Smart Systems - SMART eR Has a new look!

Go to the district website and click on the link for SMART eR (Employee Self Service).

Reminder — passwords as usual are case sensitive.
User ID |‘r’c|ur o]

Password |u|uu

If your account becomes locked, you could get reset if you have an already setup security
question, if not contact your district office personnel to be unlocked.

Forgot Password?
User account has been locked!

This is first page you will see, this example is an employee of the district.
Any messages sent to the employee will be referenced on this page.
Click on the Subject information and the message will preview in the message box.
Announcements - 9999 + Re rts
Pay and Personal Information

Employee Information » ‘

Reports

To delete a requested announcement, check the box next to it and click the delete button.

X Delete

Priority From Subject Received
il Welcome to the New ESS sitel 4/23/2010 1:19:26 PM

Message

Click the Pay and Personal Information tab to s
find the following categories:

(1) My Pay: Allow=s you to view your current and

old pay stubs as well as your year to date pay.

(2) My Benefits: Allows vou to view leave and
flex information.

(3) My Tax Information: Allows you to view your
tax withholdings, W-2=, and W-Z information.
Please note, you may only view your W-2 and
related information online if you have given
consent.

Information available to the employee:

Click on the tab “Pay and Personal Information” and the available information categories will
show up below. If your district allows the employee to change their home address on the web, to
do this click on the “About Me” tab and select the employee information area.

Pay and Personal Information User List

My Pay » | My Benefits » | My Tax Information » | About Me P | My Credentials » | My Profile » ‘




Return to the announcements page, click as shown.

Announcements - 9999 ¢+ Pay and Personal Information
Pay an® Personal Information

Logging out — click here.

Logged in as ; Employee Only LGEEEUt

Setup up your own “favorites” within this website, you click here:

gmnn'r A

systems

Logged in as : Employee Only Logout
User List Select v [ @%d
My Credentials » | My Profile »

Please setup your own security question; this will avoid the process of being locked out.
User List | Select v (g Add

My Profile » |

Pay and Personal Information
My Pay » | My Benefits » | My Tax Information » | About Me » | My Credentials »

Pay and Personal Information Change Password
To delete a requested announcement, check the box next to it and click the g Setup Security Questions

To preview the browsers that are supported by this application, scroll to the bottom of any page

and click on the link “Visit our About Page”.
Browsers

s Internet Explorer 7.x (Windows XP, Vista) -or-
e« Safari 3.0 (Mac) -or-
s Firefox 3.x (Windows XP, Vista, Mac)

Other Software

s+ Adobe Acrobat Reader 6.1

Warning: This computer program is protected by copyright law and international treaties.
Unauthorized reproduction or distribution of this program, or any portion of it, may result in severe
civil or criminal penalties, and will be prosecuted to the maximum extent possible under the law.

SMART eResources v10.1.0.0 Visit our Abn”t page Comments about our Software?
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If you are an employee with purchase ordering rights in eR, you will have an additional tab
available to you in “Requests and Approvals”.

Pay and Personal Information H Requests and Approvals H Reports || Other |
Announcements - 9999

Sample information for purchasing:

Announcements - 9999 } Requests and Approvals
Pay and Personal Information |aGle{S==e=R: 19l WaYslsl o)1
Purchasing » |

Order Request Form Requests and Approvals
Online Ordering kd announcement, check the box next to it an

[ElPurchase Order Detail
[C]rurchase Order Detail by Vendor Name

Fubject Received

BiRequisition Detail Summary

If you are an employee with timeoff reports in eR, you will have an additional tab available to
ou in “Reports”.

—

Logged in as : WENDY RUSSELL Logout

]m Other User List

Sample information for TimeOff reports:
Announcements - 9999 + Reports

Pay and Personal Information

ClEmployee TimeOff Activit

Employee Information

ClTimeOff Summary By Employee Fte areau

Announcement to appear on the front page after logging into SMART eR:
Click the Pay and Personal Information tab to find the following categories:
(1) My Pay: Allows you to view your current and old pay stubs as well as your year to date pay.

(2) My Benefits: Allows you to view leave and flex information.
(3) My Tax Information: Allows you to view your tax withholdings, W-2s, and W-2 information.
Please note, you may only view your W-2 and related information online if you have given

consent.

(4) About Me: Allows you to view your address, contact information, emergency contacts, and
dependents. Please note, you may update your emergency contacts by using ESS.

(5) My Credentials: Allows you to view your training, tests, and skills information.
Click the Requests and Approvals tab to find the following categories:

(1) Purchasing: Allows you to request items or shop for items online and be submitted to the
district.



