
Employer Set Up of Employee Portal Credentials 

• Select Employees from Menu (left side of screen) 

 

 

 



The list of current Employees will appear 

• Select Employee to for credential set up 

• Click on Employee Information Badge/Card 

 

 

Employee Information: 

Name and Address 



The Employee Information page will load 

• Select the “Employee Portal” option from the menu 

 

 

 

Employee Name 
Employee Name 



The Portal Credential page will appear 

• Enter the assigned employee name ( the name cannot be an email) and password, then the employee email. 

• Save the information when completed 
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Employee Name 
Employee Name 



 


