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OVERVIEW

2

The Employee Portal (EPortal) Service is an online automated Human Resource 

Management System (HRMS) designed to allow employees of the Ministry of 

Education to easily access their employment information using data provided by the 

Integrated Human Resource Information System (IHRIS).

The EPortal Service allows users to digitally view and download the following:

• Monthly Payslips

• Job Letters

These documents can then be verified by any institution that requires them through 

the publicly available Employee Verification Portal.
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WEBSITE
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Tutorial

Finding EPortal

Step 1: Open a new tab or window 

on your internet browser. Example: 

Google Chrome, Microsoft Edge, 

etc. 

Step 2: Enter the URL below as 

seen in the Address Bar on the right:

https://eportal.moe.gov.tt/

NOTE: You will be directed to the 

EPortal landing page shown 

below.

2

https://www.eportal.moe.gov.tt/
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SIGN-IN
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Tutorial

Signing In to EPortal

Step 1: Click Sign In located 

at the center of the screen.

1
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SIGN-IN
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Tutorial

Signing In to EPortal (cont’d)

Step 2: Click Sign in with 

Microsoft 365.

2 2
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SIGN-IN
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Tutorial

Signing In to EPortal (cont’d)

Step 3: Enter your MOE assigned 

employee email address.

Step 4: Click Next.

3
4

3
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SIGN-IN
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Tutorial

Signing In to EPortal (cont’d)

Step 5: Enter the password 

associated with your MOE assigned 

email address.

Step 6: Click Sign in.

5
6

5
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SIGN-IN
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Tutorial

Signing In to EPortal (cont’d)

Step 5: Accept the EPortal Terms 

and Conditions.

Step 6: Click Continue.

5
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SIGN-IN
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Tutorial

Signing In to EPortal (cont’d)

NOTE: You should be directed to 

the following dashboard page, if 

not, proceed to Question 3 of the 

Sign-In How To Guide.
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SIGN-IN

10

How To Guide

QUESTION 1: What if I do not want to agree to 

these Terms and Conditions?

WHAT TO DO:

Step 1: Click DECLINE.

1

1
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SIGN-IN
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How To Guide

WHAT TO DO (cont’d):

Step 2: Click SIGN OUT.

NOTE: You must accept the Terms 

and Conditions to access the 

EPortal Service.

2 2



Level 9, Tower A, Education Towers
#5 St. Vincent Street, Port of Spain
Help Desk: 612-HELP | eportal.help@moe.gov.tt

SIGN-IN
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How To Guide

QUESTION 2: Where can I view the Terms and 

Conditions that I agreed to?

WHAT TO DO:

Step 1: Scroll down to the footer of the page and 

click Terms and Conditions OR

Step 1: For Mobile devices, tap the top left corner of 

the screen and toggle the Hamburger menu 

Step 2: Go to the bottom of the open hamburger 

menu and click Terms and Conditions.

1
1

1
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How To Guide

WHAT TO DO (cont’d):

Step 3: Read the Terms and Conditions.

Step 4: When you are finished click Dashboard or

Home to go back to either your employee dashboard or 

the EPortal landing page respectively .

4 4

SIGN-IN
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SIGN-IN
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How To Guide

QUESTION 3: Why have I been directed to this 

page instead of my EPortal Dashboard, after 

accepting the Terms and Conditions and clicking 

Continue?

REASON: You were authenticated by Microsoft 365, 

but your employee profile was not found in the 

EPortal database.
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SIGN-IN
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How To Guide

WHAT TO DO:

Step 1: Enter your MOE assigned 

email address.

Step 2: Enter your 5- or 6-Digit 

Employee ID

Step 3: Enter your 9-Digit NIS 

Number.

Step 4: Click Verify.

NOTE: If you are still not redirected 

to your user dashboard then 

proceed to Question 4.

3
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SIGN-IN
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How To Guide

QUESTION 4: Why did I get the Error 

Message: “The credentials supplied does not 

match an existing employee.” ?

REASON: Your provided credentials did not 

match any employees in the EPortal Database. 

WHAT TO DO:

Step 1: Verify that you have entered in your 

Employee ID correctly.

Step 2: Verify that you have entered your NIS 

Number correctly.

Step 3: Click Verify again.

NOTE: If you are certain your credentials are 

correct but receive the error message again, 

then you may not be authorized to access 

the EPortal Service.

Step 4: Click Help and contact us OR

Step 5: Click SIGN OUT

5
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EMPLOYEE PROFILE PAGE
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Tutorial

Understanding Your Employee 

Profile Page

Main Navigation Header Bar:

▪ 1. Ministry of Education Logo

▪ 2. EPortal Logo

▪ 3. User Guide

▪ 4. Sign Out Button

Employee Profile Header:

▪ 5. Profile Picture

▪ 6. Name

▪ 7. Job Title

1 2 4

5
6

7
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EMPLOYEE PROFILE PAGE
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Tutorial

Understanding Your Employee 

Profile Page (cont’d)

Employee Profile Left Side Bar:

▪ 1. Phone Number (Cell)

▪ 2. Employee Ministry Email Address

▪ 3. Hire Date / Contract Start Date

▪ 4. Employee ID Number

▪ 5. Employment Type (Civil, Teaching, 

Contract or Secretariat)

▪ 6. Job Department

Employee Profile Navigation Bar:

▪ 1. Employee Dashboard

▪ 2. Job Letter Tab

▪ 3. Payslips Tab

1
2

3

4
5

6
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How To Guide

QUESTION 1: How do I upload or change my 

profile picture?

WHAT TO DO:

Step 1: Open a new tab or window on your 

internet browser. Example: Google Chrome, 

Microsoft Edge, etc. 

Step 2: Enter the URL below as seen in the 

Address Bar on the right:

https://www.office.com/

EMPLOYEE PROFILE PAGE

2

https://www.office.com/
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How To Guide

WHAT TO DO (cont’d):

Step 3: Sign In to your Microsoft365 account.

Step 4: On your homepage, click the circle with your 

initials in the top right corner of the screen.

EMPLOYEE PROFILE PAGE

3

4
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How To Guide

WHAT TO DO (cont’d):

Step 5:  Click on My Microsoft 365 profile.

Step 6: Click the camera icon on the circle above your 

name.

EMPLOYEE PROFILE PAGE

5

6
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How To Guide

WHAT TO DO (cont’d):

Step 7: Click Change your photo

Step 8: Click + Upload a new photo or drag a photo 

from your computer onto the circled area.

EMPLOYEE PROFILE PAGE

7

8



Level 9, Tower A, Education Towers
#5 St. Vincent Street, Port of Spain
Help Desk: 612-HELP | eportal.help@moe.gov.tt

23

How To Guide

WHAT TO DO (cont’d):

Step 9: Adjust the photo to fit perfectly in the circle, then 

click Apply.

Step 10: If you are currently signed in to your EPortal 

account, sign out then sign back in to see your changes.

NOTE: Your newly uploaded photo should show up 

as your EPortal profile picture.

EMPLOYEE PROFILE PAGE

8
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How To Guide

QUESTION 2: How do I change my data in the left side 

profile bar?

WHAT TO DO:

All data published on your EPortal profile is provided by 

the IHRIS Database, if you require any changes to your 

data, please contact HR.

EMPLOYEE PROFILE PAGE
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DASHBOARD
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Tutorial

Understanding Your 

Employee Dashboard

Dashboard Components:

▪ 1. Greetings and Instructions

▪ 2. Latest Payslip

▪ 3. Job Letter Shortcuts

1

2

2

1

3
3
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DASHBOARD
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How To Guide

QUESTION 1: Why is my Latest 

Payslip table empty?

REASON: You do not have a payslip on 

record in the IHRIS Database yet. 

WHAT TO DO:

Wait until you receive your first payslip. If 

you believe this to be an error, please 

contact HR or Help Desk.
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JOB LETTER
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Tutorial

Understanding The Job Letter 

Tab

Page Components:

▪ 1. General Job Letter

▪ 2. Embassy Search Bar

▪ 3. Available Embassy Job Letters

1

2

3

1

3

2
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JOB LETTER

28

Tutorial

Accessing Your General Job 

Letter

Step 1: Click the GENERAL Icon

Step 2: Read through your digital letter

2

1
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JOB LETTER
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Tutorial

Accessing Your General Job 

Letter (cont’d)

Step 3: Click Download PDF at the 

top of the page.

Step 4: Click the File in the Download 

Bar to open it in the Browser.

4

3

4
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JOB LETTER
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Tutorial

Accessing Embassy Job Letters

Step 1: Select Search Embassy to filter 

Embassies OR go to Step 3

Step 2: Type in the Embassy Name

1

2
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JOB LETTER
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Tutorial

Accessing Embassy Job Letters 

(cont’d)

Step 3: Click desired Embassy Icon

Step 4: Read through your digital letter.

3

4



Level 9, Tower A, Education Towers
#5 St. Vincent Street, Port of Spain
Help Desk: 612-HELP | eportal.help@moe.gov.tt

JOB LETTER
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Tutorial

Accessing Embassy Job Letters 

(cont’d)

Step 5: Click Download PDF at the top 

of the page.

Step 6: Click the File in the Download 

Bar to open it in the Browser.

6

5

6
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JOB LETTER
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How To Guide

QUESTION 1: I have incorrect data stated in my Job 

Letter?

REASON: The data produced by the system would 

have been provided by IHRIS.

WHAT TO DO:

If there are any discrepancies in this data, HR should 

be contacted.
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JOB LETTER
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How To Guide

QUESTION 2: Why do I see this page when I click on 

any of my Job Letters?

REASON: Your data on IHRIS shows that you are 

outside of the contract period and hence no longer 

employed with the Ministry of Education.

WHAT TO DO:

If you believe this to be an error.

Step 1: Click contact us and send us an email.

.

1

1
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PAYSLIPS
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Tutorial

Understanding The Payslips Tab

Page Components:

▪ 1. Pay Data Year Selector

▪ 2. Monthly Earnings Chart

▪ 3. Total Deductions Paid for Year to Date.

▪ 4. Available Employee Payslips

1

2 3

4

1

4
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PAYSLIPS
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Tutorial

Selecting A Pay Data Year

Step 1: Click the year selector dropdown.

Step 2: Select your desired year.

1

2
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PAYSLIPS
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Tutorial

Viewing Your Annual Pay 

Data

Step 1: Hover over the 

Monthly Earnings chart to 

see your Net Salary vs. Gross 

Earnings for a particular month 

of the year. 

Step 2: Hover over the Year-to 

Date Deductions chart to see 

a breakdown of the total 

deductions and how it 

compared to your Net Salary.
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PAYSLIPS
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Tutorial

Accessing Your Payslips

Step 1: Scroll past the Annual Pay Data 

to the payslips below. 

Step 2: Click Download PDF to 

download the document immediately OR.

Step 3: Click Preview Digital Payslip to 

view the payslip.

1

2

3
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PAYSLIPS
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Tutorial

Accessing Your Payslips 

Step 4: Read through digital payslip.

Step 5: Click Download PDF at the top.

Step 6: Click the File in the Download Bar to 

open it in the Browser.

4

5

6
6
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PAYSLIPS
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How To Guide

QUESTION 1: I have worked for X years, why don’t I 

see X years of payslips?

REASON: EPortal can only provide payslips through 

data IHRIS has made available to it. If you do not see 

payslips for certain years you have worked, then IHRIS 

has not made those years available just yet.

WHAT TO DO:

Over time IHRIS may provide new data that will make 

these years available for download.

QUESTION 2: We are in a new year, why can’t I see 

beyond the pay data of the previous year?

REASON: You have not received any payslips for the 

new year just yet.

WHAT TO DO:

Wait until a payslip has been released for the new year, 

then your payslips page will update to reflect the data 

for this new year.
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VERIFICATION
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Tutorial

Verify using Verification 

Code

Step 1: Open a new tab or 

window on your internet 

browser. Example: Google 

Chrome, Microsoft Edge, etc. 

Step 2: Enter the URL below 

as seen in the Address Bar on 

the right:

https://eportal.moe.gov.tt/

2

https://eportal.moe.gov.tt/
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VERIFICATION
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Tutorial

Verify using Verification 

Code (cont’d)

Step 3: Click VERIFY

3

4
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VERIFICATION
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Tutorial

Verify using Verification 

Code (cont’d)

Step 4: Enter the 24-Character 

Verification Code into the Search 

Bar

Step 5: Click SUBMIT

4

5
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VERIFICATION
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Tutorial

Verify using Verification 

Code (cont’d)

Step 5: Examine the displayed 

document and verify its contents.

Step 6: Scroll down to the bottom of 

the document page.

Step 7: Click RETURN when 

finished

6

7
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VERIFICATION
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How To Guide

QUESTION 1: Why am I directed to the 

following page?

REASON: The 24-character verification code 

was either incorrectly entered or the document 

with the code does not exist in the Ministry of 

Education’s EPortal Verification Database.

WHAT TO DO:

Step 1: Click RETURN

1
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VERIFICATION
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How To Guide

WHAT TO DO (cont’d):

Step 2: Enter the 24-character verification code 

again.

Step 3:  Click SUBMIT

NOTE: If you are again redirected to the same 

page, but you are certain that you entered the 

verification code correctly, then the code and the 

document may be invalid.
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VERIFICATION
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Tutorial

Verify using QR Code

Step 1: Using any smartphone 

camera or QR Code Scanner, scan 

the QR Code on the document you 

wish to verify.  

Step 2: Click on the Link that pops up.  

1 2
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VERIFICATION
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Tutorial

Verify using QR Code (cont’d)

Step 3: You will be redirected to the document. Examine the 

displayed document and verify its contents.

Step 4: Scroll down to the end of the Document page.

Step 5: Click RETURN when finished 

4

5
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SIGN-OUT
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Tutorial

Signing Out of EPortal on 

Desktop

Step 1: Hover mouse to the top right 

corner of the screen and click SIGN OUT 

NOTE: You will be signed out 

redirected to the EPortal Service 

landing page.

1
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SIGN-OUT
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Tutorial

Signing Out of EPortal on 

Mobile or Tablet

Step 1: Tap the top left corner of the 

screen and toggle the Hamburger 

menu 

Step 2: Go to the bottom of the open 

hamburger menu and click SIGN OUT

1

2



Level 9, Tower A, Education Towers
#5 St. Vincent Street, Port of Spain
Help Desk: 612-HELP | eportal.help@moe.gov.tt

51


	Slide 0
	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24
	Slide 25
	Slide 26
	Slide 27
	Slide 28
	Slide 29
	Slide 30
	Slide 31
	Slide 32
	Slide 33
	Slide 34
	Slide 35
	Slide 36
	Slide 37
	Slide 38
	Slide 39
	Slide 40
	Slide 41
	Slide 42
	Slide 43
	Slide 44
	Slide 45
	Slide 46
	Slide 47
	Slide 48
	Slide 49
	Slide 50
	Slide 51

