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https://websmart.smccd.edu/ 

WHAT YOU CAN ACCESS IN WEBSMART 

You can access WebSmart 24/7 any time anywhere. Remember to always follow security precaution when 
using a public computer. 

WebSmart is used by students for admissions as well as financial aid services.  

MY PROFILE 

 Address Change: Please be sure to change your mailing address for your payroll check. If you 
add an end date, please be sure that a new mailing address is added once this end date expires. 
Otherwise payroll will contact you to have a mailing address listed. This is crucial for your W2. 

 Please be sure to change your telephone number as well. 

EMPLOYEE SERVICES 

 Approve Timesheets for student assts or short-term employees if you are an Approver. 
• Tutorials for student Asst employee entry to enter their timesheet 
• Tutorial for an approver to approve a timesheet for student assts or short-term 

employee 
 Leave Report: Accrued Time you as an employee have taken off work 

• You are required to report your time taken of vacation, sick leave accrual, or any paid 
leave available to an employee at the end of the month through WebSmart such as 
bereavement leave or jury duty. 

• Tutorial for Leave reporting for Employees (applies to managers, classified CSEA and 
non-representatives) 

• Tutorial for Managers to Approve their employees’ leave time reporting 
• Leave Reporting month can be printed by clicking on the preview tab in WebSmart and 

in the timesheet. You select control-p (there I no file menu on this page) and the 
instructions indicate to print in landscape to see the entire month’s hours in one page. 

 Benefits and Deductions: You can view the cost for the health benefits including retirement, 
and access your benefits statement as well. 

• Health Insurance: An employee can view their medical, dental, vision, and employee 
assistance program expense. You are able to view inactive plans that you previously had 
as well. You can also view month by month as well. 

• You can also access vendor websites. 
 Retirement Plans Information:  View deductions for Retirement System of contributions along 

with any 403B Plan or 457 plan of voluntary contribution an employee may have. 
• Retirement System: You can view history of contribution by month as well. 

https://websmart.smccd.edu/
https://smccd-public.sharepoint.com/humanresources/New%20Hire%20Welcome%20Packets/Approver%20Instructions%20for%20Websmart%20Approving%20Work%20Hours.pdf
https://smccd-public.sharepoint.com/humanresources/New%20Hire%20Welcome%20Packets/Employees%20WebTime%20Entry%20Work%20Hours.pdf
https://smccd-public.sharepoint.com/humanresources/Policies%20and%20Procedures/Entering%20Leave%20in%20WebSmart-2014-0311.pdf
https://smccd-public.sharepoint.com/humanresources/Policies%20and%20Procedures/Approving%20Leave%20in%20WebSMART.pdf
https://websmart.smccd.edu/
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• You can also access vendor websites. 
 Flexible Spending Accounts: Can view employee and annual contribution an employee has 

enrolled along with history by month as well. 
• You can also access vendor website. 

 Beneficiaries and Dependents: An employee can view their beneficiaries they have listed for 
the basic life insurance they have with the District. 

 Benefit Statement: Access a statement regarding all of your health benefits, medical, employee 
assistance, dental, vision, life insurance, disability insurance, supplemental life insurance, 
retirement including voluntary 403B or 457 plan. 

• Statement provides contributions by the employee or employer including start of 
coverage, eligible enrolled dependents, and type of plan covered. 

 Pay Information: Earnings history view by month include comp time earned, long service 
increment and regular pay 

• Pay stub can view pay stub by year broken down by month 
• Can print pay stub by check and view history 
• Deductions history can view all deductions by month(s) that includes employee and 

employer contribution for each deduction 
 Tax Forms: You can download your W-2, view and change your W-4 allowance. 

• You can access a W-2 from prior years. The W-2 is available each year in January and an 
email is sent from Payroll that informs all employees that their W-2 is available. This 
access is usually at least a week or more available immediately prior to a paper W-2 that 
payroll is required to mail out. 

• W-4 Tax Allowance for state and federal can be changed. If you are changing your taxes, 
please be sure to go to each deduction, federal and then state to make the changes in 
both deductions if that is what you wish to do. You are able to view history of changes 
you have made to your w-4 as well as the deductions by month. 

 Time Off Current Balances and History: you can view your paid leave accruals to see what your 
balances are, and the usage up to date for the entire fiscal year. 

 Emergency Contact: You can view your emergency contact and update it if needed 
 Human Resources Link: You are able to go to the direct vendor’s websites to access the 

retirement system, IRS, tax board, human resources and hourly assignment. 
 Alert-U Emergency Text Message Notification: Sign-up by placing your cellular number to 

receive text messages when there is an emergency on campus. 
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LOGGING-IN 

User ID: Use your Employee ID which is your G #: 9 digits total, includes letter G in the front with 8 numbers 

Pin: first time logging in your pin will be your date of birth, MM/DD/YY 

  

The system will prompt you to change your password the first initial time. You can always go to MYPROFILE to change 
your password at any time. 
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Benefits and Deductions

 

(employee’s name) 
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  Beneficiaries and Dependents 
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