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Welcome to StaffConnect, the employee app from Payroll Mauritius. Use it to view payslips, request leave, record

attendance, manage timesheets, and keep your HR information up to date — on your phone, tablet, or computer.

This guide is written for employees. Some screens appear only if your employer has enabled them for you.

Managers and team leads will also see a My Team section.

Languages: English and French

Support: Your HR team, or info@payrollmauritius.com
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1. Get the app

StaffConnect is for employees whose employer uses Payroll Mauritius. You need an account issued by your

employer.

You can use StaffConnect:

Platform How to open it

iPhone / iPad Download on the App Store

Android Download on Google Play

Computer / browser staffconnect.payrollmauritius.com

If you open StaffConnect in a mobile browser, you may see a prompt to open the native app instead. That is

optional; the web version works in the browser too.

2. Sign in

1. Open StaffConnect.

2. Choose English or Français from the language control (top right).

3. Enter the email and password provided by your employer.

4. Tap Sign In.

By signing in, you confirm that you have read the Personal Data Protection Policy.

https://apps.apple.com/app/id6788328872
https://play.google.com/store/apps/details?id=com.payrollmauritius.staffconnect
https://staffconnect.payrollmauritius.com/
https://cdn.payrollmauritius.com/faqs/Payroll_Mauritius_-_Personal_Data_protection_policy.pdf


Payroll Mauritius will never ask for your login details by email. If you receive a suspicious message, report it to

info@payrollmauritius.com.

If sign-in fails

Message What to do

Invalid email or password Check both fields. Passwords are case-sensitive.

Account is not active Contact HR — your access may not be enabled yet.

Network error Check your internet connection and try again.

3. Reset your password

1. On the sign-in screen, tap Forgot password?

2. Enter your work email and tap Send Reset Link.

3. Open the email (check spam if needed) and tap the reset link.

4. Choose a new password (at least 8 characters), confirm it, and tap Reset Password.

5. Return to sign-in and use your new password.

The reset link expires. If it no longer works, request a new one.

mailto:info@payrollmauritius.com


4. Two-step verification

If your account uses two-factor authentication (2FA), StaffConnect asks for a 6-digit code after your password.

1. Open Google Authenticator (or another authenticator app) on your phone.

2. Find the StaffConnect / Payroll Mauritius entry.

3. Enter the 6-digit code. On a phone, sign-in usually continues automatically once all 6 digits are entered.

4. If the code is wrong, change a digit or clear the field and try again.

You can enable or disable 2FA later in Settings.



5. Data protection agreement

After sign-in, you may be asked to accept the retention and processing of your personal data (Mauritius Data

Protection Act / GDPR). This is required to use the app.

Read the message, including how to contact your Data Controller Officer (DCO).

Tap I have understood and accept the use of my personal data to continue.

If you tap I refuse, you cannot use StaffConnect until you accept.

6. Find your way around

Menu (sidebar)

Tap the menu icon (top left on web, or the menu button on the phone’s bottom bar) to open the sidebar.

Employee section (what you see depends on your access):

Dashboard

Profile

Payslips

Timesheet

Calendar



Documents

My Requests

Quick actions at the top of the menu:

New Request — leave, salary advance, and/or a quick question to HR

Calendar shortcut (calendar icon)

My Team (managers only) — see section 21.

At the bottom: Settings, your name, and Log out.

Top bar

The top bar includes:



Back (on pages other than Dashboard)

Bell — your notifications

Clipboard — team requests to approve (managers)

Theme (light / dark) and language

Your photo — Profile, Change Password, Settings, Log out

Phone bottom bar

On the iOS and Android apps, a floating bar at the bottom gives quick access to:

Menu

Dashboard

Payslips

Timesheet

Calendar

7. Dashboard

The dashboard is your home screen. Cards appear only for features you are allowed to use.



Typical cards:

Card What it shows

Employee info Name, job title, department, office, employee code, join date

Daily check-in Today’s time in / time out, Check In / Check Out

Salary Latest and previous net pay, download payslip or PAYE report

Leave balances Remaining, taken, and allowed days by leave type

My requests Recent requests you submitted

Team requests Pending items waiting for your approval (managers)

Weekly status Who in your team is on leave this week (managers)

My team Team members (managers)

Attendance chart Hours worked over 30–180 days

Company notices may appear at the top. Open a notice to read the full message.

From the dashboard you can jump to leave request, payslips, timesheet, calendar, and requests without using the

menu.

8. Check in and check out

If your employer uses geo clock-in, the Daily Check-in card appears on the dashboard.

1. Tap Check In at the start of the day (or Check Out when you leave).

2. Allow location access if asked. StaffConnect uses your location only to record attendance for your employer.



3. Wait until the map shows your position. You can tap Refresh location if needed.

4. The status shows Within office area or Outside office area.

5. Tap Confirm Check In or Confirm Check Out.

If your site requires you to be inside a defined office area, confirmation is blocked until you are within range.

You can also expand the card to see the last 7 days, or open your timesheet and calendar from there.

Location problems

Situation What to do

Access denied
Enable Location for StaffConnect in the phone Settings, then tap Refresh

location.

Location services off
Turn Location Services on for the device (and for the browser, if you use the

web app).

Timeout Try again outdoors or near a window.

Huawei / no Google

services

Push and some location features may be limited. Use the web app or contact

HR.

9. Profile

Open Profile from the menu or your photo.

You can view:

Profile photo



Employment (code, job title, department, office, join date, employment type)

Personal details (name, date of birth, gender, marital status, nationality, NIC)

Contact details (email, phones, address)

Bank details for salary

EDF (Employee Declaration Form) details, if enabled

Other employer-specific fields

File password for encrypted documents (if your employer provides one)

Most changes are requests. They are sent for approval; they do not update instantly.

Change your photo

If photo updates are allowed:

1. Tap Edit on the photo.

2. Take a photo or choose one from your gallery.

3. Use a clear, professional photo of your face (JPG or PNG, max 5 MB).

4. Tap Save Photo.

Request a profile, contact, bank, or EDF change

1. Open the relevant card and tap Edit.

2. Update the fields.

3. Enter a reason for the change.

4. Submit the request.

5. Track it under My Requests.



10. Payslips

Open Payslips to see your pay history.

Switch grid or list view.

Payslips are grouped by year. Expand or collapse a year, or collapse all years.

Types include Monthly Salary and Bonus.

If you moved between companies in the group, the company name may appear on older slips.

A Net Pay Over Time chart shows monthly or yearly totals.

To download a payslip, tap it and choose Download PDF. From the dashboard salary card you can also download

the latest payslip or, if allowed, the last PAYE report.



11. Timesheet

Open Timesheet to review daily hours for a month.

1. Use the month / year controls to change period.



2. Filter by All, Leaves, Working, or Not Working.

3. Each day can show time in, time out, hours, overtime, undertime, and leave.

Edit a day

If your employer allows it and the payroll period is still open:

1. Tap the day.

2. Update time in / time out (and other editable columns).

3. Tap Save.

Validate your timesheet

When the month is complete, tap Validate so your manager can review it. You will see who already validated

(employee and/or manager) and when.

Closed payroll periods cannot be edited.



12. Calendar

Open Calendar to see the year at a glance.

Coloured days show leave, holidays, present, and absent.

Use the legend and the leave-type filter.

Switch between calendar view and list view.

Tap a day for details (leave type, half day, hourly).

Managers can open a team member’s calendar from that person’s profile.



13. Documents

Open Documents to view HR files shared with you (contracts, policies, statements of earnings, and similar).

Featured documents appear first.

Tap Download on a file.

Use Refresh if a new document is missing.

Upload a document

If upload is enabled:

1. Tap Add Document.

2. Choose a category and a file.

3. Submit. The file is sent as a request for review — it is not published until approved.



14. Request leave

From the menu tap New Request → Request Leave, or use Request Leave on the dashboard / leave balances

card.



1. Choose the leave type (for example local leave, sick leave, vacation — types come from your employer).

2. Choose Full Day, Half Day, or Hourly if the type allows it.

Half day: late arrival or early departure, plus the time if required.

Hourly: start and end time.

3. Select dates on the calendar. Weekends and public holidays are usually excluded from the day count.

4. Add a comment if needed.

5. Attach a file if required (for example a medical certificate).

6. Review the number of days, remaining balance, and who must approve.

7. Tap Submit Request.

If the request exceeds your remaining balance, you may see a warning. Some employers allow excess leave (with a

salary deduction); others require you to reduce the days.

If more than one manager must approve, each of them must approve before the leave is fully approved.

You can cancel a pending leave request from My Requests.



15. Salary advance

If your employer allows salary advances / loans:

1. Open New Request → Salary Advance (or the same action from My Requests).

2. Enter the amount and monthly repayment.

3. Choose the payment month (when you want the advance on payroll) and the repayment month.

Repayment must be after the payment month and within 6 months.

4. Add a comment if needed.

5. Submit.

An advance is not guaranteed. Your employer decides whether to grant it.

16. Quick question

If enabled, send a short question to HR or your manager without leaving the app.

1. Open New Request → Quick Question.

2. Type your question.

3. Tap Send.

The question appears in My Requests. You will see the answer there once someone replies.



17. My requests

Open My Requests to track everything you have submitted.

Request types you may see:

Leave

Salary advance / loan

Profile, contact, bank, or EDF change

Document upload

Check-in / check-out

Quick question

Other employer-specific requests

Filter by year and status (All, Pending, Approved, Rejected). Expand a card for comments, rejection reason,

attachment, and who approved or rejected.

To cancel a pending request, open it and tap Cancel Request. Confirmed cancellations cannot be undone.



18. Notifications

Tap the bell in the top bar (or Notifications in your profile menu).

Unread items are highlighted. Tap one to mark it read and open the related page.

Mark all as read clears the unread count.

Archive all removes them from the list.

On a phone, allow notifications so you receive alerts for leave updates, requests, and payslips. Manage this under

Settings.

19. Settings

Open Settings from the menu or your profile menu.

Appearance

Theme: Light or Dark (applies immediately).

Language: English or Français. Tap Save to keep the language preference.



Emails and notifications

Turn on or off:

Emails for your request approvals / rejections

Emails for team requests (managers)

Push notifications for your requests

Push notifications for team requests

Tap Save after changing these options.

Registered devices

Phones that receive push alerts are listed here. You can:

Enable notifications on this device (allow the system permission when asked)

Remove a device you no longer use

If this is a Huawei phone without Google Play services, push notifications may not be available.

Two-factor authentication

1. Turn on Two-factor authentication (2FA).

2. Add the account in Google Authenticator using the setup key (or QR code if shown).

3. Enter the 6-digit code and tap Verify and enable.

To turn 2FA off you must confirm your password. Signing in then uses password only, which is less secure.



20. Change your password

1. Open your photo menu → Change Password.

2. Enter your current password.

3. Enter a new password (at least 8 characters) and confirm it.

4. Tap Update Password.

Use a unique password. Do not share it with anyone, including people who claim to be from Payroll Mauritius.



21. For managers — My Team

This section is only for users whose employer has given them team access. If you do not see My Team in the

menu, skip this chapter.

Team dashboard

Overview of your team: who is in, on leave, or absent, plus a monthly leave calendar and shortcuts to attendance,

leaves, and members.

Daily attendance

1. Pick a date.

2. Review who is present, absent, on leave, or remote, including time in / out, hours, overtime, missing punch,

and lateness.

3. Optionally group by department.



4. Export to Excel if you need a spreadsheet.

Team members

Search by name or email. Switch list or card view, and filter (for example timesheets to validate).

Open a member to see:

Profile and employment details

Leave balances

Their requests

Their documents

Shortcuts to their timesheet and calendar

Request leave on their behalf (if allowed)



Team requests (approvals)

Open Team Requests from the menu, the clipboard icon, or the dashboard card.

1. Filter Show My Team or Show All, and by period (this month, past, future).

2. Search by name.

3. Open a request, review details and attachments.

4. Approve, or Reject with a reason.



Leave in the past may show a warning. If a leave amount exceeds remaining balance, a warning is shown before

you approve.

Several managers may need to approve the same request. The card shows how many validations are done and

whether your approval is still required.

Team leaves

View leave quotas and balances for everyone in your team. Search by name or employee code. Open a leave type

for more detail.

Scheduler

If scheduling is enabled, open Scheduler to see the week’s planned work and leave for your team.

Move week with previous / next, or pick a date.



Show time only hides extra labels.

Export to Excel downloads the week.

If you can edit schedules, tap a row, change working / not working / overtime / leave and times, then Save.

Changes in a closed payroll period are blocked.



22. Sign out

Open your photo (top bar or bottom of the sidebar) and tap Log out.

On a shared computer, always sign out when you finish.

23. Security tips

Use a strong, unique password and enable 2FA.

Payroll Mauritius will never ask for your password or authenticator code by email.

Report suspicious emails or websites to info@payrollmauritius.com.

Only install StaffConnect from the App Store or Google Play, or at staffconnect.payrollmauritius.com.

Remove old phones from Registered devices when you stop using them.

24. Frequently asked questions

Why don’t I see Payslips / Timesheet / Team?

Your employer controls which features you can use. Ask HR if something is missing.

Can I change my bank account myself?

You can submit a change request if that option is enabled. Payroll uses the new details only after approval.

My leave was submitted but is still pending.

Each required manager must approve. Open the request to see who has already approved.

The check-in button says I am outside the office.

Move into the allowed area, tap Refresh location, and confirm again. If the site should not require a geofence, ask

HR.

I did not receive the password reset email.

Check spam. Confirm you used the email on your StaffConnect account, and that the account is active.

Push notifications are not arriving.

In Settings, enable notifications, allow the system permission, and confirm this phone is listed under Registered

devices.

Can I use StaffConnect in French?

Yes. Use the language switcher on login or in Settings, then Save.

mailto:info@payrollmauritius.com
https://staffconnect.payrollmauritius.com/


25. Need help?

Topic Who to contact

Leave, payslips, profile,

access
Your HR department or manager

Suspicious emails or

security
info@payrollmauritius.com

Personal data / DPA

questions

Your Data Controller Officer (email shown on the agreement), or

dpo@payrollmauritius.com

App download App Store · Google Play

Web app staffconnect.payrollmauritius.com

StaffConnect is powered by Payroll Mauritius. Features on your account may differ from the examples in this

guide.

mailto:info@payrollmauritius.com
mailto:dpo@payrollmauritius.com
https://apps.apple.com/app/id6788328872
https://play.google.com/store/apps/details?id=com.payrollmauritius.staffconnect
https://staffconnect.payrollmauritius.com/

