How to Setup Employee Portal in Microix

1. Go to the following website:
a. https://microix.mip.com/webclient/Default.aspx

M My Apps - MIP Cloud Portal X @ microimip.compwebclientyDe: X Bl Mail - Cynthia Orosco - Qutioc. X | + o g *

€ - C % microixmip.com/webclient/Default.aspx & A @ 4 @
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Login Information

EmaillD:*
| mgalvan@kaths.org |
Password:*

A

1°t time users your temporary log in credentials are as follows:

1. email address
2. password (is your last name in all lowercase letters)

Then you will get screen to reset your password. If it doesn’t then click on send temporary code to email
option. Follow email instructions.




2. Upon entering your temporary login credentials, you will get this screen to prompt you to change password:

M MyApps-MPCloudPortal X © Change Password % ol Mail- Cynthia Orosco - Outios. X | + - o x

g o x 23 microix.mip.com/webclient/Common/Page_Common_ChangePassword.aspx & B3 & ®

microix.mip.com says

Please change your password

Old password is
what you entered
in the previous

screen.

-l O Type here to search

In the event you’re not prompted to change password and you get an error message, you should see the next screen.
At this screen you will click on the blue hyperlink “Send temporary code to change password”. Code is sent to your
email and follow those instructions.

My Apps - MIP Cloud Portal X @ microicmip.com/webclient/De’ X @) Post Attendee - Zoom x |+ — X
€« C % microixmip.com/webcdlient/Default.aspx @ % in} [z @
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Send temporary code to change password

Aoon

Should you still be unsuccessful please contact Gloria at ext. 1120 (gurenda@kafhs.org ) or
Cynthia at ext.1104 (corosco@kafhs.org) for further assistance.

1. Go to microix website: https://microix.mip.com/webclient/Default.aspx




2. Login
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£ Type here to search

Login Information

EmaillD:*

Password:*
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3. Go to timesheet tab

My Apps - MIP Cloud Portal X | @ PostAttendee - Zoom

€ 5 C % micoixmip.com/webdient/HomePageaspx

88 | G Google [ KidsAreFirst Inc. € Login-Valero Fleet ¥ ShareFile Login
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2 My Apps - MIP Clou.. @@ Employee Web Serv. »

5% purchase order/Invoice ~ |,  Timesheet -

— User Options —

My Timesheets

Message Board.

Request Leave:

[ poted iy

Employee Information

H
[ &3 & go

Employee Paystub
- Time Clock Options —
In/Out Board

Manual Punch

pes

Time Clock History

— Approver Options —
Approve Leave
Review Time Clock Entries

Process Multiple Timeshests

i
@

No data to paginate Approve Timeshest

From the drop-

down list click

on “Employee
Paystub”

Do

Reports

Pay Stub Distribution

— Other Options —

S Approval substitution

to display

d Hours

Leave Balance

Week-41

Week 42
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55 purchase order/Tmvoice - 5 Timeshest -

Pay Date:* || =
Eayoite [ paroup I Pay Stub Information Leave Information
Category }Z;l‘fggf i: > | Hours/Units Period Amount YD Total | | Leave period Accrued Period Taken YD Accrued TD Taken Bedance
:ﬁ;l/éﬁs :; data to display i No data to display fi
8/20/2025 12
8/6/2025 12
7/23/2025 12 M
Choose date of
check stub you
would like to view or
print from the drop-
down list
‘ 157 view Employee w2 copy H 5P print H & cose ‘
Ver: 2( .3 HostMode (DB Ver: 2022.001.3)
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1. Login to: microix.mip.com/webclient

€« (] 2% microix.mip.com/webclient/

28 G Google [ Kids AreFirst, Inc. Login - Valero Fleet [ ShareFile Login @ Blue Cross Blue Shie.. P Welcome - SmartVi.. [ Payment Managem... @ Benefits Manager (b ClientNewBenefitsc.. = Syscologin @ Home - OneDrive M

Login

‘EmailID:*
| corosco@kafhs.org J
Password:"

2. Once logged in click on the timesheet ta




Message Board
[ category Posted By
No data to display i
Nodatatopagnate
Awatting Approval Pay Period Hours Leave Balance
{ 1 1
3.  From the drop-down list choose request leave
@ Home Page x o+ - a8 x
¢ 5 C % microixmip.com/webdlient/HomePage.aspx * O B @
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Message Board

Posted By

[ Employes fomation
[ Employee Paystub

— Time Clack Options —
155 mjout Board
S manual Punch

{83 Time Clock History

— Approver Options —
[  Approve Leave

(@) Review Time Clock Entries
Process Multiple Timeshests
Nodatatopaginate 1= | [E}  Approve Timesheet

No data to display.

Reports

3 Pay Stub Distribution
25, — Other Options —
2 S Approval substiution

Pay Period Hours

Leave Balance
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1
2 0
s
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4. Be sure to complete fields with the asterisk otherwise it will not allow you to submit.
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Hours Per Day: -

To Date:*
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7] Use shift Hrs
Leave History
[ Weekvay | Leave pate = [ Requested | Tten | iference [sas ot [twe [ approved oate [ e submited
[ o [ ] 7] ] [ ] ] ] c[ 1] [ 7] =R ]
EdtDelete  Thursday  7/31/2025 P10 80000 0.0000 80000 D PTO Requested leave was denied. Reason: test 07/29/2025 09:28 AM. 07/29/2025 09:27 AM

Page 1 of 1(1 items) g
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Once you submit, it will go
to Supervisor for approval
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Cloud Companion Application
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Log in with your credentials
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(~Home Page

— User Options —

My Timesheets Message Board
Posted By

‘ Category Request Leave

Employee Information No data to display

[ Yo

Employee Paystub
~ Time Clock Options —
1In/Out Board

Manual Punch

2R

Time Clock History

— Approver Options —

P From this drop-down
euTime Cock s > list choose time clock

Process

Joreeve Tnches history

Document Search

we

No data to paginate

Leave Balance
Reports

30 a0 - -

'l Pay Stub Distribution

— Other Options —
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ENC Week 41 Week 42
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Dates are defaulted to current pay period; however, you can select date range you
desire to look at. After you have the dates you need click on the magnifying glass
to view your time clock entries.
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[~ Time Clock History
From:* To
107572025 [-]  [r0ner205 -] ‘ Prnd ‘ ‘ 50 print ‘
H
Time Clock Entries
| ‘ PUNCHTYPE ‘ PUNCHTIME ‘ SOURCE ‘ HOURS ‘ CHARGEID ‘ NOTES SYSTIME AU Lunch Rule
¥ Week: 41
~  PUNCHDATE: Monday, October 6, 2025
N 08:00 AM QLK 9.25 AdmnFIN 10/06/2025 08:00 AM BCSG250117031-ADMINISTRATION-Fingerprint =X
out 05:15 PM CLK o 10/06/2025 05:15 PM BCSG250117031-ADMINISTRATION-Fingerprint
m=9.25
¥ PUNCHDATE: Tuesday, Octaber 7, 2025
w 08:00 AM. K 925 AdmnFIN 10/07/2025 08:02 AM BCSG250117031-ADMINISTRATION-Fingerprint. 1
out 05:15 PM K 0 10/07/2025 05:11 PM BCSG250117031-ADMINISTRATION-Fingerprint.
Sum=9.25
¥ PUNCHDATE: Wednesday, October 8, 2025
w 08:00 AM. ok 925 AdmnFIN 10/08/2025 08:02 AM BC5G250117031-ADMINISTRATION-Fingerprint: et
out 05:15 PM oK o 10/08/2025 05:11 PM BC5G250117031-ADMINISTRATION-Fingerprint:
Sum=9.25
¥ PUNCHDATE: Thursday, October 9, 2025
N 08:00 AM QLK 9 AdmnFIN 10/09/2025 08:04 AM BCSG250117031-ADMINISTRATION-Fingerprint =%
out 05:00 PM CLK o 10/09/2025 05:02 PM BCSG250117031-ADMINISTRATION-Fingerprint |
sum-9
~  PUNCHDATE: Friday, October 10, 2025
w 08:00 AM. ok 9 AdmnFIN 10/10/2025 08:03 AM BC5G250117031-ADMINISTRATION-Fingerprint: Et
out 05:00 PM K 0 10/10/2025 05:06 PM BESG250117031-ADMINISTRATION-Fingerprint:
Sum=9
Sum=45.75
~ Week: 42
~  PUNCHDATE: Monday, October 13, 2025
m 08:00 AM. JeT3 95 AdmnFIN 10/13/2025 07:58 AM BC5G250117031-ADMINISTRATION-Fingerprint 1

Ver: 2022.001.3 HostMode (DB Ver: 2022.001.3)
2002 - 2025 © Copyright by Microix, Inc. v



