Employee Portal – Accessing Employee Acknowledgement Sign-offs
Access the Employee Portal by going to https://ivisions.tylertech.com/Durango/
(Reminder – this is the same portal you went to for your W-2 and the portal where you sign a contract)

Click on “Login” on the top right, and the login screen shown below will appear.

At the Log In screen enter your User Name and Password.
Your User Name is your “FIRST NAME.LAST NAME”. (this may not be your user name if you use IV for business services)
For example, an employee named Sample Employee would be “SAMPLE.EMPLOYEE” Your password is the
password that you established for the portal.
If you have forgotten your password, you can reset your password by clicking on “Forgot Password?”.

If you have attempted to reset your password, and you still are not able to login to the Employee Portal, please
email Amy Bonilla (abonilla@durango.k12.co.us) in Human Resources.

After you login, you will have the ability to use the “Employee Resources” link located at the top left. When you
place your mouse pointer on Employee Resources, you will be able to scroll down and click on “District Forms”.
The screen below will appear when you click on “District Forms”:

Use the drop down menu of forms, located under “District Forms”, to find the form you are seeking. After you
find the correct form, click on that form name, and then click on “Create New Form” to make the form appear.

Now that you have the form you need, complete the form using the check boxes and dates field(s) that you have
available. The easiest way to complete the date field is by using the calendar icon.

Be sure to click “Submit” after you complete the form. You will know that your form was successfully submitted
if the screen shown below appears after you click on submit. This screen shows the forms you have successfully
submitted.

To access another form, simply go back to the drop down menu of forms, and select the next form that you
need.
Thank you for using the Employee Portal!

