
To Access the Employee Portal

The Employee Portal is a tool that is located on the Internet.  To access the Internet, you must use a web browser.  
EASD computers have several web browsers installed. 

To open the Firefox web browser, use 
the mouse or trackpad to click the 
Firefox  icon in the dock one time.

Click the Firefox icon in the dock.

The Firefox application will launch and 
will appear on the desktop similar to the 
image at the right.

All web browsers have an address bar 
that displays the “address” of the 
website that you are viewing. You may 
change the website by typing in a new 
address.

1. To type in the address of the 
Employee Portal, use the mouse or 
trackpad to click in the address bar 
and delete all letters and numbers.

2. Type in the following address:
eportal.etownschools.org

3. Press the Return key on the 
keyboard Type the Eportal.etownschools.org address in the address bar 

and press Return



When the Employee Portal website 
opens, the site is ready to accept your 
username, which you can see because 
the flashing line (cursor) is in the Login 
field.

1. Type your Employee Portal username 
in the Login field.

2. Use the mouse or trackpad to click in 
the Password field. Type your 
Employee Portal password.

3. Use the mouse or trackpad to click 
Log In.

When you successfully log into the 
Employee Portal, the Message Center 
is visible. 

Follow directions from Human 
Resources to request leave and 
submit your timesheet 
electronically.

To log out of the Employee Portal, click 
the Logout button at the top of the 
window.

If you forget your Employee Portal password, click the “Forgot Password” link on the sign in page.
For security purposes, never give your password to anyone.

1. Type your Eportal username

2. Type your Eportal password
3. Click Log In

When ready, click Logout


