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Login Instructions  



Created February 2017   2 

 

Step 1: Open a Web Browser (either Chrome or Safari  works best) 

Step 2: Go to the VernonCollege.com homepage if not already on 

the homepage 

Step 3: Click on Inside VC 
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Click Here 

Step 4: Click on the green Employee Portal Login Box 

Click Here 
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Step 5: You will be taken to this page 

Step 6: Click on “Create an Account” 

Click Here 
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Step 7: You will be taken to this screen 

Step 8: Type in your Vernon College email address 

Step 9: Create a password for your account 

Step 10: Re-type the password you just created 

Step 10: Click Continue 

Click Here to Continue 
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Step 11: You will be taken to this screen.  

Step 12: Check your email for a confirmation email from GreenEmployee.com  
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Step 13: Look for the confirmation email from Greenemployee.com 

Step 14: Click on the “Continue GreenEmployee Account Setup” link in the email. 

Click Here 
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Step 15: You will be brought to this page 

Step 16: Type in your employee social security number without any dashes 

Step 17: Type in your LAST NAME IN ALL CAPITAL LETTERS  

Step 18: Click Continue 

Click Here 
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Step 19: You will receive confirmation that your account has been verified 

Step 20: Type in your Vernon College email address  

Step 21: Type in the password you created for your account 

Click Here 
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Step 22: You will be taken to this screen 

Step 23: Verify your time zone 

Step 24: Verify your Vernon College email address (make sure your VC email address is listed in both boxes) 

Step 25: Check  if you would like to receive email notifications 

Step 26: Check if you would like to be notified when co-workers have an approved time off request (If you 

select to be notified,  can also select to include just your department and/or just your location.  

Step 27: Click the “Next” button  

Click Here 
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This is what it will look like once you’ve filled in your email address and 

your choices are selected.  
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Step 28: You will be shown a verification code 

Step 29: Enter the verification code exactly as it is displayed in the box for Question #2 

Step 30: Select whether you would like to receive your W2s electronically or via mail 

Step 31: Click the “Next” button 

Click Here 
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This is what it will look like once it is filled in and your choices have been selected.  
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 The system will ask you to input your direct deposit information. Please type in your CURRENT direct deposit infor-
mation that Human Resources has on file for you. If you would like to change your accounts, you may do so on this 
screen. If you do make changes or add an additional account, please upload a voided check or deposit slip in order 
to have this information on file.  

Step 32: Type in your current routing number 

Step 33: Type in your current account number 

Step 34: Select the type of account 

Step 35: Select how much of your check you would like to be deposited in this account 

Step 36: Upload a copy of a voided check only if changing accounts or adding a new account 

Step 37: If you’d like to add a new account, then select “Add New Account” 

Step 38: Select “Next” once you are finished 

Only used for changes or new accounts 

Use current accounts on file  

Click Here 
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This screen will ask you to confirm your mailing address.  

Step 39: Type in your mailing address 

Step 40: Type in your primary phone number 

Step 41: Type in a secondary number if you have one 

Step 42: Type in your Vernon College email address  

Step 42: Click “Next” to continue 
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This screen may appear if your address does not match up to the listed postal services address.  

You can either click “cancel” to re-enter your address or you can click “Continue as Submitted” to 

keep your address as you entered it 
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If you selected “Continue as Submitted” you will see this screen.  

A recommended address will be suggested. You can either select: 

“Cancel” to input a different address or make changes 

“Continue as Submitted” to keep the address as you originally typed  

“Use Suggested Address” to change your address to the suggested address 
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Once you’ve made your selection on the previous screen, you will be taken to this screen.  

The “Public Computer Reminder” will be displayed.  

Click the “x” in order to dismiss this reminder.  
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You are now on the “Employee Home” screen.  

Please note: This home screen may look different for each employee. 
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You may have displayed notifications in the top, right corner.  
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In order to clear those notifications, click on the envelope.  

The “Tasks and Notifications” screen will be displayed.  

You can either “View” the task or “Remove” the notification from the home screen.  
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Congratulations!!! You have successfully set up your account. 


