Kalispell Public Schools
SmartFind Express

Substitute User Guide:

s ada e

Owr Kids. Our Futve.

I{ALISFELL




Page |2

Table of Contents

PagE B e e e e e n e Logging into SmartFind Express
PaBE B e s e e r e KPS Employee Center

PAGE Attt s sttt sas et sre st nan User Name and Password

PAGE 4.t et e e se e sae e Employee Access Center

PAgE 5.t s s s s e s sas ssasasns Employee Info and Tax Info
PAEE Bttt e et a e r e sn et sresaennan Absence Entry (Smartfind)
PABE 7.ttt ettt s s et b e e nas Schedule

PABE 8.ttt et st s e et b e et nas Temporary Do Not Call

PAEE 8.ttt sttt e a et s eaeareeaennnn Classifications

PABE 8.t e e e e e sa e sre e Locations

PABE 8.ttt et st s e et b e et nas Unavail Dates

PABE Ottt e s s e e sr b et nas Available Jobs

PABE L2 et e e e s e s sae st e Review Assignments

PAGE L2ttt st sttt st st e sre e neatas Finding & Accepting Jobs by Phone
PAE L3 ettt st st ettt st e sae e aeanas Call-in

PAGE LAttt et st st e b et et s e et st st e e neana Call-out

PAGE LAttt et st st e b et ettt st st st neneana Job Offers



Page |3

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

Slight tweak to New Elementary Boundaries beginning in 2019-20 School Year Superintendent's Message

The KPS School Board has approved the new adjustments to the Elementary Boundaries below, beginning with the 2019-2020 Calendar
2019-20 schaol year Online Enrollment
For Questions please contact Judy Peiffer at the Elementary Enroliment Office at 406-751-2420 District Directory

View More Employment
Al Substitute Opportunities

KPS Employee Center

District Spotlight Focd Service Parent Portal
= District Events
QURKIDS ” OUR FUTURE District Forms
Staff Intranet

Step 2: Click on Employee Access Center.

KPS Employee Center

Click on theflinks below to access the different KPS Employee Portals
Employee Access Center eFinance Plus KPS Employee Portal
Data previous to July 1, 2019

Absence Entry Requisitions (see video below) { P Y :
Benefits Enrollment Reports Earning Statements

(Power Users can also get to Time Sheet Entry W2's
Employee Information d the Empl A Center th h

an. © Employee Access Lemter tiroug (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 55 #)

* 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.

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 Passward?

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!

PP IU =pioyoe Access Center TESTMACTESTERSON - | ) ? @
Employee Tasks:
DIRECTIONS Piease ensure that all of the information below is Updated and accurate
Employee Information
Eamings Statesents If you update your address, then you will need to update your depenc ddress as well in the deductions and benefits link. If you are updating or changing yo se provide HR with a copy of your new Social Security Card or
Satary and Benefits Jnver's License that reflects the name ¢l HR ¢ pt @ Social Secunt ard or Driver's License 1o verify a name change Your name will n ally changed in the system until it 1s provided to HR.

Leave Information
Unless permission is given by employse 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
s e ]
Tax Information Update
Deductions and Benefils Employee ID: 10000 Previous Name: TEST
New Hure Benefits Enroliment :";‘":":':m TesT :::;’:"‘T“"": Yes
What " Peycheck Colcutator Last Name: MACTESTERSON Work Phone:
Recrutment Suffix: Work Email:
Contracts Address 1: 2 HOUND DOG LANE SSN: 000-00-0000
Address 2: Birth Date:
- Ao — e ——
= State: MT Department: 10 - HUMAN RESOURCE
KPS Website Zip: 50901 Check Location: MAIL
KPS Password Reset Personal Email: Personal Cell Phone:
Federal Tax Table Other Phone: Emergency Cell Phone:
Emergency Contact: Emergency Phone:
T Physician: Physician Phone:
Benefit Summary Spouse: Spouse Phone:

Bonefits Page on KPS Wobsite

Tume Sheet Entry
Absence Entry (SmartFnd)
Substitute Opportunities.
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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.

Employee ID: 10000 Previous Name: 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: 8122019

State: MT * Department: 10 - HUMAN RESOURCE
Zip: 59901 Check Location: 36 - MAIL

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

406-000-0000

tkljgoisjdlsi@gmail.com

Other Phone: MA Emergency Cell Phone:

Emergency Contact: Mom Emergency Phone:

Physician: Big Sky Family Medicine Physician Phone: 406-000-0000
Spouse: Testla MacTesterson Spouse Phone: 406-000-0000
Effective Date: 8124/2019 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.

/ eFinancePLUS

Fiedzs T WUEL LU TSSO QIR VEILEL Y WLl

Tax Information

Printed W2 : W2 in EAC Only v
Printed 1095-C : 1095-C in EAC Only *

—_—

Employee Tasks:
Empiloyee Information
Eamings Statements
Salary and Benefits
Leave Information
Print W2s
1095-C

Tax Information

Deductions and Benefits

Mew Hire Benefits Enrollment
“What If" Paycheck Calculator
Recruitment

Contracts
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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
Recrustment

Contracts

:J eFinancePLUS

#

Employee Tasks:
Employee Information
Eamings Statements
Salary and Benefits
Leave Information

TESTMACTESTERSON + |

Print W2s

1095-C

Tax Information

Deductions and Benefits

New Hire Benefits Enrollment
"What If" Paycheck Calculator

lowed by the Freedom of Information Act

2HOUND 0O LANE Recruitment
e Contracts

Links:
KPS Website
KPS Password Reset
Foderal Tax Table
State Tax Table
Bonofit Summary
10 Month Rate Sheet
Benefits Page on KPS Website
Time Sheet Entry
Absence Entry (Smartfind)
Substitule Opportunities.

uT
50901
Personal Email

Other Phone:

Emergency Contact:

Prysician, 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

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

District-wide
Announcements

Weicome to SmarntFindExpress’
e o) €3chool
1800 123120 & \
Your Arrees D o your Emplovee (O — SmanFindExpress”
PRS0 Mk WIW Y UDOEM pUF eTa ADTeYS v Enter
e  ; .| your User
' _ ID and
Fanre Password
v o

Trautve wgneg m*
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Schedule

Click Schedule to review or update work schedule
information.

fiome

Schedule v Avthhh;@o Revew

General
Temporary Do Not Call
Classificatons
Locations
Unavai Dates

October 4, 2010 1:31 P!

General Substaute Schedule
1. Click General from the Schedule menu to - o — .
3 : Delete ]
display your daily work schedule. B Monsey . g
[]  Tuesday  Avalabis 0G.00AM-0ZODAM |
2. Click New to make changes to your [ Tuesday  Avalsble 12:00 PM- 05:00 PM You can receive job
schedule. [0 Wiednesday Avelble  AlDsy [}] offers (for future
[ Thursdsy  Avadsble ANDay jobs) during calling
Fri Avabsbls A Dy periods on days that
3. Onthe New Schedule screen, make any L] L I you have no
modifications to the days and times that :vasﬂa;mlv unless the
you are available for work. The start and — a:y.Dom E;f-“ -
end times of the job are displayed.

4. |If desired, set up Temporary Do Not Call \ /
+—— A

times.

~N
) *Sun Wen Toe Wed The Fn  Sat
You will not receive calls for assignments ‘ rF ; : P ,; -

- during the time period vou specify.

All Day *SartTime  * End Time
Araitabe for assgnments = -0~ ") o

b LA AAT Ty

5. To delete a schedule, click the box next to N 55 e
the day you want to remove from your FoCmE A, (oA Al
schedule and then click Delete. [ Save JRetum To List |
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Temporary Do Not Call

(This feature is also available from the Profile drop-
down menu on your home page.)
The following characters can be used in the
1. View/Update your call back number. The Call Back # field: (),-, *, #.
number should include the long distance ’
indicator and area code (if required) for the
system to call form its location.

2. Specify a temporary ‘Do Not Call Until’ time Ca¥l Back ¥
if you do not want to be called by the  ————epp | DoMotCatUnti = {hhemm am)
system during the regular calling periods. T Wote: Enter a time that is up to 24 hours from now. if a time is not
anterad, you will be called dunng regutar calling penods.
Classifications
Click Classifications to see the Classifications
Classifications you have indicated you will 3
work. If enabled by your district, this page Classification List
will c‘on.tam a New af.1d De.lete button for { Code & l Name -
modifying your Classifications. 003 CLASSIFICATION 003
| 005  CLASSIFICATION 005

. You will not receive job offers from any
Locations other locations unless you are specified. ’

Click Locations to see the Locations you
have selected to work. If enabled by your _
district, this page will contain a New and EOCRIN L
Delete button for modifying your Locations. Code - | Name
101 Adelphi Elementary
| 102 TEST LOCATION 102

| 103 TEST LOCATION 103

Unavailable Dates

A 4

Unavail Dates

1. To add unavailable periods for when you
are not available to work, click New.
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2. Specify the date(s) and time that you are
unavailable. If unavailable all day, click “All <
Day.”Multiple unavailability times can be
entered for a single day. All unavailability
times are shown on the Calendar.

3. Toreceive calls for future assignments
during the date/time specified for
unavailability, check the “Call for future
assignments” box.

4. To modify an unavailable date, display the Unavailable Date List
Unavailable Date List. Click the Start Date
link for the date you want to modify.

Delete? | StartDate | EndDate | StartEnd Time

[ 09/08/2010 8/2010  AllDay

5. Make any updates to the unavailable date
on the Modify Unavailable Date screen.

Click Save. —

HModfy Unavalable Date

Motic Tioas appty 10 every umaealalng Gay in N6 (408 range.

* Date Range * Time 41 D3y

—s st (9305200 = - N W
Eag [BI0E2010 = —
MDY Y
W Cak %o future assignmants
Rutur To tist
Available Jobs

Click the Available Jobs Menu. Home Scheduie -Amm Review Assignmenis I

1. Click Search to display all available jobs, or
enter a date range for your search.  gr—

Avatlable Jobs

TSearchfom owowzio [T ™™ owosemo [T
— - COYYYY) (NMADOYYY
When the system calls out in the —
moming, the available jobs presented on the
Web and the IVR are jobs for that day. You =
may be able to review available jobs for The list of available jobs can change at any time as
future dates if allowed by your district. other substitutes are accepting assignments and jobs

are being created.
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2. The system displays the list of
available jobs. Job listings are Action  Start Date/Time Location Employeeinfor  Instructions
preceded by a “Details” or “In oo S e b ccapy
Callout” link. - 010 0800 AM  WASHINGTON ELEMENTARY SCHOOL  SMITH, JANE None
2042010 03:00PM  TEST CLASSIFICATION 101 Wed No
! . : Details  09/17/20100800AM  WASHINGTON ELEMENTARY SCHOOL  SMITH, JANE None
3. Click the Details link for a job to 081772010 0300 P8 TEST CLASSIFICATION 101 Fri No

display the job details.

4. View the details of the job on the Available
Jobs Detail page. You can also accept the
job, decline the job, or return to the jobs
list.

5. To accept a job, click Accept Job. The
Available Jobs Confirmation screen displays.
If the system determines that a substitute is
in the process of accepting the job on the
IVR, the job will not be assigned. If the job
assignment is successful, a job number is

<+
displayed.

6. To decline a job, click Decline Job. You may
be required to enter a reason for the
decline. A Decline message displays on the

Available Jobs screen.

Zveatlatie Jobs
Aastatie Sobs Detas

Job Status OpeniOpen
EmpRme nlr  SWTH JNE

Lecaton.  WASHINGTON ELEMENTARY SCHOCL

Admress 100 WASHNGTON LANE

ANYTOWN FL 32333

Tesphone 407-333-3333
Clasulcatcn  TEST CLASSFICATION 101

Voion Inshuchons Nome
TadInsvectons  None

Date 052010 - 03152010

Vieakly SOeM  Wetnesday OB 00 AM-20 00 PU

Available Jobs Confirmation

When you click Retumn to List, the following
changes may be occurred on the jobs list:

* Details links may show as In Callout for
those jobs that are now available and in
callout.

¢ In Callout links may show as Details links
for those jobs still available, but no
longer in callout.

* Additional jobs may have become
available and now display on the list.

* Jobs that are no longer available have
been removed from the list.

Job Number 225

Empioyee nlor SMITH, JANE

Voice nstucions.  None
Testinstucions: None

—
* Search From: 09/05/2010

MO/ Y'Y

Search

Accept Job B Decine Job I B~ cen To Ust

2

Select 3 reason for Decinng before pressing Decine Job

Locaton.  WASHINGTON ELEMENTARY SCHOOL
Address. 100 WASHINGTON LANE
ANYTOWN, FL 33333
Telephone 407-333-3333
Classficaton.  TEST CLASSIFICATION 101

Date: 0911772010 - 0811772010
Weekly Scheduse Friday 08.00 AM - 03.00 PM

o

"\ Review

job
details

Avnlablo Jobs

o <Hully

"T¢ pan7010

MDD
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To review the details of a job currently
being called on by the IVR, click the “In
Callout” link for the job. The following
message is displayed, “This job IS g
currently being offered to a substitute.
You may retry later.” Click Return to List
to return to the jobs list.

Avald-le Tobe
* Search From flaAta010 Caloadar | * To[iomorants Catondar |
» MMiddyyyy) O0Gdyyyy)

Acoen  Stan Dare/Troe Leconca Baglopee nitor  Jasrucoocs
Eod DaseTave Cassdconcn Work Dags Is Bequened

Detags 100772010 530 AM French Prasw - Numntos Serecer Vaswcy Neas
100772010 €200 PM  Agncubure/Biclagy Thu Ho

Dotale 1002010 07 30 AM Shared Servces - High School Cangas - otker Vosueey Moo
100772010 0330 PM AgneubareBiology T Mo

QY 72010 0730 AM Shared Servizes - Hygh Scheol Catrgpes - olber Vatay MNeas
7('0!0 0330 PM Mmbl:l&don T Neo

Detml  100TV2010 0730 AM Shared Services - High School Casrpus - ofter V-nuy Neae

Review Assignments

1.

2.

6.

Click the Review Assignments Menu.

To review all assignments, click Search, or

enter a date range or job number to display <—

specific assignments. Select List or Calendar
format.

The default is to display results in List View.
Click the Calendar radial button to display
your assignments in Calendar format. The
start and end times of the job are displayed.

Calendar View

L

QOO TaOOTRgY

'
'

o

> DesplayFormat @ st Calendar
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10772010 0330 PM AgncubreEwclogy T No

Avadatie Jebs
Thas yob 13 currenty beay offered to 2 subatnuge You sy retry ey
Avadatle Jobs Detad

Job StatusOper/Open
Baglogee n for Vacancy
Lotation Shared Services - Hyh Schodl Catipd - ofker
Addreer 1785 N From St
Waeodsm, OF 7071
Tebgptoos 15035812600
ChntitaaAgnodnreBilogy
Vo latraeticer Nose
Tzt atnxticor Noze
Date: 100772030 - 102010
Waekly Schedule Taarsday 07 30 AN - 0330 P

Faturn To Lk

l S —_—

Search From To
ARADDYYYY) IMMDDIYYYY)
Job Mumber | | Note: Search by job number will not use the date range

List View
Job#¥  Start Date/Time Location Employee in for
End Date/Time Classificaton Work Days
141 11202013 08:00 AM  ZZ TestLocation ZZ Test Employee,
1172172013 04:00PM  ZZ Test Classification  Thu




3.

Fawiey Agmgrment Detall

Click on the job number link for the
assignment you want to review. The Review
Assignment Detail screen is displayed.

If cancelling an assignment, the
cancellation reason must be selected
from the drop-down menu. Once the
Cancel Assignment button is pressed, a

displayed.

Jab Furmitar.
Job Flahrs
g end 1 i
LoCamion
s

Fr_]

AcieeVieh Sub Seanch

SNITH, J5HE

WMESHIMCTON ELENENTARY SCHOOL
) WASHINKITORM LANE
ARVTORML FL 33333

Telaphans 40F-335- 1108
Classification:  TEST CLASSFICATION 101
Wodoe Instruc ones: Hna
Textinshuchors:  Hone
Fila SEaihersits Mofs
Daka:  DUAT2ED - DNATIREI0

Waikly Bchedubs

Friday QB0 &M - D03 PR

A Cancallabon Reason is required s cancel this sasgnimsnl

Cancalaion Reazon

“cancelled successfully” message is

[ =

! Ssirrment Jrietian o Uit |

24350
Cancelled

0542010 0F:30 AM
051412010 03:30 FM

ZZ TEST LOCATION
ZZ Tast Classification

Z7 Test Employes,
Fri

Finding and Accepting Jobs over the Telephone

Before any features are available, you must register with the system and create a PIN. The Access

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

Call-in

From the main menu, select one of the following
options.

1. Review or Cancel Assignments

Job information is played. Current and future
jobs are played in job number order. After
each job is played, you may be allowed to
cancel the job. If this option is not played,
contact the system operator. To cancel a
job, enter a reason from the list of
decline/cancellation reasons. Canceling an
assignment on the day of the job may result
in being disqualified from being offered other
jobs for today.

2. Hear Available Jobs

If feature is enabled, listen to available jobs.
During morning callout, only jobs for today
are played.

3. Review or Modify Callback number

The number currently in your profile is played.
Enter all digits that will be required to call you
from the location of the system. Include the long
distance code and/or area code.

4. Review or modify Temporary Do not Call
Time

If feature is enabled, enter a time that the

system can resume calling you.

5. Review or Modify Unavailability dates
Your current and future unavailability dates are
played in start date order. You are not offered
jobs that occur during this period. The
unavailability period does not restrict you from
calling the system and hearing jobs for any date.
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Call-in (continued) Call-out
6. Review or Modify Daily Availability Substitutes are called and offered jobs. The
+ Review or delete time periods you are system may also call to inform a substitute of an
available to work. assignment cancellation.
=  Enter a new time period you are
available to work. A substitute can:

+ Review or delete a time period you do

) e Press the star (*) key for the system to wait up
not want to receive calls.

to 2 minutes

* Entera new time period that you do When the system calls, if someone else answers
not want to receive calls. When the telephone and has to locate you or you have
entering a time period, select the to locate your login information, the system can
days/times. be told to wait for approximately two minutes.

If, at that time no Access |ID is entered, the

system will disconnect and record that the

result of the call was a no answer.

7. Change PIN or Name Recording

®  Access the system
Enter your Access |D and PIN, both followed

Job Offers by the star (*) key.

When the system calls you about an open job,
the job information will play, including the
absent employee’s name, the location,
classification, and dates and times of the job.
Also, if special instructions were recorded for
the job, they will be played. You can accept or
decline the assignment. If you decline the
assignment you will be asked to enter a reason
for the decline and you may be disqualified from
other job offers for that day during the morning
callout.

Assignment Cancellations

Substitute cancelled assignment notification calls are
made once an hour during callout perieds. The details
of the cancelled job are played. You will automatically
be made available for other jobs during the time
pertod that was held by the canceled job.



