
How to Setup Employee Portal in Microix 
 
 

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

 

 

 

 

 

 

 

 

 

 

 

 

1st 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:

 

 

 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. 

 

How to access paystub 

 

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

Old password is 
what you entered 
in the previous 
screen. 

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. 



2. Login  

 
3.  Go to timesheet tab:

 
 

4.  
 

From the drop-
down list click 
on “Employee 

Paystub” 



 
 
 

1. Login to:  microix.mip.com/webclient 

 

2.  Once logged in click on the timesheet tab 

 

Choose date of 
check stub you 
would like to view or 
print from the drop-
down list 



 

 

 

 

 

 

 

 

3.  From the drop-down list choose request leave 

 

 

 

4.  Be sure to complete fields with the asterisk otherwise it will not allow you to submit. 

 



 

 

1. https://microix.mip.com/webclient/ 
 

 

 

Once you submit, it will go 
to Supervisor for approval 

Log in with your credentials 

 



 

 

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. 

 

 

From this drop-down 
list choose time clock 
history 


