Directions for Using the Employee Portal

1. On your computer, open a web browser such as Internet Explorer or Firefox.

2. Go to the following web address.

http://www.cucps.k12.va.us

3. Click the dropdown box on the Quicklinks and click on the Employee Portal link.
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CUCPS Held Summer Story Time

Cumberland County Public Schools held Summer Story Time
sessions fo assist students entering Pre-Kindergarien through
1st Grade for the 20112012 school year. Division
_| Superintendent Amv Griffin and Assistant Superintendent Chin




4. The following box should appear. The first time, click “Create an account.”
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5. The following box will appear. Enter all required information. Your employee number will
be your social security number. Select anything that you wish for your user name and
password (as long as it meets the minimum character requirements beside the box). You may
use any working Email address, including one from Hotmail or Gmail. If you do not have an
account, come to the School Board Office and someone will help you get an account.

CUMBERLAND COUNTY SCHOOL BOARD

Create New Account
* Required Information

Personal Information

“EmployeeNo | “Last 4 of Social Security No | L
* First Name ;_,,A;;, i | * Birth Date ;: - E{:: i : [ [=
* Last Name [ » *Zip Code | - 777” 7 : 77

m

Profile Information

* User Name TrA :7 Minimum 6 characters

| Minimum 7 characters

“ New Password |

“Confirm Password i -
= Email |

Email will be used o notification and retrieving login information

6. Once you have entered all information, click the Submit button. Now your account is
established.

7. Now when you enter the Employee Portal using your new user name and password, you will
be able to see information regarding your salary, leave balances, deductions, and W2s.



