VALLEY VIEW PuBLIC SCHOOLS COMMUNITY UNIT DISTRICT 365U

VVSD Employee Portal

The Employee Portal enables employees instant 24/7 access to their payroll information and creates a
“paperless payroll system” as part Valley View’s “go green” initiative. A secure and private user account
allows access to the following employee information from any web-enabled computer:

¢ Demographic information such as name, address, phone, email, and position code.

¢ Current pay check detail of earnings, deductions, gross and net pay.

¢ Historical pay check detail dating back to the 20041 school year.

¢ Leave balance summary information of beginning balance, days taken and time remaining.
¢ Leave detail for all years dating back to the 1997 school year.

* W-2 forms for recent years.

Pay Check/Advice Detail

Access the Employee Portal
from the district website:

1.) Go to www.vvsd.org.

2.) Click “Staff”, then “VVSD Cloud”.

3.) Log into Cloud using your network
username & password.

4.) In the Application Zone, double-
click the Employee Portal icon.

Leave Balances

Direct deposit pay stubs are not printed and distributed. Employees participating in direct deposit
will be able to go to the Portal to view and print their check stub detail whenever it is desired.

Access to the Employee Portal will be available for two months following the end of service date.

Questions?
If you need assistance logging into VVSD Cloud, contact the Technology department
at 815-886-2700 ext. 222 or via email at helpdesk@vvsd.org.

If you need assistance logging into the Employee Portal, contact the Payroll department
at 815-886-2700 or via email at payrollEP@vvsd.org.

If you have questions regarding leave balances, contact the Human Resources
department at 815-886-2700.
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ACCESS EMPLOYEE PORTAL & CREATE AN ACCOUNT

Access Employee Portal

1.) Go to www.vvsd.org.

2.) Click “Staff”, then “VVSD Cloud”.

NOTE: You will need to initially install the
PowerTerm WebConnect client. Follow the
pop-up window prompts by pressing “Ok”
then “Run”. You will then see this
icon at the bottom of your screen. E

3.) Log into Cloud using your
network username & password.

4.) In the Application Zone, double-
click the Employee Portal icon.

NOTE: Right-click the icon to open
the Application Zone.
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If you need assistance accessing Cloud, contact the Helpdesk at helpdesk@vvsd.org or 815-886-2700 x222.

Create an Employee
Portal Account

1.) Click “Create an Account” link.

2.) Using your employee information
from your paystub or Human
Resources paperwork, enter the
following information:

Personal Information

« Employee No. (EIN number)

» First Name as printed on pay check
« Last Name as printed on pay check
- Last 4 digits of Social Security No.

« Birth Date

» Zip Code (of your home address)

Create Profile Information

« Username

+ New Password

« Confirm Password

« Email (can be work or personal)

3.) Click “Submit”.

To log out of Employee Portal, click
“Logout” at the top-right of the screen.

Login to Employee Portal

£ Login to Employee Portal

UserName:[ |
pPassword: [ |

Sign in

Forgot your password? | Create an account

Create New Account

* Required Information

Personal Information

*EmployeeNo [ ] “Last 4 of Social Security No
Profile Information
“ User Name Minimum 6 characters

* New Password Minimum 7 characters

“Confirm Password

* Email

Email will be used for system notification and retrieving login information

I Submit I Cancel |

NOTE: Access to the Employee Portal will be available for two months following the end of service date.
If you need assistance creating an Employee Portal account, contact the Payroll department at payrollEP@vvsd.org or 815-886-2700.
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