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What is iVisions?
iVisions, also referred to as „the Town of Needham Infinite Visions Portal‟ or „the Portal‟, is a web-based application integrated to our Infinite
Visions financial & personnel information system.
By logging in to the Portal ALL employees can review and modify critical data as it relates to their employment in the Town of Needham or the
Needham Public Schools, e.g., access pay stubs, W2 statements, etc.
Depending on your job, SOME employees will also use the Portal as a tool to perform tasks related to their department‟s functions. e.g.
purchasing, general ledger, payroll, etc.
If you are a new user, this guide will take you through the steps you need to complete in order to register for access to iVisions as well as the steps
you will use to review your employee-related information within the Portal. We hope that you will find this tool both useful and informative.

*** PLEASE NOTE ***
The Portal is a secure website and only Town of Needham or Needham Public Schools
employees who have self-registered will have access to it.
You can only access your own personal information through the Portal.
NEVER share your User ID and Password.

If you have any questions or experience any difficulties while registering and/or using
the Portal please email IVPortalHelp@needhamma.gov for assistance.

Instructions for registering for the first time are on page 3.
Instructions for logging in once you have registered successfully are on page 9.
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Registering to iVisions Portal
If you already use the Portal to perform your job, you have a Portal user ID and password. Therefore, you can skip this process.
If you have never accessed the Portal in the past, you will need to first self-register to gain access to the resources the Portal offers. To do so
follow these steps:
1) Open any browser that you use to browse the Internet (e.g.: Internet Explorer, Firefox, Safari, Google Chrome, etc.).
2) Enter the following address in the address bar: https://ivisions.needhamma.gov
This will bring you to the main page of the iVisions Portal:

3) Click < Register >
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4) Fill in the basic information about yourself as required. All fields marked with

are mandatory:

User Name  Create your own user name. This will be the identification you will use to log in to the Portal. Once you are a registered user,
you will not be able to change the User Name. Please avoid blanks. E.g.: use TomSmith instead of Tom^Smith.
First Name  Enter your first name.
Last Name  Enter your last name.
Display Name  Enter the name you would like the Portal to use to address you.
Email Address  Enter a valid, existing email address that will be used for all Portal-related communications. It can be your work or your
personal email address.
Password  Enter the password you will use to log in to the Portal (At least 7 characters long, you can use letters and/or numbers, no
special characters).
Confirm Password Re-enter the password you just entered in the previous field.

5) Click < Register >. You will get the following message:

6) Close the browser session.
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7) Check your email account (the one you registered with in step 4 above) for a Portal email with a Verification Code and Link you will
need to log in for the first time. The email should come from ivitc@needhamma.gov and the subject should be Portal New User
Registration. Check your Inbox and your Junk Mail folder, just in case. The email should look similar to the following:

8) Click on the link provided in the email or open a browser session and copy the link on the address line. You will be taken to the Portal log
in screen:
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9) Enter the Security Code - a combination of uppercase and lowercase letters and/or numbers that will look similar to the following:

If you get an error message stating that the Security Code is incorrect, the Portal will provide a new Security Code for you to try again.

10) Enter your Password. Remember that the Password is case sensitive so please type uppercase and lowercase letters exactly as you did
when you created it. Refer to the Portal New User Registration email which includes your password as you typed it.
11) Click < Login >
You will be presented with the following screen:
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To complete your registration, follow these steps:
1) Enter the required information in the Employee Link section of the screen:




Last 4 digits of your Social Security Number
Home Zip Code
Date of Birth as MM/DD/YYYY – E.g.: 04/25/1965

*** PLEASE NOTE ***
The Portal is a secure website and only Town of Needham or Needham Public Schools employees who have
self-registered will have access to it.
You can only access your own personal information through the Portal.
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2) Click < Register >. You will see your employee record information displayed on the Employee Link section of the screen.

3) If the information displayed in the Employee Link section is incorrect, email IVPortalHelp@needhamma.gov with a brief explanation of
what information is incorrect.
4) If the information displayed in the Employee Link section is correct, click < Link > to complete your registration.
Once your registration to the Portal is complete, you should see the following message in the Employee Link section of the “Home” page when
logged in:
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Logging into the iVisions Portal
If your registration to the Portal has been completed successfully, you will be able to log in to access the resources that are available to you.
Follow these steps to log in:
1) Open any browser that you use to browse the Internet (e.g.: Internet Explorer, Firefox, Safari, Google Chrome, etc.).
2) Enter the following address in the address bar: https://ivisions.needhamma.gov
This will bring you to the main page of the iVisions Portal:

1) Click < Login >
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2) Enter the required information:

3) Click < Login >
4) If you have entered your credentials correctly, you will access the portal “Home” page. In the top right corner of the screen, you should
see your name listed next to a “Logout” link:
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Navigating the iVisions Portal
Across the top of the IVisions Portal pages, you will see a blue menu bar. Depending on the access level you have been granted, you will see a
variety of menus available to you. For example, the “Home” menu will always take you back to the main Portal page (the page you see when you
first open the Portal link in a web browser; the page you land on every time you log in).
The other menus generally have different options listed underneath them. To see those options, simply click on that menu item in the blue bar and
a drop-down menu will appear displaying those options.

*** PLEASE NOTE ***
Newer versions of Internet Explorer (e.g.: 10) may cause some menus and/or images to disappear or to be displayed incorrectly. For example, you
may log in to the Portal and see NO OPTIONS on the blue menu bar:

To fix that, click on the „Compatibility View‟ icon on the browser‟s address bar:

All menus and/or images should then be displayed normally:
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This guide covers the “Home” and “Employee Resources” menu options only. The options provide you access to the information in your
own individual employee profile only. If you have access to other menu items in the blue bar, you will receive instruction on the use of those via
another manual, training from the appropriate department, or through training provided by Tyler Technologies, the vendor that provides Infinite
Visions Enterprise Edition and the iVisions Portal.

Home
The “Home” page displays general information about the Town of Needham and the Needham Public Schools and indicates if you are an
authorized iVisions user.
You can always come back to the “Home” page by clicking on the < Home > menu option.
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Employee Resources
Under the “Employee Resources” menu, you will find the following options:

Information Center
The “Information Center” is the welcome area to the employee resources section of IVisions Portal. On this page you should check for important
announcements posted by the Town of Needham and the Needham Public Schools, important links and even documents that the Town of
Needham and the Needham Public Schools want to easily distribute to the employee base. Here you will see that information and, under the
“Document Center” section, you will be able to download the documents that the Town of Needham and the Needham Public Schools have
posted.

Compensation
If you click on the “Compensation” item on the “Employee Resources” menu, you will see that you have three options for compensation related
information: “Pay Period”, “Calendar Year” and “W2 Information”.
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Pay Period

The “Pay Period” option allows you to select any individual pay period that has been processed since July 12, 2013 and will pull up a snapshot
of your paycheck for the selected pay date.
The default Pay Period is the most recent one. To review a specific pay date, go to the “Pay Date” dropdown and click on the desired pay date.
Your payroll data for that pay date will appear on the screen below.
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A copy of your earnings statement will appear using Adobe Acrobat Reader®. [You will need to be sure that the PC you are using has Adobe
Acrobat Reader® available on it.]
You will be presented with a window similar to the following:

Click < Open > to see your paycheck in PDF format.
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From within the Adobe Acrobat Reader window, if you wish to print a copy your paycheck, simply click on the File/Print menu option.
Once you are done reviewing your paycheck, simply close the Adobe Acrobat Reader window by clicking the File/Exit menu option.
Pay Check Calculator

At the bottom of the pay information page, there is a link for < Pay Check Calculator >. This is a third party utility that allows you to
make changes to current deduction or withholding amounts to see how those changes would affect your net pay. This can be very helpful,
for example, if you‟re thinking about changing your tax withholding allowances and want to see what the impact on your net pay would
be.
If you click on < Pay Check Calculator > you will be presented with the following message:

Click < Submit > to open the Pay Check Calculator on a new browser tab.

*** PLEASE NOTE ***

The calculators provided on this website are only meant to provide general guidance and estimates about the payroll process. They
should not be relied upon to calculate exact taxes, payroll or other financial data. Calculations may not match your paycheck
precisely and are not intended to provide tax or legal advice. You should consult with a professional advisor or accountant regarding
your specific concerns.

When you‟re done working with the Pay Check Calculator you can simply close that tab.
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Calendar Year

The “Calendar Year” option allows you to view your calendar year earnings, deductions and benefits information for a selected calendar year.
Information is available since July 12, 2013. The default year is the current one. To see your earnings, deductions and benefits information for a
different calendar year enter the desired year in the Year text box and click < Show Statement >.

If you wish to print a copy of your calendar year information, click on the browser‟s File/Print menu option.
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W2 Information

The “W2 Information” option allows you to view a copy of your W2 form beginning with calendar year 2013. Please note that since these
forms are not printed on legal W2 stock, they may not be suitable to be used with a mailed-in tax return.

To review your W2 form from a previous calendar year, click on the link < Click here for your W2 Wages and Tax Statement > for a specific
calendar year. W2 forms are listed separately by calendar year on the portal. A copy of your previous calendar year‟s W2 form will load up using
Adobe Acrobat Reader®. [You will need to be sure that the PC you are using has Adobe Acrobat Reader® available on it.]
You will be presented with a window similar to the following:

18

Click < Open > to see your W2 in PDF format.

From within the Adobe Acrobat Reader window, if you wish to print a copy of your W2, simply click on the File/Print menu option.
Once you are done reviewing your W2, simply close the Adobe Acrobat Reader window by clicking the File/Exit menu option.
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Attendance (Leave Plan Summary)
The “Attendance” option of the “Employee Resources” menu enables you to see a summary of the leave plan time you have earned, time you
have used and the available balance of each leave plan (e.g., Comp Time, Personal, Sick, Vacation). “Absence Requests” are not used at this
time.
Note: All leave plan time earned, used, adjusted and available is for the current fiscal year. The Beginning balance is from the end of the prior
fiscal year.
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Tax Withholding Forms
The “Tax Withholding Forms” option of the “Employee Resources” menu enables you to submit new tax withholding information for both
Federal Tax (the W-4 form) and State Tax (the M-4 form) online. These submitted forms go into a holding queue until they are approved and
finalized by Payroll.

[Federal W-4(SP) – resident links to the Spanish version of the federal W-4 form for resident employees.]
To fill in and submit a new tax withholding form, click on the link “Fill Out Tax Forms”. You can select which form you wish to modify.
An electronic version of the form will open up in Adobe Acrobat Reader® with your demographic information pre-populated. [You will need to
be sure that the PC you are using has Adobe Acrobat Reader® available on it.]
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If you decide you don‟t want to change your tax withholding information or don‟t want to submit it to the Payroll office, please go back to the
iVisions Portal by clicking your browser‟s „back‟ button:
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If you want to review and update your tax withholding information, click
shown the following message:

to start editing the form. You will be

Click < Close >
Please read and review the form carefully and input your tax withholding selections in the editable fields as you deem appropriate.

*** PLEASE NOTE ***

If you would like a printed copy of the form with your new tax withholding information,
please print the form BEFORE submitting it.

If the computer you are using can access more than one printer, select the appropriate printer by clicking on the printer icon in the menu bar of
Adobe Acrobat Reader:
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Then click < Print >
If the computer you are using can access a single (default) printer, then click on the < Print Form > button located on the form (on some forms
the button may be at the top of a page; on some forms it may be at the bottom of a page):

When you are satisfied with the new tax withholding information please submit it to the Payroll office for revision and approval by clicking on the
< Submit Form > button located on the form (on some forms the button may be at the top of a page; on some forms it may be at the bottom of a
page):
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You will be presented with a different confirmation message depending on which tax form you are working with. For example:

Click < OK >. You will be required to enter the last four digits of your Social Security Number as your digital signature:

Click < OK >. You will be presented with the following message:

Repeat this process with other available tax withholding forms, if applicable.
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Profile
If you click on the “Profile” item on the “Employee Resources” menu, you will see that you have two options for your employee profile related
information: “Contact Information” and “Emergency Contacts”.
Contact Information

The “Contact Information” option allows you to review the current demographic information the Town of Needham and the Needham Public
Schools have on file for you. In addition, you can make changes to that information that is then submitted to Payroll.

If you review your Contact Information and determine any changes are necessary, click < Modify >. You will be presented with the following
screen:

Enter the last four digits of your Social Security Number and click < Submit >. You will be presented with the following screen:
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You will be able to update all fields, except for your First Name and your Last Name. When you are done updating your Contact Information,
click < Submit > to send the request to Payroll. You will be presented with the confirmation screen:

If you wish to print a copy of the updated Contact Information you just submitted to the Payroll office, click on the browser‟s File/Print menu
option.
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To finalize your update, click < Done >. Your updated Contact Information will be displayed as a pending request in the “Requested
Changes” section of the screen:

Pending requests will be listed in the grid until they are either approved or denied by Payroll.

Emergency Contacts

The “Emergency Contacts” option allows you to review the existing emergency contacts that the Town of Needham and the Needham Public
Schools have on file for you, modify any of those existing contacts, or add new emergency contacts.

Review your emergency contacts‟ information. If any of the existing contacts need to be updated, simply click on the “magnifying glass” icon to
the left of that record to go into a detailed view of that contact.
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Make the changes you wish to make to that contact (all fields marked with
< Delete Contact > as appropriate.

are mandatory) and click < Update Contact > or

To add a new emergency contact, make sure you are on the main emergency contacts screen and then simply click on the < Add New Contact >
button.

Fill in the fields on the form (all fields marked with

are mandatory) and then click < Add Contact > to save that new contact record.
29

If you wish to print the list of your emergency contacts, click on the printer icon in the lower right corner of the screen:

A new browser window will open. Click File/Print on that window.

Managing your Credentials
Updating your Profile
If you want to make any changes to your iVisions Portal profile only, follow these steps:
1) Log in to the Portal.
2) Click on your name located next to the “Log-out” link:
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3) You can change First Name, Last Name, Display Name or Email Address (all fields marked with
change your employee payroll record.

are mandatory). This does not

4) Click < Update > to save the new values.

Changing your Password
If you want to change your iVisions Portal password, follow these steps:
1) Log in to the Portal.
2) Click on your name located next to the “Log-out” link:
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3) Click on < Manage Password >:

4) Enter your Current Password once and your New Password twice (Remember: your password has to be at least 7 characters long and is
case-sensitive so pay attention if you use uppercase and lowercase letters).
5) Click < Change Password > to save the new value.
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6) If you have successfully entered the information in the fields, you will receive an “OK” message at the top of the screen notifying you that
your password has been successfully changed and a confirmation email will be sent to the email you used when you registered for a portal
account.

Forgot your Password?
If you forgot your iVisions Portal password you can retrieve it by following these steps:
1) Open any browser that you use to browse the Internet (e.g.: Internet Explorer, Firefox, Safari, Google Chrome, etc.).
2) Enter the following address in the address bar: https://ivisions.needhamma.gov
This will bring you to the main page of the iVisions Portal:
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3) Click < Login >

4) Click “Forgot Password?”:
34

5) Enter your User Name and click “< Send Password >”.

You will get the following message:
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6) Check your email account (the one you registered with) for an email from IVPortalHelp@needhamma.gov and the subject should be
Portal Password Maintenance. You will be instructed to send an email to IVPortalHelp@needhamma.gov to request a password reset.
For security reasons, we no longer send passwords within the body of the email. Check your Inbox and your Junk Mail folder, just in case.
The email should look similar to the following:

7) Send an email to IVPortalHelp@needhamma.gov and request a password reset.
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Logging out of the iVisions Portal
To log out of the Portal, click “Logout” next to your username in the upper right corner of the screen:

37

