
EMPLOYEE PORTAL 101



WEB ADDRESS
SUPPORTED WEBSITES

• https://ipe-ep.prismhr.com/#/auth/login

• Google Chrome

• Microsoft Edge

• Firefox



LOG IN USING YOUR USER ID AND PASSWORD
T o  s w i t c h  t o  S p a n i s h  c l i c k  o n  t h e  d o w n  a r r o w  i n  t h e  r i g h t  h a d  c o r n e r  a n d  c h o o s e  

E s p a ñ o l



You will be directed to the dashboard

• View Pay History 

• View Messages

• View Benefits



Click on personal to view employment summary, 
personal info, contact info, address and emergency 

contacts



Click on benefits to view benefit information



Click on pay to view pay history and 
direct deposit information

• Pay History is where you will go to view or print your pay stub.  Click on View Paystub.



Click on documents to view client 
documents



Click on taxes to view your current tax 
withholding information and reprint 

W-2’s



Phone: 
719.374.9498

Email: 
rachel@vidahr.com

CONTACT US!

Phone: 
719.345.1796

Email: 
shellie@vidahr.com

SHELLIE 
MCGUFFEE
PAYROLL 
SPECIALIST

Phone: 
719.374.3208

Email: 
lindsay@vidahr.com

Phone: 
970.988.1242

Email: 
tyler@vidahr.com

tyler@vidabenefits.com

LINDSAY 
COOK
REGIONAL 
DIRECTOR, HR

RACHEL 
SMITH
HR BUSINESS 
PARTNER

TYLER 
JOHNSTON
PARTNER/ 
VP OF SALES


	EMPLOYEE PORTAL 101
	Web Address�supported websites
	�Log in using your user ID and Password�To switch to Spanish click on the down arrow in the right had corner and choose Español�	
	You will be directed to the dashboard
	Click on personal to view employment summary, personal info, contact info, address and emergency contacts
	Click on benefits to view benefit information
	Click on pay to view pay history and direct deposit information
	�Click on documents to view client documents�
	Click on taxes to view your current tax withholding information and reprint �W-2’s
	CONTACT US!

