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Logging into SMART eR 
 

 
 

For new employees and employees who have never logged into SMARTeR the User 
ID is your employee ID number.  The Password is the District number plus the last 4 
digits of your social security number (no spaces). 
 
District:  Verify the district number displayed in this field is your school district.  If not, 
use the drop down list box to select your district. 
  
Once logged in employees are required to change their password and setup a minimum of 
three (3) question choices. 
  

• Password:  The new password cannot be the same as your old password and must be a 
minimum of eight (8) characters in length and must contain at least one upper case letter, 
one lower case letter, one number and one symbol (e.g. John1deere$ or Smart#1234).   
 

• Security Question:  The security question will allow the employee to use the “forget 
password” link to reset their password should they forget it.  Users will have the option to 
select predefined questions, type in customized questions, or a combination of both.   

 
The system will randomly choose one question from this list of questions for the user to 
verify at time of login.  If answered correctly the user will be logged in.  If incorrect, an 
additional two tries will be provided before the account is locked for account safety.  The 
user would then have to contact the appropriate district staff to have the lock removed. 
 
Please make sure Javascript is enabled for your browser for SMART eR to work correctly 
in Internet Explorer 10 & 11.   If it is not enabled you will get the following screen: 
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After successfully entering a login id and password, the system will redirect to a new 
security setup page.  All fields with a colored background need to be entered in order for 
the page to save. 
 

 
 

When your changes have been saved successfully, the following message will display. 
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Once “OK” has been selected you will return to the login window and required to log in 
using your new password. 

 
 
 
 
It will then display a security question.  Enter an answer correctly and the system will 
finish logging in. 
 
 

 
 
 
Note: 

1. If you are locked out and have security questions setup – You can use the Forgot 
Password link to reset your password.  You will be asked to answer one of your 
security questions. 

2. If you provide the correct User ID and Password, but forgot the answer to your 
security question – Close out of SMARTeR and re-login.  This will trigger a new 
security question. 

3. You have 3 attempts to login successfully before you are locked out.  If you have 
2 invalid attempts to get in and then successfully submit your username and 
password, you will have 3 attempts to answer your security question before you 
are locked out. 
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Once you are logged in, the Announcements page will be displayed. 
 
Below is an example of what is displayed.  Any “Announcements” sent to the employee 
will be referenced on this page.  
 
Click on the “View” button and the message will display in the message box section. 
 
To delete old messages that you are no longer interested in click the “Delete” button. 
 

 
 

 
 
To access any forms that have been attached, click on the “District Forms” button. Click on the 
View tab to view and/or print the forms. 
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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 
deductions and 
the amount 
withheld from 
the employee’s 
pay check.  
These deductions 
along with the 
amounts 
withheld for 
state, federal and 
FICA taxes are 
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. 
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View Other Pay Stubs 
 
 

 
 

 
 

 
 

By clicking here a listing of all previous 
pay periods will appear. 

If the employee simply wants to know 
what their deposits were by calendar year, 
they can use the drop down box to select 
the year.  This will display Net amounts 
by check date.   
If you wish to see more detail, either click 
on the date or the amount for the 
particular pay period and the detail for 
that pay period will be displayed. 
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Year to Date Pay 
 
 

 
 
 
 
 
 

Pay Information 
 
 

 
 

 
 
 
 

This screen shows the 
employee’s pay detail 
and their lane and step 
placement by fiscal 
year. 

Any deduction 
followed 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 information on pay, taxes, deductions 
and district paid benefits. 
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2.) My Benefits: Allows you to view the TimeOff plans, balances and usage. 
 
 

 
 
Leave of Absence Requests can be completed for maternity/family leaves, 
extended leaves, medical leaves, etc. 
 

 
 
 
 
 

3.) My Tax Information: Allows you to view your tax withholdings, W-2s, and related 
information online if you have given consent. 

 
W-4 

 

 
 

This screen shows the 
different TimeOff Plans 
that are available to the 
employee. 
 
Use the drop down box 
to select a TimeOff Plan 
to view the detail of that 
plan. 
 
Time off information 
from prior years can 
also be viewed by 
selecting the 
appropriate date range. 
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W-2 
 
In order to view and print your W-2 on-line you must consent to Electronic W-2’s when you 
access this window. 

 

 
 

 
W-2 Information Sheet 

 
W-2 Information Sheet is available to all employees, even if the employee has not consented to 
an electronic W-2. 
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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 information that 
the district has on the 
employee.  
The district has the 
option of allowing 
employees to make 
changes to their address. 
There is also additional 
information that can be 
updated by the employee 
if the district chooses to 
make that option 
available. 

This is where the District would like all employees to add, update, or delete 
the individuals they would like contacted in the event of an emergency 
situation. If there are contacts in the district’s database, they will be listed 
here. 
The employee can also change the information that is currently listed by 
clicking on the “Edit” button (if visible). 
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 it. 

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 
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5.) My Credentials: Allows you to view your Education and Licensure information.  In 
addition, No Child Left Behind and Training, Tests & Skills can also be entered and 
viewed in this window.  

 
Lane Changes can be viewed by clicking on “Education”, then the “Continuing 
Education” tab. 

 
Education 

 
 
 
 

 
 

 
 

 
 
 

 

This screen allows the employee to 
view the information the district 
has on file for their education along 
with continuing education credits 
(e.g. Lane Changes).  
The district has the option to allow 
employees to add, edit or delete 
this information. 

If you are a licensed teacher your licensure information is 
viewable here.  
You can also view additional license information by selecting the 
Other Licenses/Certifications tab.. 

Licensure information is listed 
under “No Child Left Behind” 
along with information from 
STAR Reporting.  HOUSSE 
information is also listed. 
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6.) My Profile: Allows you to change your password and/or setup security questions. 
 

 
 

 
 

 

You can change 
your password 
and security 
questions on 
this page. 

In order for an 
employee to reset their 
password three (3) 
security questions must 
be setup.   
An employee can set 
up one, two or three of 
their own questions, or 
choose the “Pre-Setup 
Questions”, or a 
combination of these 
two options. 
Three (3) questions 
must be set up. 

Additional 
Training, 
Tests and 
Skills can be 
used to track 
other types of 
training for 
staff and the 
date the 
training was 
completed. 
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                             Requests and Approvals 
 
Click on the tab “Requests & Approvals” to find the following categories. 
 

1.) Purchasing 
2.) Vehicles 
3.) Responsibilities 

 
 

 
 
 
 
 
 
 
 
 

The Supervisor’s Report of Accident can be completed on this window.  Supervisors 
can be given access to this window to complete this form.  

 

 
 
 
 
 
 
 
 
 

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.  

The Vehicles 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.  
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Reports 
 
There are many different reports available via SMARTeR.  This option allows the user to 
have access to the information they need and alleviates the need for an individual to have 
a login/password to the software itself.   
 

 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
NOTE: You will need to be on the specific page in order to add it to  
   your User so SMARTeR knows 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. 
 
 

 

For further explanation 
of specific report 
availability contact the 
District Office. 

To setup your own 
“favorites” or User List 
within this website, click 
here. 
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