
Employee Portal Quick Reference 

  

Employee Menu – the list may 
grow as more options are added. 

User Profile – check this area to 
see when you last logged in. 

Check Stub – for the pay date 
selected above. 

Check Selection – Click on a 
pay date to display a preview 
below. 

Click any of the 
column headings to 
sort by that column 

Click the pdf button to see the 
selected pay stub in pdf format

Drag the grey bar or click on one of the blue 
triangles to resize, expand or collapse the window  



 
General Reference 

Use Your Alternate User ID View User Profile 
When logging in, you can use your Alternate User ID rather than 
the ID that was originally set up for you: 

 

In the lower left corner of the screen is your user profile which will 
provide you with information regarding your last logon date and 
time: 

 

Reset Your Password Check Stub 
The second menu option can be used to view your check stubs: 

  
An image of the screen describing the check stub screen is shown 
on the following page. 
Logoff 

When logging in, if you forget your password, you can: 
1. Click the Forgot Password button 
2. Enter the response you gave to your chosen Password Reset 

Question. 
3. Click Login 

  
You will be required to change your password once you login.

When ready to leave you can use the Logoff or Logoff/Exit 
option on the menu. 

 

Step 1 

Step 2 

Step 3 



 

Check Stub Screen 

 
 

Click any of the column 
headings to sort by that column 

Click and drag any column 
heading to reorder the columns 

Select any record in this table to 
see the pay stub for that pay 
date in the screen below 

Use the pdf button to see the 
selected pay stub in pdf format 

Use the zoom buttons to change the view 
of the check stub information below 

Use the refresh button to refresh the list of checks from the server

 

 


