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Logging into SmartFindExpress

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

HOME SCHOOLS ~  ABOUTUS ~ SCHOOL BOARD ~ DEPARTMENTS ~ STAFF ~ STUDENTS & PARENTS ~ COMMUNITY ~

News & Announcements Quick Links

Superintendent's Message

Slight tweak to New Elementary Boundaries beginning in 2019-20 School Year
The KPS School Board has approved the new adjustments to the Elementary Boundaries below, beginning with the 2019-2020 Calendar

2019-20 school year. Online Enrollment

For Questions please contact Judy Peiffer at the Elementary Enroliment Office at 406-751-32430 District Directory

View More Employment

View Al Substitute Opportunities
KPS Employee Center

District Spotlight Food Service Parent Portal
= District Events

OURKIDS ™ OUR FUTURE District Forms

Staff Intranet

Step 2: Click on Employee Access Center.

KPS Employee Center

CWI(S below to access the different KPS Employee Portals

Employee Access Center eFinance Plus KPS Employee Portal
(Data previous to July 1, 2018)

Absence Entry Requisitions (see video below)

Benefits Enrollment Reports Earning Statements
(Power Users can also get to Time Sheet Entry W2's

Employee Information and the Employee Access Center through

) (District Network login credentials)
Earning Statements, W2s, and 1095Cs eFinance)

Substitute Opportunities

Time Sheet Entry + Coding 101 PDF
« Creating a Requisition in eFinance
Leave Information/Calendar ) .
Video link

Employee Access Center Directions

Login is employee ID#

and PW is last 4 of SS #)

* Please do not change login
credentials for 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 #

Profile:| Kalispell SD - Live v

User 1D:

Password:

Forgot your Password?

Login Page Instructions

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!

eFinancePLUS Employee Acce ter TESTMACTESTERSON | ) 7 @

Employee Tasks:
Employoe Information
Eamings Statements ad re updating or changing
Salary and Benofits. Dr th flects the r 1l ta S ify a n hange Your name
Leave Intormation

al Security Card or
dto HR

Unless permission is given by employee to allow more, Employee Information which would be released includes Assignment/Position, Start & Stop Dates, and Salary as allowed by the Freedom of Information Act

Print W2s
1085 EEE— T —
Tax information Update
Deductions and Benefits Employeo I0: 10000 Provious Name: TEST
New Hure Benefits Enroiment ::;;:',:’:m TesT m‘:""ﬂ“‘“""’ i
2 s 3 jumber:
PO WS ycich; Cooumoy Last Name: MACTESTERSON Work Phone:
Suffi: Work Email:
Address 1: 2 HOUND DOG LANE SSN: 000-00-0000
Address 2: Birth Date:
city: KALISPELL Hire Date: 22019
state: T Department: 10 - HUWAN RESOURCE
Zip: 50901 Check Location: 86 - MAIL
KPS Password Reset Personal Email: Personal Cell Phone:
Foderal Tax Table Other Phone: Emergency Coll Phone:
Emergency Contact: Emergency Phone
State Tox Table
TS Physician: Physician Phone:
Benefit Summary Spouse: Spouse Phone:
10 Month Rate Sheet e i SO R S

Bonefits Page on KPS Wobsite
Time Sheet Entry

Absence Entry (SmartFind)
Substitule Opportunities.




IMPORTANT:
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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.

Information
Employee ID: 10000 Previous Mame: TEST
First Name: TEST Release Information: v
Middle Name: Phone Number: 406-000-0000
Last Name: MACTESTERSON Work Phone: 406-751-0000
Suffix: v Work Email:
Address 1: 2 HOUND DOG LANE SSN: 000-00-0000
Address 2: Birth Date:
City: KALISPELL Hire Date: gr12/2018
State: MT Department: 10 - HUMAN RESOURCE
Zip: 59901 Check Location: 86 - MAIL

Personal Email: Personal Cell Phone: 406-000-0000
406-000-0000

406-000-0000

tkljgoisjdls@gmail.com
Other Phone: MNA

Emergency Contact:

Emergency Cell Phone:

Mom Emergency Phone:

Physician: Big Sky Family Medicine Physician Phone: 406-000-0000
Spouse: Testla MacTesterson Spouse Phone: 406-000-0000
Effective Date: 8/24/2019 B

Save || Cancel

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 315 BUT if you choose EAC you will
receive your tax paperwork on December 31, We recommend choosing the EAC option.

Fiedze T WU LU e (Ui mwrriee WiLen ywul

Tax Information

Printed W2 :
Printed 1095-C :

e

eFinancePLUS

Employee Tasks:
Employee Information
Eamings Statements
Salary and Benefits
Leave Information
Print W2s
1095-C
Tax Information
Deductions and Benefits
MNew Hire Benefits Enrollment
“What I Paycheck Calculator
Recruitment
Contracts

W2 in EAC Only ¥
1095-C in EAC Cnly -
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Step 5: Locate Link on the left-hand side of your screen and click on Absence Entry (SmartFind)

[P ELETSUEM = oioyee Access Cente

Employee Tasks:
Employoe Information
Eamings Statements.

Satary and Benefits

Leave Information

Print W2s

1095.C

Tax Information

Deductions and Benefts

New Hiro Benefits Enroliment
“What If* Paycheck Calculator

:J eFinancePLUS

#

Employee Tasks:

Employee Information
Eamings Statements
Salary and Benefits
Leave Information

TESTMACTESTERSON + |

Print W2s
1095-C
Tax Information

lowed by the Freedom of Information Act.
Deductions and Benefits I
New Hire Benefits Enrollment

"What If" Paycheck Calculator

Recrustment
Contracts

2HOUND 0O LANE Recruitment
e Contracts

Links:
KPS Website
KPS Password Reset
Foderal Tax Table
State Tax Table
Bonofit Summary
10 Month Rate Sheet

uT
50901
Personal Email
Other Phone:
Emergency Contact:

Physician: Links:
Spouse:
| KPS Website

KPS Password Reset
Federal Tax Table
State Tax Table
Benefit Summary
10 Month Rate Sheet
Benefits Page on KPS Website
Time Sheet Entry
Absence Entry (SmartFind)
Substitute Opportunities

Benefits Page on KPS Website
Time Sheet Entry

Absence Entry (Smartfind)
Substitule Opportunities.

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

District-wide
Announcements

Weicome to SmartfFindExpress’ X
T R A o) €5chool
y A ' ¥ Eme — SmanFindExpress”
Enter
S your User
ID and
st Password
L &




Create an Absence

1. Click Create an Absence to display the
Create Absence page.

2. The Location field displays your primary
location.

3. The Classification field displays your primary
classification.

For Itinerant schedules, all of the locations
and classifications you work are visible on
the pull-down menu.

Location
To report an absence for a different location, use
the drop-down menu to change the location of the

job.
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| Home @ﬂ Absence Revigw Abaences Absence Approval

Crean Aksanca
Abssence Information
Ta cemplew thi

Easirylaied Elemiaslary 500
Grade 4

Lisz adied

o lassrbcabion

Reason
Bludget Code
w0 SubEliute reired? @y O g

Classification

To report an absence for a different classification,
use the drop-down menu to change the
classification of the job.

4. Select a Reason to assign to this absence.

5. If required, enter a budget code for the
reason.

Create Lhsence
Absance Information

Loeakior Sunnmyland Elamsniary 500

Hote - The selected reason requires approval. The system will submit the request for appreval when you confirm this absence.

To complete this ahsence, press Continee and proceed until 3 job rumber is assigned.

If you select o reason thot reguires odministrotor
opproval, the Create Job screen disploys the following
reminder: You can continue with the job creation with
this reason or choose another reason.” You can olso
enter an Approval Comment to provide your approver.
* Absence Approvals may not be used in your district.

Clagsifeales _ liladed

Profassional Devalopmant (4)

spproval Commant

:E‘udga'.lﬁodo

d.ﬂ

;I M x| Characians=75%)




6. Choose Yes or No to indicate if the absence

10
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requires a substitute. | Is a Substitute required? @ yegq ; No .
If a substitute is not required to fill the
absence, click No. Click No if you
The choice of indicating if a substitute is do NOT need a
required is only offered if the absence would “’b:‘;'::' for
normally require a substitute. o ’
The default for entry of an absence is
today’s date. To edit the dates, click the Sxit End
calendar icon to display the calendar, or Dates  [G71072017 = pneEn b
type in new dates. You may not enter an (MUY Yy MDAV Y
absence for past dates.

Absence Substitute

o ’ » StartTime  End Time  Stat Time  End Time
The selected location’s Start Time and End Weekly Schedule  (hh:mm am)  (hhimm am)  (hh:mm am)  (hh:mm am)

Time are displayed. Substitute times default Monday @ [0800AM | [0330PM | [0800AM | [0330PM |
to the absence times. To change the Tuesday © [0800AM | [0330PM | [0800AM | [0330PM |
hour/minute or am/pm indicator, select th Wednesdsy [# [0300AM | [0330PM | [0800AM | [0330PM |
field and then use the up or down arrow on Thsdsy @ [0300AM | [0330PM | [0800AM | [0330PM |
your keyboard to make changes. | Fey Fg [bscoAM | [0330PM | [0200AM | [0330PM |
You can modify your work schedule. The / -
workdays must correspond to the days of If separate Absef:rce and Substltutfe times are used,
the absence being reported. i:ﬁx;muﬁi::;??ﬁ;m sets of time.
If absence days are non-consecutive, or if each automatically refiect on Sg;stnute:’:’t:rt ADES ;ct:lm
day of the multiple-day job has a different modification to Absence Thme wil gutamaticaly

g 4 End time.
start/end time, make the adjustments to the refiect on Substitute
weekly schedule.

Enter Name for parsal namel. fhen press Search

Lk Name & pagmawty  © Comtan

To specify a substitute for the absence, ‘ Prsisens & sk O eatas
enter the substitute’s ID number. If Racords PerPage [0 =]
unknown, click Name Lookup to display the d
Substitute Name Lookup screen. \

Specify a Substitute? ID [l Name Loolp |

PRE.-ARRANGED?
If the specified substitute has accepted this assignment and does not need to be contacted, press YES,

Has the substitute accepted this job? € ves @ pNo

Substitute

If the substitute has accepted the job, click “Yes”. The Click “No” if the substitute has not accepted the
substitute will be assigned to the absence and the
ill not call the substitute. This s called assignment. Phone calls will be made to offer the
P e atss Tk e substitute the job. If the specified substitute does not
Samanging. accept the job the system will call other qualified
substitutes.
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11. Add any instructions you want to provide to

|
the substitute. These instructions will also I —
be voiced to a substitute over the =
telephone. ¥ Fis Attachmens. | B || (Maximum file sic

12, Attach any files that you want to provide to
the substitute or administrator. Up to three

attachments can be added. Note = The selected reasan requires approval. The systam will submit the
Create Abseance Confirmation
. . Thiz abssnce will pot be created until the Create Abssnce bulten s pressed
13. Click Continue for the next page. If any r" Job Staius Approvad Panding/Opsen
errors are detected on the form, you will Employee.  Faren Andereon
. R Locstion.  Swnnytand Elsmantany
have the opportunity to make corrections. Classification:  Grade 4
Reason:  Profassional Davelopment {4
. . . Approeal Comment.  E30L workshop
14. Verify the absence information and then Budgst Code  ZMSETE9
click Create Absence to create the job and -< Wslen Insinuctions; = Kans
. . " Tewl Instiuctming.  Mons
receive a job number. To modify the File fitachments e
absence information, click the Cancel Dates: 02072011« 02012001
Waakly Schedde Employes Subsitue
button to return to the Create Job screen. Tussdsy 0300 AM 0330 PM 0300 AM - 0330 P
Epaciiod Suhaituia
15. Clicking the Creote Absence button displays N\ Assgned Subaine

the Create Absence Verification screen. A @

job number is created for the absence.

Create Job
o Cresion- successut. )
COMPLETE! You MUST receive a Job Number
for your absence to be recorded in the system
and to receive a substitute.

Job Numbser: 24378
ob s appraval Pending/Open
Employes:  Karen Anderson

Lacation:  Sunnyland Elemanany

Classificationn  Grade 4
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Review/Modify/Cancel Absences

1. Click the Review Absences Menu. R L T LT

2. Search for absences by date range or enter
the job number. Dates can be any date in —
the past, present, or future.

Revimw Absences
Display Foomat: @ Ligt € Catangar

Saarch From Ta

3. The default is to display the results in List

View. Click the Calendar radial buttan to Jab Hhuriibar Mote: Sanrch by job mumbar will not use the dats rangs
display your absences in Calendar format.
The start and end times of the job are
displayed. List View
Calendar View Jub & St DetsTima Locasion Réuson
Fnd OiteTimas C lamuification Sskatituln
[~ Fem it PN = =]
15§10 1018009 11 205 Heritig Elensntiny - otbes  Profescas ral - Prirroary
Cancellad 107220090320 P Gradi 4 Wilicars on, Ehiaron
17473 TN2AMI0T A Hedlage Elementary - oiter  Professioral - Primary
11123008 03 0 P Geaska 4 budega Vetmia
qand OUET 00T 23 A Heniage Elementary - oiter  Prolessiaral - Pamary
+ PUITA0A3 M PM  Geade d Schmrdas Lima

4. Clicking the job number link displays the
Review Absence Detail screen. You can
view, update or cancel future absences.

Raviwm dbasnce Decall
5. To cancel an absence, click the Cancel Job Job Marber. 23T
b ‘ltDI"I Jeb Steus  Apgioal Pendsg Dpen
Y] N

Locston:  Sunrrbasd Elssaniany
Claswhcatos  Geads 4
Beazon:  Professignal Desslapment

Woce Inmuctions:  Hone
Thie system will notify the substitute of the Test Instsucticn |
cancelled job by placing a telephone call.
Uncheck the “Notify” checkbox, if the — A
assigned substitute does not need to be w5
notified of the cancellation.
Add & Fila | Bsowis . | (Man.
Had Dote: 020172811
0 The Cancel Job button may not appear on Erd Dme. 2201
- . = Wieskly Schedule  Emplopes Subsiise
the screen depending on your district’s jfjiai oy o P 0 A g
Ta] i i Spacied Ssbatine:  one
policies regarding cancelling absences. Pt fl el N

Please contact your School Administrator if
you do not have the ability to cancel your
absence.

P Motity the sbaiiue of & canceiation ¥
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Absence Approval

1. Click the Absence Approval Menu. | Homs  Creafeanabsence  Revew dbsencas

2. Enter the dates for the search, choose the
location of the absence requests, and select
the status or statuses for your search. Click

Search.
Steus [ Pendng T Aggeoved T Denied T Cancelied
. . ds Per P -
3. The Absence Approval List displays il bl
Search
summary information on the absence
request.
Absence Approval
Search From 070172010 Bl To. 077997 72010 =
MM DOYYYY) MMTOYYYY)
Locston.  |WASHINGTON ELEMENTARY SCHOOL v

Staus: T Pending [T Appeoved [T Denied [T Cancelles

Records Per Page m

Absence Approval List

Job#: | StortDate: | EndDate: | Resson: | Status | Level - | LastActionBy - | Last Action -

191 072672010 0300 AN 07/26/2010 040 W REASON ABSENCE 001 Paim %‘ ToddKaren Submied
An Absence Approval The Level field
status can be: shows the approvals
¥ Pending (Approval) received highest
¥ Approved level compared to
¥ Denied the reason level
¥ Cancelled required.

4. Click the Level link to display the Absence
Approval History log for the request. The

Absence Approval History

log shows the history of actions performed ob Number: 243

on the request for each level. Action | Person | Date | Status
Submited  Brown Brett 08/01/2010  Pending
Denied  OPERATORALL 08/0122010 Denied

Return




Creating and Modifying Jobs over the Telephone
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Before any features are available, you must register with the system and create a PIN. The Access

1D and PIN are used for all interactions with the system.

Creating Absences

Absences can be reported for today, tomorrow,
or for specific dates in the future.

1.

Call the main system number and enter
your Access 1D and PIN, bath followed by
the star (*) key. Select “1" to create an
absence.

If you have multiple locations and
classifications in your profile, select one
from the list. NOTE: If you have muitiple
schedules for the same classification, you
may not be able to create your absence on
the telephone. You will be able to create the
absence on the Web.

Select the absence start/end dates. Indicate
whether the absence is only for today,
tomorrow, or if you want to enter the
dates. Use MMDD format.

Select the absence start/end times. The
default times for the absence location will
play. Accept the default or enter specific
times. Use HHMM format. Either the 12-
hour clock or military times. Indicate am or
pm for the 12-hour clock. If a multiple day
absence, each day’s times must be
confirmed. The absence times are also used
for the substitute times.

Select a reason for the absence and press
the star (*) key. A list of reasons is played,
but the reason can be entered at any time.

Record special instructions for the
substitute. The substitute will know the
dates, times, location, classification of the
absence and your name.

7.

Choose if a substitute is required for the
absence.

If a substitute is needed, you may specify or

prearrange a substitute. Requesting a

substitute means that only the specified

substitute will be called for that job until

the following occurs:

= Aset time designated to release the job
to other substitutes

= The specified substitute declines the
job

=  The specified substitute becomes
unavailable for the date(s) and times of
the job.

The requested substitute can be

prearranged. An absence is considered

prearranged if you have talked with a

substitute. Prearranged substitutes will

not be called by the system. They have

to access the system to abtain the job

number.

Obtain the job number. Remain on the line
and hear the job number played to you.

Reminder: No lob Number means that
the absence has MOT been created!




Review/Cancel/Modify a Job

(| After reporting an absence, you can call in and
review or cancel an absence or modify the
special instructions of a future absence.

1.

Call the main number and enter your Access
ID and PIN, both followed by the star (*)
key.

Press “2” to review, cancel, or modify an
absence.

Open and active jobs are played in date
order. To view past jobs, use Web access.
After each job is played, you can repeat the
job information, hear the next job, modify
special instructions, or cancel the job. To
modify the job’s dates, times or reason
information, you must cancel the job and
then create a new absence.

When canceling a job that has an assigned
substitute and if allowed, you will be asked
to indicate if the system should call the
assigned substitute. To confirm
cancellation, please wait until the system
says, “Job number xxxxxx has been
cancelled.” If you do not stay on the
telephone to hear the cancellation
confirmation, there is no guarantee that the
absence has been cancelled.
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Entering Alphabetic Characters on the Telephone:
Press the digit that corresponds to the letter. For
example, for A, B or C press 1.

If the system determines there are multiple codes
that apply to the key presses, you will hear a list of
codes. Choose the correct code from the list.




