
Employee Portal

Accessing the Vault Verify Employee Portal

The optional employee portal feature allows employees to securely view their 
employment and income verification report online, create an employment letter, or 
view a list of verifiers who have received verification of their employment over the 
course of the prior year.



Registration and Login Page

Employees may complete the Register Now form to gain access to their portal environment.



Begin Registration

During registration, employees are initially asked to provide your company code.



Begin Registration

Employees are then asked to enter their social security number.



Employee Registration Form

Employees are granted access to the employee portal following their successful registration. 



A confirmation notice is displayed to employees upon successful registration. 
Access to the employee portal is then delivered by email. 

Registration



Employees who are uncertain of their Employee Identification Number, may upload a Government 
issued photo ID to complete registration.  

Alternative Registration



Employees may access the portal to view their employment and income verification report, create an 
employment letter, or view a list of verifiers who have confirmed their employment over the course 
of the prior year.

Employee Portal View



Sample Verification Report

Employees may view their employment and income verification report. 



Sample Employment Letter

Employees may input an ‘attention to’ name to personalize their employment letter. 



Sample Employment Letter

Employees who have multiple HRIS employment records, may select the employment history of their 
choice to include in their employment letter. 



Sample Employment Letter
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