
Getting Started in the SMT 

 

In this section, you will log in to PeopleSoft HRMS and navigate to the SMT for your department and location. 
You will view the Staffing Summary, Limited Term Staffing Summary, Funding Summary, and Allocations & 
Balances pages. 
 
You will use your District username and password to log in to PeopleSoft HRMS. 

 

 
Step 1: Click on the link to 
PeopleSoft HRMS on PPS Inside or 
enter the URL into your internet 
browser. 
 
 
 
 
Step 2: Enter your username and 
password 
 
 
 
 
 
Step 3: Click on Sign In 

 
 

 

 

 

 

 
Step 4: Click on the SMT icon, then 
proceed to Step 7.  If you do not have 
icons displayed, follow steps 5 & 6. 
 

 

 

 
 
 
 

 



 
Step 5: Click the Workforce 
Administration link on the left side 
of the page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 6: Click on one of the links to 
the PPS SMT.   
 
You can click on the link in the left 
column or on the icon in the center of 
the page. 
 
 
 
 
 
 
 
 
 
 
 

 
 

   
 
OR 
 

 

 



 
Step 7: Enter Fiscal Year, your 
Department ID and Location ID. 
 
 
Hint for selecting Fiscal Year: 
Choose the year that the school year 
ends in. Example: for the 2013-2014 
school year, select 2014 as your 
Fiscal Year. 
 
You MUST enter BOTH Department 
ID and Location ID to be able to 
make changes to your SMT. You can 
view an SMT by Department or 
Location alone. 
 
You can use the Magnifying Glass to 
look up your Department ID or 
Location ID if necessary. 
 
 
Step 8: Click Search. 

 

 

 

 

 
NOTE: There are four main tabs for 
the SMT. 
 
Step 9: View the Staffing Summary 
tab. 
 
The Staffing Summary tab displays 
a complete list of regular staff and 
vacancies in two sections: Filled 
Positions and Vacant Positions. 
 
 
NOTE: Your General Fund and Title I 
balances are listed at the top of the 
page.  You will not be able to Submit 
your SMT until you have balanced 
your FTE.  

 

 

 

 



 
Step 10: Click the Limited Term 
Staffing Summary tab. 
 
 
The Limited Term Staffing 
Summary displays a complete list of 
limited term staff and vacancies in 
two sections: Filled Positions and 
Vacant Positions. 
 
NOTE:  FTE balances are not 
affected by Limited Term positions, 
as they carry no FTE attached to 
them. 
 

 

 

 

 

 
Step 11: Click the Funding 
Summary tab. 
 
 
The Funding Summary page 
displays FTE and funding information 
for all employees and vacant 
positions by funding types (General 
Fund, Title I, Foundation, 
Kindergarten Fee for Service, etc.). 

 

 

 

 



 
Step 12: Click the Allocations & 
Balances tab. 
 
 
The Allocations & Balances page 
contains all of the allocations and 
balances for all funding groups, 
counting both used and vacant FTE.  
 
It will display the results of staffing 
changes you have made on previous 
pages, and will indicate the status of 
your SMT: “Open” or “Submitted”. 
 

 

 

 
 

 

 

 

 

  

 

 
This section is complete! 
 
 
 

You have now logged into PeopleSoft HRMS, navigated to the SMT, 
and viewed the Staffing Summary, Limited Term Staffing Summary, 
Funding Summary and Allocations & Balances for your department 
and location. 

 

 


