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Employee Access ---Review info, download pay info 
 

 
Website:   https://miltonfreewatersdor.tylerportico.com/tesp/employee-selfservice/profile/my-info 

Username:  District gmail 

Password:  District password (for email, computer login) 

 

 

Home provides at-a-glance information including District Announcements and links to important Resources.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://miltonfreewatersdor.tylerportico.com/tesp/employee-selfservice/profile/my-info
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CLICK DEPENDENTS TO REVIEW/UPDATE DEPENDENTS (NOT REQUIRED) 

FYI: This does not change anything on insurance 

CLICK EMERGENCY CONTACTS TO REVIEW/UPDATE INFORMATION 

You can do this yourself –or contact Janet Millar 



 
 

3 | P a g e       U p d a t e d  F e b  2 0 2 4  
 

 

 

 

 

 

 

 

 

 

 

 

    

 

               

               

               

               

               

               

               

               

               

               

     

 

 

 

 

 

 

 

    

CLICK > MY PAY  > PAY & TAX INFORMATION 

 

Pay & Tax provides a visual representation of your paycheck with drill in functionality for more 

information. You may also access the Paycheck Simulator and PDF copies of pay stubs from here. 

Pay & Tax is also where you may view your direct deposit information on file and edit if applicable, view 

and update W4 information, access W2 documentation, and view your job information. 

Additional tables also provide access to calendar Year-To-Date pay information as well. 

 

HOW TO REVIEW YOUR PAYROLL & TAX INFORMATION 
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HOW TO DOWNLOAD CURRENT/PAST PAYSTUBS 

 

1. Select paycheck 

from dropdown 

2. Click View 

Paycheck 

Paycheck opens in a new window in the browser. 

 

Top right corner of screen you may see these options → 

 

Year-to-date pay 

is another option 

to review 

EXAMPLE EMPLOYEE 
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HOW TO REVIEW DIRECT DEPOSIT & W4 SETTINGS 

 

This is your current Direct Deposit 

information— 

bank name and account type only.   

 

You cannot change this here—please contact 

Tara Lewis in payroll to request the form or 

swing by the District Office anytime. 

 

**Please note—for immediate availability of 

direct deposit in payroll, it is required that a 

voided check or direct deposit authorization 

accompany your direct deposit form.  

Otherwise it takes 2 payrolls to take effect. 

 **IMPORTANT--DO NOT EMAIL banking info! 

Current Fed and OR filing status, withholding 

allowances and additional amounts (if 

applicable) shown here from Payroll.   

 

You can’t change W4 forms in here.  The 

yellow link is a W4 guided website 

Contact Tara Lewis in Payroll for forms 

or 

go to the S: drive > Staff files folder > Payroll 

Forms folder 

or 

go to www.google.com and type in Federal 

W4 or Oregon W4 

 

http://www.google.com/
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Documents available (IF APPLICABLE): 

W2 FOR TAX YEAR & ACA PROCESSING (THIS IS 1095) 

** you may see duplicates, system error 

HOW TO DOWNLOAD TAX DOCUMENTS (W2’S & ACA) 

 

USE DROPDOWN 

TO SELECT YEAR 

Click on line you want--document opens 

in a new window in the browser. W2 

may require password – use the last 4 

digits of your social security number 

Top right corner of screen you may see 

these options—use if needed. 


