
Welcome to the alio Employee Portal!  
 

The alio Employee Portal is a new component of our alio financial and human resources 
software.  Convenient and easy to use, the portal is a valuable tool to access your personal 
information as well as a staff directory and a library of district forms.  Connecting is secure 
and easy from any computer with internet access. 
 
With the Employee Portal you can: 
 

• View your current business and personal online business card information 
• View a message area including district contact information for alio help and inquiries 
• Access a staff directory 
• Access a variety of district forms 
• View your paycheck calendar 
• View and/or print a copy of your pay stub (check or advice of deposit) 
• View and/or print a copy of your W2’s 
• View leave balances and details (Personal, sick, vacation) 
• View detailed leave calendar 
• View your active deductions 
• View your active benefits 

 
What follows is a guide for using the alio Employee Portal.  Please read through the following 
guide before logging on.  Please print this guide only if necessary.  The Portal is very user 
friendly and most will not need to refer to the guide after navigating through the portal once 
or twice.  We are focusing on saving paper and printing costs by providing this information 
online.  If you choose, you can save it to your desktop for future reference. 
 
District 67 employees will use: http://alioweb.lfschools.net/d67/employee/login.php  
District 115 employees will use: http://alioweb.lfschools.net/d115/employee/login.php  
 
You can bookmark the web address in your “favorites” for easy access.  And soon you will be 
able to access the portal from the District website.  
 
The staff directory portion of this portal will replace the booklet you received in previous 
years.  The Communications Department has asked that you visit the “settings” page of this 
guide.  This page will show you how to make available to other employees your home address 
and phone number if you choose to have it displayed as part of your personal information in 
the directory.  Only employees of the district will have access to the staff directory. 
 
***Please note the following pages show screen prints from the D67 portal which is identical to the D115 portal*** 
 

 



This is the main login page.  First time users will need to click on “Create an account” for 
initial set-up.  Once you have created your account, you will log on here with the user name 
and password you created. 
 
 

 

First time 
users click 
here! 



To create an account you will need your employee number.  This number can be found on 
your paystub.  If you do not have a paystub and do not know your employee number, please 
contact Lisa Tadel in Human Resources, 847-604-7423, ltadel@lfschools.net.  
 

Find your 
employee 
number on 
your paystub.  
All fields are 
required for 
creating your 
account. 



 
Employee Portal Home Page Tab 
 

 
 
 
 
 
 
 
 
 

View your 
current 
information 
and toggle 
between your 
business 
information 
and your 
personal 
information 
here. 
 

Important 
messages or 
system 
information 
will appear 
here. 
 



Home Page “Settings” Option 
 
 

 
 
 
 
 
 
 
 

There are four options for 
making changes.  The 
following pages explain 
each one. 



Click on the first option, “Your Email Address”, if you want to change the email address you 
entered when creating your account.  This does not change any display information.  This 
email is where the system will send you a message if you click on “forgot your password” on 
the login page. 
 

 
 
 
 

Enter your new 
email address here 
and click on 
“Update Email”. 



Click on the second option, “Your User Name and Password”, to change your user name or 
password for logging into the portal.  
 

 
 
 

Make any changes to 
your user name and 
password here.  
Make sure to click on 
the “update” buttons 
to finalize your 
changes. 



***Important Staff Directory Information*** 
 

Click on the third option, “Your Personal Information Settings”, to choose what you want 
displayed in the staff directory.   Only employees will have access to the staff directory. 
 

 
 
 

Check the boxes on the 
left to include the desired 
information in the staff 
directory.  Only staff 
members will have access 
to this information. 
 



Click on the fourth option, “Your Calendar Settings”, to choose how the months are 
displayed for the paycheck and leaves calendars.   
 

 
 
 

I chose to view my 
calendars by fiscal 
year, July - June.  
You can change this 
to display your year 
as January – 
December or any 
other monthly 
configuration you 
want to view. 



This is the Staff Directory.  Here you can find staff member business and personal 
information.  You can view personal phone and address information only if the staff member 
chose to display them from the options on their “settings” page. 
 

 
 

Toggle between 
employee business 
and personal cards 
here.  If there is no 
information on the 
personal card, it’s 
because the 
employee chose not 
to display it. 

Click on a letter 
tab to select 
names 
alphabetically.  
 
 Click on the 
name to view 
their 
information. 

Search by last 
name in 
addition to 
using the alpha 
tabs below.  
 
Searching by 
location is not 
recommended at 
this time. 

Click this print 
button to print an 
employee card. 



Employer Forms 
 

 
 

Employer forms can be accessed here by clicking on the desired form.   
 
This page is still “under construction”.  This area will continue to grow as 
more online forms are created.   
 
Please contact me if you have a District form that you would like housed here. 
lgillespie@lfschools.net  



This is your Pay Check Calendar located on the Payroll tab.  The months are displayed here 
according to the calendar settings selected from the “settings” option on the home page. 
 

 
 

Click on any 
highlighted 
date to view 
your paystub. 
 
You may then 
print a copy if 
needed. 

You can choose 
another year to 
view here. 



This is the View W-2s page located on the Payroll tab. 
 

 
 

All available W-2s will be located here. Click 
on the desired year to view or print. 



This is your Leave Balances and calendar page.   
 

 
 

You can choose 
to view “all” or 
a particular 
leave type here. 

Color coded 
calendar legend  

Click on a 
leave type      
or highlighted 
calendar date 
to view a 
detailed list. 

Choose year to 
view here. 



This is the Active Deductions page. 
 

 
 

Here you can view your 
current active deductions.   



This is your Active Benefits page. 
 

 

Here you can view your 
current active benefits. 


