions

| verify that | have read and accept all of the terms and conditions listed above:

| DO NOT accept all of the terms and conditians listed above: Disagres

If you click ‘Disagree’ you will be redirected to the main login screen and will not be able to access
your portal until the terms are accepted. Please speak with your payroll administrator if you have
any questions about a compliance document.
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Profile
The Profile tab records your personal and employment details. You will only be able to access the
Profile tab if you have configured 2FA in your portal.

Once you’ve logged in and set up 2FA, go to the Profile tab and confirm your personal information is
entered so that you can be processed through payroll.

If there is mandatory data missing, you will see an ‘Incomplete profile’ banner. Each required field
will be marked with a red exclamation point.

Personal Details A\ Incomplete profile. Please complete the missing information to ensure that your wages are paid properly and on-time.

MNew EMPLOYEE

Personal Details

First Name Middle Nam= Last Mame Known As
Maw EMPLOYEE

Date of Birth i Gender
=] Mot stated or insdequalely described. 5

Active Jobs Contact Details
Phone k- Foad Postal Address

Primary E-mail Address Payslip E-mail Address Strest Address

testi@ieample.com

Country Code Phene Number
= Townl Suburh )

Ausl

Country Code Mobile Number )
Muastradia (B1) - Region @
Country v Region L4
Motification Preferencs
Send Mefifications via Email
# Sznd system notification to this user via Email.
Send Mofifications via SM5
Send system notificstions to this user via SMS3.
Emergency Contact

Contact Datzils Postal Address
Full Name Relationship Strest Address
E-mail Address

Town § Suburb
Fhone

Repion

Country T Region v

The Profile tab is split into several sections:

Personal Details ® Personal Details (Name, Date of Birth and Gender)
e Contact Details (Phone, Email and Postal Address)
e Emergency Contact Details
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Security Settings e Manage your password and security question settings
e Manage your 2FA configuration

Employment Details e Pay Type (PAYG Employee or subcontractor)
e Employment Eligibility status

Bank Accounts o The bank account details that your wages will be paid into
e Additional bank accounts can be listed to split payments across
more than one account

Tax & Super e Tax Information (Tax File Number and lodgement history)
e Superannuation Information

Pay Advices ® Alist of payslips available for download for any processed pay
periods from within the Astute portal.

® Payslips will not appear in your Astute portal if your employer
uses an external payroll program.

YTD Balances o Balances that have been recorded in Astute for the current
financial year

Active Jobs e Alist of currently active Jobs (the Start Date has passed and the
Finish Date is in the future).

o Each job will be listed separately and can be expanded to view
additional information about Job Details, Timesheets and
Expenses.

Inactive Jobs e Alist of inactive Jobs (jobs that have finished or are yet to start)

e Each job will be listed separately and can be expanded to view
additional information about Job Details, Timesheets and
Expenses.

Dashboard

The Dashboard gives you an overview of your portal. Each module on the Dashboard links to
functions to view them in greater detail. Depending on how your organisation set up, some menus
mentioned may not be enabled.

Timesheet Summary e A summary of recent Timesheet activity.
e Click ‘View All Timesheets’ to go to the Timesheets tab.

Expenses Summary ® A summary or recent Expenses activity.
e Click ‘View All Expenses’ to go to the Expenses tab.

Your Profile e Links to common Profile functions and accepted compliance
documents
News e Displays notices and news items for your organisation.
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Downloads e A document library compiled by your organisation for quick
reference.
LLEGEEIINEL N @D Timeshests W Expenses  [HAvailabilty & Profie &

Hi New, welcome to your dashboard.

| ‘fou have 1 outstanding timesheats.

Here you'll be able fo create. submit, and view the status of your timeshest(s) and expanse(s), and
cbtain information related to your jobis).

e -
Recent Timesheets More News »
24th Feb, 2019
-
Date  File

View All Timesheets =

252018 Process Payroll Ul Change Guide.pdf

Expenses Summary

Panding Approval 0 Currently Rejected 0 Awalting Paymant: (]

Recent Expense Report Activity

Mo Expense Motifications

View All Expenses >

Your Profile

Personal Details Password !Ernpioymenl: Details
_Barli( Accounts Tax & Super ‘_’,‘oq‘rp!iance_ﬂccs
Timesheets

Timesheets can be accessed in your portal from:

o the Dashboard, clicking on Log Time

o the Dashboard, clicking on the relevant timesheet period in the Timesheet Summary section

e the Timesheets tab, which gives you access to the current period, as well as future and
historic timesheets.

The frequency and pay period of your timesheets will depend on how the portal is managed by your
organisation. This will also determine the cut-off for when you need to complete and submit each
timesheet.

Entering Hours on a Timesheet
If you only have one active Job, any hours entered in the timesheet will automatically be allocated to
that Job.

To complete your timesheet, enter the Start and Finish times plus breaks taken in the relevant fields,
then click Save (to return to the timesheet at a later point) or Submit (to send the timesheet through
to your Approver for review).
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Timesheet — Classroom s war 2018~ 100 var 2018
Date Start Finish Breaks Notes Copy Total
FOF Prin
Mon 5 Mar 8:00am 5:00pm Omin 2 Motes 8.00 hr B a
Tue & Mar Omin Notes 0.00 hr
Attached Files Add
Wed 7 Mar Omin & Notes 0.00 hr
History

Thu & Mar Omin 3 Mates 0.00 hr Timesheet has no History
Fri 9 Mar Omin 2 Motas 0.00 hr
Sat 10 Mar Omin 2 Notes 0.00 hr
Sun 11 Mar Omin & Notes Q.00 hr

8.00 h
Notes for this period
| did not wark for this period
My employment finishes this week
-~ sustain a reportable
ldidnot 8 | workplace injury this period
s
Summary

Monday Tussday Wednesday Thursday Friday Saturday Sunday Week
3.00 8.00
Total Hours £.00 0.00 0.00 0.00 0.00 0.00 0.00 8.00

Entering Hours for Multiple Jobs
If you have multiple active Jobs for a timesheet period, you can choose whether to view the
timesheet for an individual Job or to combine all your active Jobs in a single view.

Click ‘View all jobs on one timesheet’ from the Jobs in Timesheet section to consolidate the
information entered for all jobs onto a single timesheet.

To return to an individual view, click the View Timesheet option for that Job from the same section.

Projects and Pay Item Blocks
If the Projects function is enabled or there are multiple Pay ltems assigned to your Job, you'll also
have the option to add a New block for a Project or Pay Item.

Please contact your administrator for more information on the Projects or Pay Items available to
you,

Split Shifts
If split shifts are enabled on your timesheet, you'll be able to enter more than one time block each
day. For example, you may work 9am-12pm for one Job, then 12-5pm against a second job.

To enter a time block:

1. Select ‘New block’ on the relevant day in the timesheet.
2. Select the Job from the drop down list > Add.
3. Enter the Start, Finish and Breaks times as required.
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This process can be repeated to enter time blocks for the rest of the timesheet.

fiTDashboard  OREPEVEEE @ Spenses

& Profie

Timesheets

Date

Mon 5 Mar

Classroom
Time Block 1

Tue & Mar

Wed 7 Mar

Thu 2 Mar

Fri 9 Mar

Sat 10 Mar

Sun 11 Mar

Gth Mar, 2018 -

New block -

New block ~

Classroom

Supervision

Start

£:00am

11th Mar, 2018

Finish

5:00pm

Mewblock -

MNew block

Mew block -

Mew block -

Breaks

0 min

e
Omin 3

Notes Copy Total
PDF g8l Frint
200 hr a .
Notes
Jobs in Timesheet
3.00 hr Viewing all jobs on one timesheet
Classroom
Nates 3,00 hr Pending Submission iew Timeshest
Supervision
Mot Opened iew Timeshest
Attached Files & add
History | ciassreem s
Timesheet has no History
11.00 hr

If you enter overlapping time blocks for Jobs, this will be flagged in an error message at the top of
your timesheet with the relevant blocks highlighted in red. You will need to adjust the time blocks

before you can Save or Submit the timesheet.

#2Dashboard & Users

C Payroll

= Invoicing

sl Reports

& Communication

Timesheets for Derek EMPLOYEE

Date

Mon 26 Feb

Tue 27 Feb

Wed 28 Feb

Thu 1 Mar MNew bicel

& | Classroom

Supervizion

Fri 2 Mar New biccl

Sat 3 Mar Mew blocl

Sun 4 Mar New biccl

Start

8:00am

11:00am

Finish

8:00pm

3:00pm

Breaks

| 0min

| 0min

26th Feb, 2018 - 4th Mar, 2018

Expenzes

Expenzes

Some errors wet:dfound in the entries below. You will not be able to submit for approval

HNotes Copy Total

[ FoF & Frint

S W

Jobs in Timesheet

Viewing all jobs on one tmesheet

13.00 hr

Attached Files & hdd

History | Classroom ~

Timesheet has no History

13.00 hr
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Timesheet Shortcuts

If you work the same hours each day, enter the hours on the first relevant day and select the ‘to all’
icon in the Copy column. This will apply the same hours to all business days after that day on the
timesheet.

Selecting the down arrow in the Copy column will apply the details from the timesheet line directly
above to the current line (eg clicking the down arrow on Wednesday will copy the data from the
Tuesday timesheet line).

&00zm 5:00pm Omin &

Tue & Mar New bock 8.00 hr

©:00zm 12:00pm | | Omin 2

12:00pm | |5:00pm Omin &

Attached Files Add
Wed 7 Mar New biock D History | classcom 8
x Nates

Timesheet has no History

Thu 8 Mar

Sat 10 Mar

Sun 11 Mar

16.00 hr

Notes for this period

Adding Other Information to a Timesheet
Your timesheet may also allow you to record other items, such as allowances, expenses or leave
requests, depending on how your job and employer are configured.

You can use the Notes drop down to record other information that needs to be communicated to
your Approver or recruiter. They will be able to view these ones you have submitted your timesheet.

Attachments (eg manual timesheets, kilometre forms) can be added by clicking ‘Add’ in the Attached
files section on the right hand side of the timesheet. These attachments will need to be uploaded in
.pdf, .jpeg, .png or .gif format.

Submitting Timesheets
Once a timesheet has been filled out, clicking Submit will start the approval process.

If you’ve entered hours on a timesheet for one job, your Approver will receive a notification advising
them to review and approve.
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If you have entered hours for multiple jobs on your timesheet, clicking Submit will prompt a popup
window with a list of the jobs included in the timesheet. Select which jobs you would like to submit
and click Confirm.

If any jobs are not selected, the timesheet data you have entered will be saved and can be submitted
later. The status for these timesheets will show as ‘Pending Submission’.

Select Jobs to Submit

Current Status Status After

Classraom Pending Submission Pending Approval

Supervision Pending Submission Pending Approval

Cancel Confirm

Before submitting your timesheet, ensure that you check the following:

e If your employment is finishing during the timesheet period, tick the ‘My employment
finishes this week’ checkbox to notify your recruiter or employer.

e If you have sustained a reportable workplace injury for the period, change the ‘I did not’
drop down field to ‘I did’. This should be done in addition to any OHS processes of your
employer.

You can also select ‘I did not work for this period’ to submit a timesheet with zero hours.

Timesheet Status
The status of a timesheet shows where it is up to in the approval process.

Not Opened ® The timesheet has not been accessed and no information has
been entered.
e Fill in and submit the timesheet by the deadline.

Pending Submission o Timesheet has been accessed but is not yet submitted.
e Fill in and submit the timesheet by the deadline.

Pending Approval o Timesheet has been submitted and is awaiting approval.
e Can follow up with your Approver.

Rejected e Timesheet has been queried by the Approver.
e Review the reason for the rejection, then update the
timesheet and resubmit.
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Did Not Work
(Unprocessed)

The ‘Did Not Work’ option has been selected in the timesheet
to indicate that the employee has worked 0 hours for the
timesheet period.

Did Not Work (Processed)

The Did Not Work (Unprocessed) timesheet has been
processed for payroll.

Ready for Interpretation

Timesheet has been approved and is awaiting payroll
processing.

Payment Authorised

Timesheet has been processed through payroll and is ready
to be paid.

Resetting a Timesheet

Once you’ve submitted a timesheet, you won’t be able to edit it. If the timesheet is ‘Pending
Approval’ and needs editing, your Approver will need to reject it first. This will send the timesheet
back to your portal so that you can edit and resubmit.

After a timesheet is approved, it can only be reset by a Portal Administrator so you will need to
contact them directly if this is required.

Automated Timesheet Reminders

Automated timesheet reminders will be sent to your registered email address at set times
throughout the week. The timing of these reminders will depend on the pay cycle linked to your Job
(eg Monday to Sunday, Tuesday to Monday).

First Submission Reminder

e Sent one day before the end day of the pay cycle, to
remind you to complete and submit timesheets for
the week by the morning processing deadline.

e If this day falls on a weekend day, the notification
will send on the last business day before the end of
the pay cycle.

Final Submission Reminder

e Sent on the end day of the pay cycle, to remind you
to submit timesheets by the payroll deadline or their
pay may be delayed.

e If this day falls on a weekend day, the notification
will send on the first business day following the end
of the pay cycle.

Approval Reminder

e Sent at 12:30pm on the first day after the pay period
has ended, to remind your Primary Approver of any
outstanding approvals.

Approval Notification

e Sent at 12:30pm on the first day after the pay period
has ended, to inform you if their submitted
timesheet is not yet approved.

Timesheet Approved/Rejected

e Sent to an employee as actioned by the Approver.
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Missing Timesheets

When a Job finished and all timesheets have been completed through payroll, you will have access
to archived timesheets from Profile > Job Profiles > Inactive Jobs.

If you can’t see a timesheet for the current week and you are still working at a Job, contact your
recruiter or an administrator for your organisation as the finish date may need to be extended.

Expenses

The Expenses tab is an optional feature which allows employees to submit expense claims to be
included in their payroll.

The feature needs to be enabled for a Job before it will appear in your portal. If the Expenses tab is
not appearing and it should be, contact your employer.

An expense claim is created from your Dashboard by clicking ‘Add Expense’ or by navigating
manually to the Expenses tab.

1. Inthe Expenses tab, click New Expense Report.

#iDashboard. @ Timeshests R YNSNECN B Profie

Classroom Expense Reports

Active Jobs

Name Expenses Status Date Submitted Notes Actions PDF

2. Enter a name for the expense report > Save.
3. Select the expense report name from the list to open it.
4. Click New Expense.

fiiDashboard D Timesheats [l JSVINCER g Profie

= Back Test

Submit Report

Active Jobs

Date Amount Tax Type Tax Amount Category Project Notes Attachments Actions

Report Notes

5. Enter the details of the expense > Save.
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fiiDachboard D Timesheet: [ JSUSSER g Profie

<Back | Test

Active Jobs

Date Amount Tax Type Tax Amount Category Project Notes Attachments Actions

Save the expense Save
I 1242018 50.00 GST = 50 ~ before attaching
files. Delete

Once the expense report is created and saved, you can:

e Attach a copy of your invoice or receipt.
Include other expenses by selecting ‘New Expense’, entering the details into the new
expense line and clicking ‘Save’.

o Click ‘<Back’ if your Expense Report is incomplete or you don’t yet wish to submit for
approval.

o Add any notes relating to the expense claim.
Click ‘Submit Report’ to submit your Expense claim for approval.

When you submit the report, a notification will be sent to your Approver so that they can review the
expense.

Once approved, the expense will be ready for payroll processing. If it is rejected, the expense will be
returned to you for review and resubmission.

Please note that automated reminders are not issued for Expenses.
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Quick Reference Guide

Log In and Set Up

Confirm your login details from the email sent by your firm or organisation

Go to the URL provided to log into Astute

Enter login Username and Password. For forgotten login details, select Forgot Password and
follow the prompts.

Set up Two Factor Authentication

Upon login, review and accept Compliance documents (if required)

Check that all personal and banking details are entered (flagged fields should be filled out)

Do oo

Submitting Timesheets

[ ] Accesstimesheets from the Dashboard (‘Log Time’ or via Timesheet Summary) or from the
Timesheets tab.

[] Select ‘New Block’

[ ] Selectthe job, project and pay rate(s) as required for each day in the timesheet period.

[ ] Enter other information where relevant (eg Start Time, Finish Time, Breaks, Leave,
Allowances, Notes) from the Timesheets for This Week menu.

[ ] Attach any supporting documents by clicking ‘Add’ within an active time block.

[ ] Indicate whether your employment is finishing by ticking the ‘My employment finishes this
week’ checkbox. Leave blank if this doesn’t apply.

[ ] Indicate if you have sustained a reportable workplace injury by changing the default drop
down ‘I did not sustain a reportable workplace injury’ to ‘1 did’.

[] If youhaven’t worked for the week, tick ‘I did not work for this period’ to switch off
automated reminders for the timesheet period.

[ ] Select ‘Submit’ to send the completed timesheet to your Approver.

[] If multiple jobs are included on the one timesheet, choose which jobs to submit and click

‘Confirm’.

Submitting Expenses

Open the Expenses tab

Click New Expense Report

Enter a name for your expense report and click Save

Click on the report name to open it

Select New Expense to add your expenses, enter the information and click Save. Repeat this
process for any other expenses to be included in the one report.

Click Submit Report to submit the expense claim for approval

[ oo
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