
FINAL PAY  

1. Hover on Payroll and click on Final Pay Wizard: 

 

 

 

 

 

 

 
2. Click on click here to bring up your employee list: 

 

 

 

 

 

 
3. Select the applicable employee by clicking their name, then clicking Next: 

 

 

 

 

 

 

 

 

4. Enter in the Termination Date then click Next: 

 

 

 

 

 

 



5. Review the timesheet entries for the period, then click Next: 
NB: The timesheet entries only go as far as the termination date and you can add, edit and/or 

delete any entries at this step 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
6. Review their Termination Pay information then click Next: 
NB: If the team member has Entitlement Days for Annual Leave, they may be entitled to be paid 

out for statutory holidays in the future. If this is applicable, click on ‘Number of statutory days 

falling between XX and XX’ and select the amount of statutory days to be paid out 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 



7. Review the Pay Period Details then click Next:  

 

 

 

 

 

 

 

 

8. Review the Pay Period Gross Summary then click Next:  

 

 

 

 

 

 

 

9. Ensure you do not deactivate the team member here, instead do it through Team Manager:  

 

 

 

10. View the Extra Payment/Final Leave Calculator (optional): 
NB: If you are using GL Codes, ensure you View the Extra Payment. Once you have the Extra 

Payment screen open, ensure you select the applicable Category. Once the applicable Category has 

been selected, click Save.  

 

 

 

 

 
 
 
 



11. Click on either Yes or No to paying the team member at the same time as your other team 

members:  

 

 

 
 
 
 
12. If you select Yes, go to Section 1. If you select No, go to Section 2: 

 
Section 1:  
 
1. Click on click here to do this now: 

 

 

 

 

2. Follow the Payroll Wizard help document then complete your Payday Filing as normal (help 
documents below):  

• Payroll Wizard  

• Payday Filing (page 3)  

Very important note: When you get to Step 4 of the Payroll Wizard, click on the team member’s 

name whose final pay it is. This will bring up their payslip. Here you will see a Calculate Final Pay 

button. Click this, then click Save. Please note, this is not applicable for Fixed-Term or Casual 

employees.  

 
Section 2:  

1. Click on create a payslip now:  

 

 

 

2. Click OK:  

 

 

 

 

 

https://c3.timesmart.co.nz/_cms/assets/Uploads/Payroll-Wizard-Instructions2.pdf
https://c3.timesmart.co.nz/_cms/assets/Uploads/Payday-Filing-Help-Document.pdf


3. Click on View Payslip:  

 

 

 

 

 

 

 
 
4. Click on the Edit button to make any adjustments such as: 

• Updating the Pay Date 

• Adjusting Rent (on the Deductions side ONLY)  

• Adjusting Non-Taxable Allowances 

• Adding in any one-off Deductions/Non-Taxable Allowances  

 

 

 

 

 

 

 

 

 

 

 

 

 
5. When you are happy with the payslip, update the status from Draft to Paid: 
 

 

 

 

 

 



6. Click Save (found at the bottom and top of the payslip): 
 
 
 
 

 

 

 
7. Click Email to email the payslip to the team member: 

 

 

 

 

 

 

 
8. Complete your Payday Filing as normal (help document linked below): 

• Payday Filing (page 5)  

 

9. Deactivate the team member  

 

 

 

https://c3.timesmart.co.nz/_cms/assets/Uploads/Payday-Filing-Help-Document.pdf
https://c3.timesmart.co.nz/_cms/assets/Uploads/Deactivate-or-Reactivate-a-User2.pdf

