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Overview
astutepayroll.com is a web cloud based software that assists PEER to manage the administration of
their apprentice and trainee employment business.
As an Astute Approver you are likely to be a manager who is responsible for approving timesheets
and leave for PEER apprentices/trainees placed in your business by PEER.
Approvers will either be the designated Primary Approver, or a nominated Secondary Approver
●
●

Primary Approvers are the main person responsible for this task.
Secondary Approvers provide a backup in case the Primary Approver is unable to complete
their tasks.

As an Approver, the system enables you to approve Timesheets and Leave by email or online, and to
access reports relating to your apprentices/trainees.
This Mini-Help Guide is designed to give Approvers a quick overview of the key functions on the
system. For more details please refer to the relevant full Help Guide.
Your system contains the following sections listed below.
Menu

Description

Dashboard

Provides you a quick snap-shot of information about apprentices assigned to
you, their respective job(s), and all related Timesheet(s) / Leave(s).

Timesheets

Allows you to approve Timesheets and view Timesheet history.

Expenses

PEER is not utilising this system functionality.

Leave

Allows you to approve Leave and view Leave history.

Reports

Provides access to a range of reports relating to the apprentices who work for
you.
You can also access previous timesheets and batch them into PDFs

Profile

Allows you to view and edit information relating to your own profile.
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Getting Started
PEER will set up access for you on the system. This will automatically send you an email with your
login details. If you have not received this email please check your Junk Folder in your email
application then contact PEER.
The new user email will provide you with:
•
•
•

Your username (formatted as “FirstName.LastName”)
A link to set up your password and security questions.
The relevant URL to login with once you have set up your password (this URL for logging on
will remain constant – it is recommended to add it to your favourites in your browser)

Note: The links in this email expire after 7 days.
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Setting Up Your Password
1. You will see a password setup screen that looks like this
image.
a. Type in your new password ensuring it
contains a minimum of 10 characters, an upper
and lowercase letter and a special character or
number.
b. You can then re-enter your password as
confirmation.
2. Select an option for the 2 security questions and
associated answers.
3. Once all fields have been completed you can select the
“Set Password” option.
Logging In
1. You will see a login screen that looks like this image.
a. If you forget your Username or Password, select
‘Forgot password’.
b. You can then enter your username or email
address and your details will be sent to your
registered email address.
2. When logging in you may be presented with Terms and
Conditions that you need to review and acknowledge.
3. Once logged in, you can change your password in the
profile section. You are not able to change your username.

5

Mini-Help Guide - Approvers

Dashboard
The Dashboard is the home page of the system and provides a snapshot of what is happening on the
system and a way to quickly access commonly used tasks.
The table below describes the functions of the Dashboard.
Function

Description

Timesheet Summary

Provides a summary of recent Timesheet activity.
Click on the date to be taken to the relevant Timesheet or use the View
Timesheet Summary Report link for a full listing of historical and future
timesheets.

Expenses Summary

PEER is not utilising this system functionality, and this segment is not
covered in the user guide.

News

Displays notices and news items.
This is designed to be a regularly updated snapshot of your firm’s news.

Downloads

This is a document library compiled by PEER for your reference.

Apprentices Reporting
to You with Active
Jobs

Provides a list of all allocated apprentices/trainees as Primary or
Secondary Approver.
Use the View Allocated Apprentice Report link for a filterable listing of
allocated apprentices/trainees.
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Timesheets
Timesheet data can be presented in two formats.
•
•

Recorded Time – Generally shows starting and ending times, breaks and total hours worked
Interpreted Data – Breaks down the data into more detail to reflect the different pay
elements of ordinary and overtime and associated allowances.

There are two main ways in which a Primary Approver may approve a Timesheet, these are directly
from the email notification or by logging into the Astute system.
Once a Timesheet is approved, it will be ready for payroll processing.
If a Timesheet is rejected, it will be returned to the apprentice/trainee for correction and
resubmission. If rejecting a timesheet please provide the reason in the notes as guidance for the
apprentice/trainee to correct their timesheet.

The Timesheet tab has the following screen options:
•

•

•

•

Pending Approval – a list of apprentice/trainee timesheets that require approval by yourself
as either the Primary or Secondary Approver so it can be processed and paid by PEER. Note
that pressing the + and – symbol by the Date will toggle the Timesheet data between the
Interpreted Data and Recorded Time.
Pending Submission – a list of all historical outstanding and future timesheets that have not
been submitted for approval by the apprentice/trainee. Sorting by Date will bring any
outstanding Timesheets that require action to the top of the list.
Pending Payment Authorisation – a list of all authorised timesheets which have not been
placed by PEER into an authorised pay run for apprentice/trainee payment and Host
Employer invoicing.
Payment Authorised – a historical list of authorised timesheets for payment by PEER.
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Approval By Email
This is the most popular method for approving Timesheets and can be done from anywhere that you
can access your email account, such as your mobile phone.
When an apprentice submits a Timesheet, the system will automatically send the Primary Approver
an email with the Timesheet and an option to Approve or Reject the Timesheet by email, or by
logging into the system.
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When you click Approve or Reject from the within the email a webpage will open. If this does not
happen then the action has not been registered and you will need to login to the system to complete
the approval/rejection.
When you reject a Timesheet from the email, the web page that opens will provide a field for you to
provide a reason.
Please note: if your employee has attached a file to their electronic timesheet (e.g. a signed paper
copy of the timesheet, a medical certificate or other proof of work), you will be required to log in to
the portal and approve the timesheet.
Approval By Logging In
This option is typically only used for people approving multiple Timesheets as it enables you to bulk
approve. It is also the only way that Secondary Approvers can approve or reject timesheets.
To action Timesheets through the system, select the ‘Timesheets’ tab and the ‘Pending Approval’
option then either:
●

Click on the Date link for an individual leave line, this will then display detailed Recorded
Time information, and click ‘Reject’ or ‘Approve’; or
● Select the check box for each Leave form(s), or the select all box in the header row, and
select ‘Approve Selected Timesheets’ option (Reject function not available from this
screen).
Your apprentices/trainees will be notified by email that you have approved/rejected their timesheet.
Secondary Approvers
If you are listed as a Secondary Approver, you will not receive the timesheet approval email with the
integrated approval button/link. The email you will receive will be a reminder to approve the
timesheet directly by logging into the portal.
Automated Reminders
If a Timesheet (requiring approval) has not been actioned by 12.30pm Monday, the Primary
Approver will receive a system generated reminder. If a Primary Approver has not actioned a
Timesheet by 2.00pm Monday, the Secondary Approver will receive a system generated reminder.
Once a Timesheet is approved, it will be ready for payroll. If a Timesheet is rejected, it will be
returned to the apprentice/trainee for correction and resubmission. If rejecting a timesheet please
provide the reason in the notes as guidance for the apprentice/trainee to correct their timesheet.
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Leave
The Leave tab has two sections, one showing the Leave Balances for all assigned
apprentices/trainees and the second listing all of the Leave Requests associated with those
apprentices/trainees assigned either as their Primary or Secondary Approver.
Prior to any Leave application being provided to the Primary Approver it will be reviewed by PEER
Payroll to ensure the apprentice/trainee has an adequate leave balance and there are no trade
school conflicts.
There are two main ways in which a Primary Approver may approve a Leave application, these are
directly from the email notification or by logging into the Astute system and accessing the Leave tab.
Once Leave is approved, it will be ready for payroll processing.
If Leave is rejected, it will be returned to the apprentice/trainee for correction and resubmission. If
rejecting a timesheet please provide the reason in the notes as guidance for the apprentice/trainee
to correct their leave request.
Leave Balances
Leave balances lists the leave balances for each leave type of an associated apprentice/trainee. The
difference between the Current and Available Balance is the Available Balance includes leave forms
which have not yet been approved or taken.
You can narrow and sort your search through the ‘Report Settings’ drop down option. Filters
applicable are by Host Employer organisational segments (if set up by PEER) and by individual
apprentice.
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Leave Requests
Leave Requests provides a listing of all leave forms and their status and incorporates the ability to
approve leave.
You can narrow and sort your search through the ‘Report Settings’ drop down option. Filters
applicable are by Host Employer organisational segments (if set up by PEER), date range, leave status
and by individual apprentice.

Approval By Email
This is the most popular method for approving Timesheets and can be done from anywhere that you
can access your email account, such as your mobile phone.
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When an apprentice submits a Leave application, the system will automatically send, via a PEER
Payroll review, the Primary Approver an email with the Leave details and an option to Approve or
Reject the Leave by email, or by logging into the system.
When you click Approve or Reject from the email a webpage will open. If this does not happen then
the action has not been registered and you will need to login to the system to complete the
approval/rejection.
When you reject a Leave form, the web page that opens will provide a field for you to provide a
reason.
Approval By Logging In
This option is typically only used for people approving multiple Leave applications as it enables you
to bulk approve. It is also the only way that Secondary Approvers can approve/reject leave.
To action Leave applications through the system, select the ‘Leave’ tab and the ‘Leave Requests’
option then either:
●
●

Click the ‘Reject’ or ‘Approve’ button next to an individual leave line; or
Click on the Date of an individual leave line, this will then display additional leave
information, and click ‘Reject’ or ‘Approve’; or
● Tick the check box for each Leave forms, or the select all box in the header row, and
select ‘With Selected Leave Requests’ drop down and choose the Approve or Reject
option.
Your apprentices/trainees will be notified by email that you have approved/rejected their leave.
Secondary Approvers
If you are listed as a Secondary Approver, you will not receive the leave approval email. You will
receive a reminder to log in and approve the leave directly from the portal.
Automated Reminders
If a Leave approval has not been actioned by the Primary Approver they will receive a system
generated reminder. If a Primary Approver has not actioned an approval by the required time the
Secondary Approver will receive a system generated reminder.

12

Mini-Help Guide - Approvers

Reports
The Reports module enables you to access reports to assist with the overall management of
apprentices/trainees reporting to you.
Reports can be exported to CSV (Excel) format by clicking the ‘Export to CSV’ function at the top
right-hand corner of the screen.
Allocated Apprentices
This report details all apprentices/trainees for whom you are assigned to either as their Primary or
Secondary Approver.
It also lists the:
•
•
•

Workplace if separate job sites have been set up by PEER for the Host Employer
organisation.
Recruiter is the PEER Apprentice & Trainee Co-ordinator assigned to the individual
apprentice.
Job Duration is the current length of the placement with the Host Employer.

Record Search
Record Search enables you to view all Timesheets in the system for apprentices associated with your
Host Employer organisation (where you are either the Primary or Secondary Approver).
You can narrow and sort your search through the ‘Filter Results’ drop down option. Filters
applicable are by individual apprentice and specified date ranges.
You are also able to select one, multiple or all timesheets and export these to PDF. Timesheets are
selected by using the tick boxes and running the export from the ‘Export Selected as PDFs’ button.
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Leave Calendar
The Leave Calendar report enables you to view all leave in the system for apprentices associated
with your Host Employer organisation (where you are either the Primary or Secondary Approver)
consolidated into a calendar view. Leave blocks will be colour coded on the calendar to show
Pending, Approved and Taken leave.
You can narrow and sort your search through the ‘Report Settings’ drop down option. Settings
applicable are by Host Employer organisational segments (if set up by PEER), specified date ranges,
leave status types and individual apprentices.
You are also able to click on a leave block in the calendar to display more detail associated with the
specific leave such as total leave taken, type of leave and remaining leave balance available.

14

Mini-Help Guide - Approvers

Profile
The Profile Tab is the section where your personal details are kept. PEER maintains the relationship
between your Host Employer company and your User profile.
For ease of reference, your profile is separated into the following Tabs:
● Personal Details – name, email address and phone number (Note: the name can only be
update by contacting PEER)
● Password – change your password and security questions under this tab
● Compliance Docs – this functionality will not be utilised by PEER.
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