
PROCESSING A PAY RUN 

1. Hover on Payroll and click on Payroll Wizard 
NB: Click on the words Payroll Wizard, and not the pop-up option - Pay Runs Report 

 

 

 

2. Select the pay period you wish to process by ticking the box next to the Calculated Pay Date 
 

 

 

 

 

 

 

 

 

 
 
3. Confirm the Pay Date by selecting it on the calendar: 
NB: If you are using Internet Explorer, the calendar box will not come up which will lead to payroll 

issues. Please exit out of that browser and use Google Chrome instead 

 

 

 

 

 

 

 

 

 

 

 

4. Click Next  

 

 



5. Check over your team’s timesheet entries: 
NB: You can add, edit and/or delete entries at this step by clicking on the corresponding day  

 

 

 

 

 

 

 

 

 

 

 

6. Once you have checked over the timesheet entries for your first team member, tick the box to 

the left-hand side of their name to confirm it: 

 

 

 

 
This will minimise the timesheet entries for that team member, and bring up the next team member 

 

 

 

 

 

 

Follow this process until you have checked all your team’s timesheet entries, and then click Next: 

 

 

 

 

 



Alternatively, you can click Skip This Step if you already know the timesheet entries are correct: 

 

 

 

 
 
 

7. Click on the Extra Payments column to add in any extra payments for an employee(s) i.e. bonus, 
annual leave paid out, etc. If there are no extra payments to add, skip this step by clicking Next: 

NB: For help on this, please refer to the Adding an Extra Payment help document  

 

 

 

 

 

 

 

 

 

 

 

 

8. This step of the Wizard shows the payslip figures for each team member. You can click 

on any row to view the actual payslip for the corresponding team member:  

 

 

 

 

 

 

 

 

https://c3.timesmart.co.nz/_cms/assets/Uploads/Add-an-Extra-Payment2.pdf


 

 

 

 

 

 

 

 

 

 

 

9. You can edit and navigate through each payslip in this step by clicking the applicable action 
button, which is located at the top right-hand side of each payslip: 

NB: If you edit anything on a payslip, ensure you scroll down to the bottom of the payslip when 

you are done and click the Save button 

 

 
 
10. Once the payslips have been checked, return to the table in Step 4 of the Wizard (shown below): 

 

 

 

 

 

 

 

 

 

 

Here you will see the Checked and Send columns: 

 

 

 



11. The Checked column will have been automatically ticked: 
NB: Untick the Checked column for any team member who needs to be excluded from the pay run  

 

 

 

 

 

 

 

12. Click the Send column to send the payslips to your team members via their AgriSmart Messages: 
NB: This can be done by clicking the box next to Send to tick all at once, otherwise, it can be done 

individually by clicking the checkbox next to each employee 

 

 

 

 

 

 

 
13. Click Next  

 

14. Step 5 shows the Net Payment that needs to be made by you to your team members:  

 

 

 

 

 

 

 

 

 

 

 

A payslip will be 

created for 

everyone except the 

team member 

whose Checked box 

isn’t ticked 

All the team members 

will get a copy of their 

payslip 

The team members 

will not get a copy of 

their payslip in their 

AgriSmart Messages 

A payslip will be 

created for everyone 



15. Click on any of the following buttons if desired: 

 

 

16. Click Done: 
NB: Please ensure you make the payment to your team members as AgriSmart does not make any 

payments on behalf of you 

 

 

17. Once you have clicked Done, a File with IRD button will appear. Click this to complete your 
Payday Filing: 

NB: For help on this, please follow the Payday Filing help document  

 

 

 

https://c3.timesmart.co.nz/_cms/assets/Uploads/Payday-Filing.pdf

