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Step 1:  Go to the Kalispell Public Schools Home Page, www.kalispellpublicschools.org and locate the 

Quick Links on the right hand side and click on Kalispell Employee Center 

 

 

 

Step 2:  Click on Employee Access Center. 

 

 

http://www.kalispellpublicschools.org/
http://www.kalispellpublicschools.org/
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Step 3:  Enter your Log in.  

Your User ID is your Employee ID # and the Password is your last 4 digits of your Social Security # 

 

 

 

Step 4:  You are now in the Employee Access Center!  Make sure all your information is completed 

INCLUDING PHONE NUMBERS!  If it is not complete, please update your info and click save! 
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IMPORTANT:   

All of your information must be complete in the system, especially your phone number.  Please take a 

few minutes to review and update your information.  Everything in this system is dependent on this 

page, so it is critical that it is correct and complete. 

Wait, you’re not done!!!  What about your W2’s and 1095-C’s?  

Please click on Tax Information and click the Update button.  You have two choices, printed or EAC only.  

If you choose printed you will receive your tax paperwork on January 31st BUT if you choose EAC you will 

receive your tax paperwork on December 31st.  We recommend choosing the EAC option. 
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Step 5:  Locate Link on the left-hand side of your screen and click on Absence Entry (SmartFind) 

 

 

 

 

  

 

 

 

 

Step 6:  Enter your User ID and Password again.  Also check out the District-wide announcements before 

you hit submit. 
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