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Chapter 1 :  Overview of SunPac Employee Portal 
 

The SunPac Employee Portal allows employees to log in to a secure website to view and/or print 

current or previous check stubs.  These check stubs will include the date, amount of check, and 

the check number, as well as, miscellaneous deductions and leave used and earned for the current 

period and year-to-date. 

 

Menu Options 
 

The following is a brief description of the Menu Options found on the main screen of the User 

Portion of the Employee Portal. 

 

Home 

This option allows the user to go back to the main screen of the portal. 

 

Employee Data 

This option allows the user to view their check history. 

 

User Maintenance 

This option will allow the user to change their password. 

 

About 

This option will display what version of the portal you are currently running.
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Chapter 2 :  Opening SunPac Employee Portal 
 

The Employee Portal software is a web-based product.  The first step to signing into the SunPac 

Employee Portal is to open your web browser.  Microsoft Internet Explorer is an example of a 

web browser.  Once the web browser is open, enter the SunPac Employee Portal website address.  

This address will vary between school districts.  The normal web address is 

//ServerIPAddressORServerName/SunPacEP/default.aspx.  If you are not able to access this 

website, your IT department may have “hidden” it with a web address alias.  Check with your IT 

department on how to get a connection to the website.   

 

PLEASE NOTE 

If a shortcut has been created on your desktop, just double click on the icon to access the logon 

screen.   

 

A screen similar to the following will appear when the above address has been entered. 

 

PLEASE NOTE 

To create a shortcut to the above website, right click anywhere on the white portion of the screen 

and click “Create Shortcut.”  Click “YES” on the message box that pops up.  The box should 

look similar to this: 
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Instructions on Creating an Account 
 

Before a person can log on to the Employee Portal, they must first register with the SunPac 

Employee Portal System.  In order to register, they will need their first and last name as it 

appears in SunPac along with their social security number. 

 

 Click on the Register with SunPaC EPS link.  A screen similar to the following will 

appear: 

       

       Type in First and Last Name. 

       Type in Social Security Number. 

       Type in a username.  This is the name that will be used to log on to the system. 
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       Type in a password.  The password must be at least 5 characters long and must 

contain one of the following non-alphanumeric characters:   

!      @      #      $      %      ^      &      *      (      ) 

       Confirm your password. 

       Email address is optional. 

       Type in a Security Question.  This question will be used if you forget your password 

and need help remembering it. 

       Type in the answer to your security question. 

       Click on “Create User.”  A screen similar to the following will appear letting you 

know that the user was created successfully.  Click “Continue” to return to the log on 

screen and log on with your username and password. 

 

 

Log on to the SunPac Employee Portal 
 

After you have successfully registered with the system      you can then log on to the system 

(currently there is no set limit on the number of failed log in attempts).  The logon screen looks 

like the following screen: 
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 Type in the username that was created during the registration process. 

 Type in the password that was created during the registration process. 

 Click “Log In.”  A screen similar to the following will appear. 

 

 

 

Forgot Password 
 

This option allows a user to answer their security question and change their password when they 

cannot remember their current password.  This option will not be available if a user has locked 

out their account by attempting to log in too many times with an incorrect password. 
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Select the “Forgot Password” option from the Login Screen. 

 

A screen similar to the following will appear: 

 

 

 

 
 

How to change password when forgotten 

 

I. Click the “forgot password” link from the login page. 

II. Type in the user name that was created during the registration process. 

III. Click “continue.” 
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IV. Type in the answer to the security question. 

V. Click “Continue.” 

VI. Type in New Password. 

VII. Type in the new password again to confirm. 

 

 

VIII. Click “Reset Password.” 
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Chapter 3 :  Home Screen 
When the user logs on to the system      they will be taken to their home screen which displays all 

of their check stubs that are available to view and/or print.  This screen will also display voids 

but will not display 202 entries. 

Select “Home” 

A screen similar to the following will appear when the “home” screen is selected: 

 

At the top of the screen      the user will have the options to change their password      log out of 

the system or exit.  The top middle portion of the screen will display a message about which 

user’s check stubs are being displayed.  There are menu options to the left of the screen that will 

give the user the ability to navigate to a different screen. 

View 

Clicking this option will allow you to view the check stub. 

Check Date 

This column will display the dates that each check was issued. 

Check Number 

This column displays the check number. 

Amount 

This column displays the amount of the check. 
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Direct Deposit 

If this box is checked      the check was processed using the direct deposit method  

instead of a paper check. 

Status 

The status lets you know the status of the check.  Posted meaning the check has  

already been deposited in the bank.  Voided means the check has been voided and  

Pending means the check has not been deposited to the employee’s bank. 

Back 

This will take the user back to the “home Screen” where they can  

perform another search or choose another menu option. 

 

View As PDF 

This option allows you to view the check stub in PDF format.  If the internet  

browser is Google Chrome      Safari      or Firefox      this button will have to be 

clicked  

in order to print the check stub. 

 

View and/or Print Employee Check Information 
To view and/or print a check stub: 

 Click on the “Select” option to the left of the desired check stub. 

 The check stub will be displayed on the screen.  Once the check stub is displayed      the 

ability to print also becomes available. 

 Click on the printer icon to print. 

The check will look similar to the following: 

Click here to print check 

information. 
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Click Here to select a Format and 

Export Check to a file. 
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The check will show the amount      the name and address of employee      the location of the 

workplace      their miscellaneous deduction information as well as their leave information for 

current and year-to-date. 

 

How to Export Check or W2 to a File 

I. Click on the   in the top right portion of the check menu par. 

II. Choose “Excel”, “PDF”, or “Word” to export the file.   

III. Click “Open” to open the file before saving or click “Save” to save the file. 

IV. Choose the location for which you wish to save the file.  You can also change the name  

            of the file in this same box before saving.   

 

 

V. Click “Save.” 
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View and/or W2 
 

To view and/or print a W2: 

 Click on the “Select” option to the left of the desired W2. 

 The W2 will be displayed on the screen.  Once the check is displayed, the ability to print 

also becomes available. 

 Click on the printer icon to print. 

The W2 will look similar to the following: 
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Chapter 4   Employee Data 
 

This option will allow the user to get back to their check information if they are on another 

screen.   

Select “Employee Data.” 

Select “Check History.” 

A screen similar to the following will appear: 

 

View 

Clicking this option will allow you to view the check stub. 

Check Date 

This column will display the dates that each check was issued. 

Check Number 

This column displays the check number. 
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Amount 

This column displays the amount of the check. 

Direct Deposit 

If this box is checked      the check was processed using the direct deposit method  

instead of a paper check. 

Status 

The status lets you know the status of the check.  Posted meaning the check has  

already been deposited in the bank.  Voided means the check has been voided and  

Pending means the check has not been deposited to the employee’s bank. 

Back 

This will take the user back to the “home Screen” where they can  

perform another search or choose another menu option. 

 

View As PDF 

This option allows you to view the check stub in PDF format.  If the internet  

browser is Google Chrome      Safari      or Firefox      this button will have to be 

clicked  

in order to print the check stub. 
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Chapter 5 :  User Maintenance 
 

This option will allow the user to edit their account      change their password      and/or edit 

security questions for all users. 

Edit Account 
This option will allow the person signed in to edit their first and last name      social security 

number and/or email address. 

Select “User Maintenance.” 

Select “Edit Account.” 

A screen similar to the following will appear: 

 

First Name 

This field contains the first name of the Employee. 

Last Name 

This field contains the last name of the Employee. 

SSN 

This field contains the SSN of  the Employee. 

User Name 

This field contains the username that was created when the user registered. 

Email 

This field contains the email address that was created when the user created their  

account. 
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Save 

Click “Save” after making any changes. 

 

Change Password 
This option will allow the user to change their own password. 

 

How to Change Password 

I. Select “User Maintenance.” 

II. Select “Change Password.” 

III. Enter current password. 

IV. Enter New Password. 

V. Enter New Password again to confirm. 

VI. Click “Change Password.” 

 

Change Security Question 
This option is used to change the security question that was selected when an employee first 

registered for the Employee Portal. 

Select “User Maintenance.” 

Select “Change Security Question.” 
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A screen similar to the following will appear: 

 

 

Current Password 

Enter your password in this field. 

Security Question 

This drop down menu contains a list of available security questions. 

Security Answer 

This field contains the answer for the security question that was chosen. 

 

How to Change Security Question 

 

I. Select “User Maintenance.” 

II. Select “Change Security Question.” 

III. Type in current password. 

IV. Select desired question. 

V. Type in the Answer. 

VI. Click “Save.” 
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Chapter 6 
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Chapter 7 : About 
 

This option contains information on what version of the software you are currently running.  This 

is useful particularly when performing upgrades so that you know what version you are on 

before upgrading.  If you call the support desk for help they may also ask you to check here and 

tell them what version you are currently running.  
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