
 

 

 

 

 

 

 

 

 

      
 

 

 

 

 

 

 

   

                                   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 
 

 

 

 

 

 

 

To login in you will need to key your employee ID in the “User 
Id” field.   
 
The “Password” is the last four digits of your social security 
number.  Once you have logged in you are able to change the 
password to whatever you want. 
 
Click on “Login” 



 

 Once you have keyed in your User ID and password it will take you to this page. 
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 link and the message will display in the 

message box section. 

 

 

 

 
 

 

 

 

 

For Example: 

 
 

To delete old messages that you are no longer interested in, put a check in the box on the 

message you want to delete.  Then click the Delete button. 

 

 

 

 

 

 



 

Pay and Personal Information 
Click on the tab “Pay and Personal Information” to find the following categories 

 

1.) My Pay 

2.) My Benefits 

3.) My Tax Information 

4.) About Me 

5.) My Credentials 

6.) My Profile 

 

 

 

(1) My Pay: Allows you to view your current and old pay stubs as well as your Year to Date 

Pay and your specific Pay Information. 

 

 

 
 

 

This shows the detail 

of the last processed 

payroll. 

This shows where and how much was 

deposited into the employees account. 

This area shows what type of pay and 

the gross amount of pay for the 

specific pay period. If the employee 

earns multiple types of pay each pay 

will be shown separately. 
This area shows the 

deductions and the amount 

of each deduct that was 

made from the employees 

check. These deductions 

along with the deducts for 

state, federal and FICA 

taxes were subtracted from 

the gross pay to get to the 

employee’s net pay. 

This section shows the amount of District 

match that the employee is eligible for 

under their work agreement. 



 

 
 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

By clicking here a listing of all previous 

pay periods will appear. 

If the employee simply wants to know 

what their deposits were they can come to 

this screen. If they wish to see more 

detail, they can either click on the date or 

amount for the particular pay period and 

the screen will be like the one originally 

seen when the “Pay Stub” tab was chosen 

above. 



 

 
 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

This screen shows the 

employee’s pay detail 

and their lane and step 

they are on by fiscal 

year. 

Any deduct 

proceeded by an 

“*” is a pre-taxed 

deduction. 

This screen shows the employee the 

calendar year to date info. To see a 

different year, click on the drop down box 

and select the year you wish to view. 

 

This screen gives the employee the year to 

date info. on  pay, taxes, deducts and 

district paid benefits. 



 

(2) My Benefits: Allows you to view TimeOff. 

 

 

 
 

 

 

 

 

 

(3)  My Tax Information: Allows you to view your tax withholdings, W-2s, related 

information online if you have given consent. 

 

 

 
 

 
 

 

 

 

 

This screen shows the 

different types of 

timeoff plans that are 

available to the 

employee. 

By clicking on the 

timeoff plan the detail 

of the plan will appear. 



 

 
 

 

(4)  About Me: Allows you to view your address, contact information, emergency contacts, 

and dependents.  Please note, you may update your emergency contacts and dependents 

by using eR. 

 

 

 
 

 

 

 
 

 

 

 

 

 

 

 

 

This screen shows the 

current info. the district 

has on the employee. 

The district has the 

option of allowing 

employees to make 

changes to their address. 

The additional info. can 

also be updated by the 

employee at any time by 

clicking on Edit. 

This is where the District would like all employees to go in to add, update, 

or delete the individuals they would like contacted in the event of an 

emergency situation. If there are contacts in the database, they will be 

shown here. If some of the info. is incorrect, the employee can select “Edit” 

and this will bring up the info. on the contact. The employee can then make 

the changes and save. If there is a contact that is no longer valid, the 

employee can select that contact and delete. 



 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(5)  My Credentials: Allows you to view your licensure information. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

This screen will show 

you who the district has 

listed as your 

dependents. The district 

has the option of 

allowing the employee 

to make changes to this 

information 

This screen allows the 

employee to view the 

info. the district has on 

file for their degree 

along with continuing 

ed credits. The district 

has the option to allow 

employees to add, edit 

or delete this info. 



 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

(6)  My Profile: Allows you to change your password and/or setup a security  

question. 

 

 

 
 

 

 

 

 

 

 

 

 

 

If you are a licensed 

teacher your info. is 

viewable here. The 

district has the option of 

allowing the employee 

to make changes and 

additions to this data. 

This is where the 

employee can go to 

change their password 

from the last 4 digits of 

their SSN to something 

different. 



 

 
 

 

 

 

 

 

 

 

                             Requests and Approvals 
Click on the tab “Requests & Approvals” to find the following categories. 

 

1.) Purchasing 

2.) Vehicles 

3.) Responsibilities 

 

 

 
 

 

 

 

If you want the ability to reset your 

password through eR you will have to 

setup a security question. 

Purchasing allows 

those with access to 

request items or shop 

for items online and be 

submitted to the 

district. To create an 

Online Order Request, 

click on Order 

Request Form. Key in 

the information and 

transmit to SMART 

Finance as before. Note 

the buttons have 

changed slightly but are 

labeled accordingly. 

This sub tab can be used 

by Districts who wish to 

track the check-in/out of 

District owned vehicles. 

Online Ordering allows the user to 

punch out to a vendor’s website. The 

procedures for processing are the same as 

was followed prior. 

 



 

This is also the place where Supervisor’s Report of Accident forms will be located. Some 

District’s choose to use this type of Workers Comp. documentation to aide in the completion of 

the First Report of Injury. 

 

 

 
 

 

 

 

 

 

 

 

Reports 
There are many different reports available via Smart eR.  This option alleviates the need for an individual to have a 

login/password to the software itself and still have the information they need accessible.   

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

For further explanation 

of specific report 

availability contact the 

Region office. 



 

 
 

 

 

 

NOTE: You will need to be on the specific page to add to  

   your User List in order for SMART eR to know which 

   one to add. Once added, you will be allowed to delete  

   pages if you no longer wish them to be included in the list. 

 

 

 

 

 

 

 

 

 

 

 

To logout, click on the Logout link. 

 

 

 

 
 

To setup your own 

“favorites” or User List 

within this website, click 

here. 


