
 
Employee Portal View  
Help Document 
(For Employees) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
8/21/2015 



 

Accessing the Employee Portal View Application 

1. Please click on the Employee Portal View Icon to get inside the application. 

 
2. Once you click the icon, you will be redirected to the below screen.  

 
 

 

 

 

 

 

 



Employee Portal View : Features and Accessibility 

1. This is the Employee portal home screen where we have all the announcements from 

administrator, also the summary of pay statement and attendance for the current month. 

 

 
 

Click on logout button anytime to exit from the application. 

 

You can also go back to the main screen which was containing all the icons of different 

application modules by clicking the button that says “EduMet Main Application”. 

 

2. In Announcements, if announcement need to be acknowledged then the user has to click on 

the Acknowledge button as shown in the above screenshot. 

 

 

 

 

 

 

3. Please click on the employee tab to access the details for the employees as shown below: 



 
On the left hand side, we have few different tabs to access information about the employee. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



My Account  
 

Click on the generate report button to generate the PDF format report on employee’s 

account information. 

  

 

Screenshot for PDF format report: 

 

 

 

 

 

 

 



Checks and Statements 

 
Click on the Checks/Statements Tab to display the information on checks and 

statements for the employee. 

 

 

Screenshot for PDF format report: 

 
 



Total Benefits 

 
Click on the total benefits tab to display the information on benefits for logged in employee 

or user. 

 
 

Screenshot for PDF format report: 

 

 

 



Attendance  

 
Click on the attendance tab to get information on attendance summary for the employee. 

 
 

Screenshot for PDF format report: 

 
 

 

 

 

 

 

 

 



Banking 
 

Click on the banking tab to view all the banking related details of the employee. 

 
 

Screenshot for PDF format report: 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



Health Provider and Dependent  

 
Click on the provider/dependent tab to view the details regarding health providers and 

dependents for the employee. 

 

 
 

Screenshot for PDF format report: 

 
 

 

 



 

W2’s Report 
 

Click on the W2’s tab to get information on W2 for the employee. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 Screenshot for PDF format report:  

 

 
 

 

 

 

 

 

 

 

 



Download Documents 

 
Employee can download their submitted documents from Download Documents tab. Please 

click on the pdf icon as shown in below screenshot. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Additional Reports 

 
Administrator can add additional reports as per the requirement, which will reflect in the 

additional reports area. 

 
 

Here Employees can generate their Summer Pay Report by clicking the pdf icon as shown in 

above screenshot. 


