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LOGIN SCREEN: 
You will enter your employee ID and Password – click Login. 

 

You will see the screen below: 

 

  

 

You can clock in or out without doing 
the Multifactor Authentication if you 
don’t want to login to SMART eR 
completely. 

If you select “Continue to SMART eR” 
then you will be prompted to select 
the phone or email to receive your 
Multifactor Authentication code.  

 

After clicking on “Clock In” or “Clock 
Out,” you will see the “Success!” 
message confirming the punch. 

From here, you can either Log out of 
SMARTeR or click “Continue to eR.” 
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If you click “Clock In” and have multiple pay codes to choose from, you will be prompted with the 
following and will need to choose which code to clock into.  

 

 

 

After clicking on “Change Pay Code” you will have the option to switch to another code as shown below: 

 

 

 

 

 

 

 

If you have more than one code 
available to clock into – you will have 
the option to “Change Pay Code” 
when switching between jobs. 

This will punch you out of your 
current code and punch you into a 
different code. 
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MISSED PUNCHES: 
If you have missed a punch - the system will recognize the missed Clock In/Out: 

  

 

 

 

 

 

 

SMART eR: 

The   button will bring you to your Home page.  Here you will be able to clock in and 
out and request time off. 

 

 

 

After you click “Continue” you will be 
able to correct the missed Clock 
In/Out. 

 

On Home page, your balance for 
time off will be displayed. You 
can request time off by clicking 
“TimeOff Request.”  

 

The “Clock In” and ”Clock Out” 
buttons are also available from 
the Home page. 
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REQUESTING TIME OFF: 

 
In The TimeOff Request window, A Calendar will be displayed – You will need to “right click” on the day 

or days you are requesting time off, then click the   button. 
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A new box will open to enter the details of the request: 

 

 

When the request has been approved, denied or changed by the supervisor, you will receive an email 
notification. 

 

 

 

 

 

 

 

 

Here you will be able 
to see your time off 
plan balances. 
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VIEW HOURS: 

 

 

Employee Approval 

 


