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Section 1: Signing In 

Employee Portal with TVUSD Email Address 
Website: https://gethelios.com/temeculavalleyusd/auth/login  

Click Employee Portal in BLUE section 

Username: TVUSD email (someone@tvusd.us) 

Password: TVUSD email password 

NOTE: Helios utilizes Single Sign On (SSO) hosted through Microsoft. It is a “smart sign in” so if you are 
logged into your Microsoft email account in the browser directly or have authenticated your TVUSD email 
account via Microsoft for another website that utilizes SSO, Helios will automatically sign you in. 
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​ ​  
Employee Portal with Personal Email Address  

Website: https://gethelios.com/temeculavalleyusd/auth/login  

YELLOW section 

Username: Personal email address (NOT TVUSD EMAIL) 

Password: Helios account password 

*** If you have never logged in to Helios using your personal 
email address, please see instructions below *** 

 

 

At first login to the Helios Employee Portal using your Personal 
Email Address, you will need to reset your account password 

 
1.​ Click “Logging in as Employee/New Hire and Forgot 

Password?” 

 

2.​ Type your Personal Email Address to request the password 
reset code 

a.​ Personal Email Address must match what is on file 
with TVUSD HRD 

 

3.​ You will receive an email with a One-Time-Passcode (OTP) - 
Type this 6-digit code into the “Reset Password” box in 
Helios 
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​ ​  
4.​ Enter your New Password, retype to confirm, & click 

“Change Password” 
 

 
5.​ Return to Helios Website & login using your personal email 

address & new Helios account password  
https://gethelios.com/temeculavalleyusd/auth/login  

 

 

Accept Terms of Use 
At first login to the Helios Employee Portal, you are asked to accept the terms of use and privacy policy - 
toggle to Yes and click Accept and Login. 

You will not be prompted if you have signed in to Helios before. 
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Admin Portal 
Website: https://gethelios.com/temeculavalleyusd/auth/login  

Email and Password: Same as your TVUSD computer login 

NOTE: Helios utilizes Single Sign On (SSO) hosted through Microsoft. It is a “smart sign in” so if 
you are logged into your Microsoft email account in the browser directly or have authenticated your 
TVUSD email account via Microsoft for another website that utilizes SSO, Helios will automatically 
sign you in. 
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Troubleshooting 

Q1: When trying to login to Helios, it is signing me in under another user 

A1: Helios a "smart" login, if another employee has signed into ADFS for any other software 
program with their credentials today, it will automatically log in as that employee. 

In Helios, if you click the person icon at the top right corner of the 
website & the name shown is not your name please follow the 
steps below. 

1.​ To sign out of their account, go to https://www.office.com/   
2.​ At the bottom left, click on the NAME that shows (not the 3 

horizontal dots) 
3.​ At the top right of that pop-up, click Sign Out 
4.​ Return to Helios & log in again with your TVUSD email 

address 

 

Q2: My personal home address, phone &/or email is incorrect & I cannot edit the form. How do I 
update this information? 

A2: If you need to update your personal contact information 
(address, phone, email), please complete an Employee Personal 
Info Change form in Helios 
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​ ​  
Section 2: Helios Platform Overview 
HOME 

The “Home” tab contains a list of your 
current workflow assignments. These are 
form submissions that are assigned to you 
& require you to take action. 

 

MENU 

To expand the page menu on the left of the 
screen, click 3-Horizontal Lines next to 
“Temecula Valley Unified School District” 

 

WORKFLOWS 

Your current workflow assignments (Inbox) 
can be found either: 
 
1. Home Screen - Workflows Inbox 

●​ You can navigate directly to the 
form listed by clicking on the form 

 
1.​ Workflows Dashboard 

●​ To see your full Workflow Inbox, 
click Dashboards >> Workflows 
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Section 3: Employee Portal 

 

Follow the steps in Section 1 - Employee 
Portal to login 

 

Commonly used workflow links can be found 
on the Home page.  
 
If you do not see the form you need to 
submit, navigate to the Workflows 
Dashboard. 

●​ Forms and Workflows >> 
Requisitions/Workflows >> Add New  

Change for the dashboard filter to navigate 
the different form statuses 
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4: PAR - Vacancy 

 



 

Section 4: PAR - Vacancy 
REQUIRES ADMIN PORTAL ACCESS 

ORIGINATOR 

To initiate a PAR, navigate to the Workflow 
Dashboard, click: 
 
●​ Dashboards >> Workflow ​

 
●​ Add New 

 

●​ Select Workflow Type: Personnel Action 
Request - PAR VACANCY 

 
●​ Click Start 

 

HEADER SECTION​
 
●​ Workflow # - auto-generated upon submission​

 
●​ Title - DO NOT ENTER​

 
●​ Employee - DO NOT ENTER - this will be 

recorded by HRD in Step 16​
 

●​ Location - Select “Site” from the dropdown 
list. This will determine the Site Admin to route 
the PAR to for approval.​
 

●​ Position - DO NOT ENTER - this will be 
recorded by Position Control in Step 11 

 

 



 

FORM SECTION​
 
●​ Prepare the Vacancy PAR as you normally 

would in Etrieve.  
 

●​ The Site will populate automatically upon 
submission. 

 

ATTACHMENTS SECTION​
 
●​ You can attach any documents relevant to the 

PAR in this section.  
 
●​ Select Document Category: “HRD/PAY - PAR 

Attachments”  

ACTIONS​
 
●​ Once complete, click Submit to initiate the 

PAR.  
 

●​ You can click Save Draft to save your 
progress. The PAR will be assigned to your 
Inbox in the Workflows Dashboard. 

 

 

 



 
 

APPROVER 

ASSIGNMENT NOTIFICATION EMAIL​
 
●​ Approvers will receive an email from 

notifications@heliosedu.com when a workflow is 
assigned to them. 

 
●​ Approvers can click the link in the email to be taken 

directly to the assigned workflow.  
 

●​ To navigate to your Helios Workflow Inbox, you can 
click this link: 
https://gethelios.com/temeculavalleyusd/Workflows   

ACTIONS​
 
●​ Review the PAR 

 
●​ Click Approve at the bottom of the page to move the 

form on to the next approver step in the workflow. 

 

SEND BACK FOR REVISIONS​
 
●​ Click Reject 

 
●​ Change the Routing Option to Send Back & Re-route 

 
●​ Select which step to send the form back to using the 

Send to Step dropdown 
 

●​ Type any relevant Comments as to the reason for 
sending the form back.  
○​ Please note, these comments will be included in 

the Approval Workflow History as well as in the 
email sent to the approver for the step you are 
returning the form to. 
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Vacancy PAR Routing 
Step Criteria Approver 

1 - Originator  

2 - HRD Admin Asst. Position Type 
CE Nancy Mireles 

CL Gina Roe 

3 - Asst. Supt SSS 
Site Location HIIA 

Nicole Dayus 
Position Type CL 

4 - Categorical Program Tech Site Location DO A&A Megan Duran 

5 - SPED Director 
Funding Special Ed 

Leticia DelMoral 
Position Type CL 

6 - Principal/Director Site Location   

7 - Categorical Program Tech Funding 
LCAP 
Categorical 
Title I/II 

Megan Duran 

8 - Funding Source Admin Funding 

LCAP 
Categorical 
Title I/II 

Lisa Brown (A&A Director) 

CTE Stephanie Medina (CTE Coordinator) 

9 - HRD Director Position Type 
CE Joe Mueller 

CL Tiffany Martinez 

10 - HRD Asst. Supt  Frank Arce 

11 - Position Control  Michelle Gibson 

12 - Fiscal Director  Kevin Brejnak 

13 - Cabinet  Nicole Lash 

14 - HRD Admin Asst. Position Type 
CE Nancy Mireles 

CL Gina Roe 

15 - HRD Clerk  
(Fly Position) Position Type 

CE Ashley Courtois 

CL Vanessa Skewes 

16 - HRD PS/CA 
(Fill Position) Position Type & Last Name 

CE (A-K) Lupe Hernandez 

CE (L-Z) Ivy Ames 

CL (A-K) Michelle Dugan 

CL (L-Z) Rosanne Berryman 

17 - HRD Director Position Type 
CE Joe Mueller 

CL Tiffany Martinez 

18 - Position Control  Michelle Gibson 
 

 



 
 

Step Criteria Approver 
19 - Post-Position Control 

19.A - Payroll Last Name 

A-Ch Belinda Ribao 

Ci-G Jenny Segal 

H-Mc Kelly Leonard 

Md-R Rebecca Baumgartner 

S-Z Shawna Jennings 

19.B - Risk Tech Last Name 
Classified Maria Razbornik 

Certificated Michelle Kelley 

19.C - Risk Secretary  Cynthia Root 

19.D - Risk Sr. Analyst  Sue Sikkink 

19.E - IMS Network Specialists  
Randy Stevens 
Ken Culp 
Luis Zuniga 

19.F - HRD Clerk III  Adrienne Stutes-Cottrell (LTS) 

19.G - Infinite Campus Clerk Infinite Campus Access? YES Andrea Pierce 
Dawn McCown 

19.H - Categorical Accountant Funding 
LCAP 
Categorical 
Title I/II 

Julianne Sousa 

19.I  - HRD Sub Services Last Name 
A-K Blake Archquiette 

L-Z Laufuti Valdez 

 
 

 



 

5: PAR - Temp FTE (6/5ths) 

 



 

Section 5: PAR - Temporary FTE (6/5ths) 
REQUIRES ADMIN PORTAL ACCESS 

ORIGINATOR 

To initiate a PAR, navigate to the Workflow Dashboard, 
click: 
 
●​ Dashboards >> Workflow ​

 
●​ Add New 

●​ Select Workflow Type: Personnel Action 
Request - PAR TEMP FTE 

 
●​ Click Start 

 

HEADER SECTION​
 
●​ Workflow # - auto-generated upon submission​

 
●​ Title - DO NOT ENTER​

 
●​ Employee - Select the Employee from the 

dropdown list​
 

●​ Location - Select “Site” from the dropdown list. 
This will determine the Site Admin to route the 
PAR to for approval.​
 

 



 

FORM SECTION​
 
●​ Prepare the Temporary FTE (6/5ths) PAR as you 

normally would in Etrieve.  
 

●​ The Site will populate automatically upon 
submission. 

 
●​ Employee’s prime position details will prefill in the 

Personal Information section. 

 

ATTACHMENTS SECTION​
 
●​ You can attach any documents relevant to the 

PAR in this section.  
 
●​ Select Document Category: “HRD/PAY - PAR 

Attachments” 

ACTIONS​
 
●​ Once complete, click Submit to initiate the PAR.  

 
●​ You can click “Save Draft” to save your progress. 

The PAR will be assigned to your Inbox in the 
Workflows Dashboard. 

 

 

 



 
 

APPROVER 

ASSIGNMENT NOTIFICATION EMAIL​
 
●​ Approvers will receive an email from 

notifications@heliosedu.com when a workflow is 
assigned to them. 

 
●​ Approvers can click the link in the email to be taken 

directly to the assigned workflow.  
 

●​ To navigate to your Helios Workflow Inbox, you can 
click this link: 
https://gethelios.com/temeculavalleyusd/Workflows   

ACTIONS​
 
●​ Review the PAR 

 
●​ Click Approve at the bottom of the page to move the 

form on to the next approver step in the workflow. 

 

SEND BACK FOR REVISIONS​
 
●​ Click Reject 

 
●​ Change the Routing Option to Send Back & Re-route 

 
●​ Select which step to send the form back to using the 

Send to Step dropdown 
 

●​ Type any relevant Comments as to the reason for 
sending the form back.  
○​ Please note, these comments will be included in 

the Approval Workflow History as well as in the 
email sent to the approver for the step you are 
returning the form to. 
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Temp FTE (6/5ths) PAR Routing 
Step Criteria Approver 

1 - Originator  

2 - Principal/Director Site Location  

3 - Categorical Program Tech Site Location Megan Duran 

4 - Funding Source Admin Funding 

LCAP 
Categorical 
Title I/II 

Lisa Brown (A&A Director) 

CTE Stephanie Medina (CTE Coordinator) 

5 - HRD PS/CA Position Type & Last Name 

CE (A-K) Lupe Hernandez 

CE (L-Z) Ivy Ames 

CL (A-K) Michelle Dugan 

CL (L-Z) Rosanne Berryman 

6 - HRD Admin Asst. Position Type 
CE Nancy Mireles 

CL Gina Roe 

7 - HRD Director Position Type 
CE Joe Mueller 

CL Tiffany Martinez 

8 - Position Control  Michelle Gibson 

9 - Payroll  
(Post-Position Control) Last Name 

A-Ch Belinda Ribao 

Ci-G Jenny Segal 

H-Mc Kelly Leonard 

Md-R Rebecca Baumgartner 

S-Z Shawna Jennings 

10 - Categorical Accountant Funding 
LCAP 
Categorical 
Title I/II 

Julianne Sousa 

 

 

 



 

6: PAR - LOA 

 



 

Section 6: PAR - LOA 
REQUIRES ADMIN PORTAL ACCESS 

ORIGINATOR 

To initiate a PAR, navigate to the Workflow Dashboard, 
click: 
 
●​ Dashboards >> Workflow ​

 
●​ Add New 

●​ Select Workflow Type: Personnel Action 
Request - PAR LOA 

 
●​ Click Start 

 

HEADER SECTION​
 
●​ Workflow # - auto-generated upon submission​

 
●​ Title - DO NOT ENTER​

 
●​ Employee - Select the Employee from the 

dropdown list 

 

FORM SECTION​
 
●​ Prepare the Leave of Absence (LOA) PAR as you 

normally would in Etrieve.  
 

●​ The Site will populate automatically upon 
submission. 

 
●​ Employee’s prime position details will prefill in the 

Personal Information section. 

 

 



 

 

ATTACHMENTS SECTION​
 
●​ You can attach any documents relevant to the 

PAR in this section.  
 
●​ Select Document Category: “HRD/PAY - PAR 

Attachments” 

ACTIONS​
 
●​ Once complete, click Submit to initiate the PAR.  

 
●​ You can click “Save Draft” to save your progress. 

The PAR will be assigned to your Inbox in the 
Workflows Dashboard. 

 

 

 

 



 

LOA PAR Routing 
Step Criteria Approver 

1 - Originator  

2 - HRD Director Position Type 
CE Joe Mueller 

CL Tiffany Martinez 

3 - Position Control  Michelle Gibson 

4 - Post-Position Control 

4A - Payroll Last Name 

A-Ch Belinda Ribao 

Ci-G Jenny Segal 

H-Mc Kelly Leonard 

Md-R Rebecca Baumgartner 

S-Z Shawna Jennings 

4B - Risk Tech Last Name 
A-K Maria Razbornik 

L-Z Michelle Kelley 

4C - Risk Secretary  Cynthia Root 

4D - Risk Sr. Analyst  Sue Sikkink 

4F - Infinite Campus Clerk Infinite Campus Access? YES Andrea Pierce 
Dawn McCown 

5 - HRD Sub Services Last Name 
A-K Blake Archquiette 

L-Z Laufuti Valdez 
 

 

 



 

7: CE Offer of Employment 

 



 

Section 7: Certificated Offer of Employment 
NEW HIRE 

Once TVUSD HRD initiates a Certificated Offer of 
Employment workflow in Helios, the new hire will 
receive an email from Helios Notifications 
<notifications@heliosedu.com> with a direct link 
to the workflow. 

The New Hire can also navigate to the Helios 
website & login to the Employee Portal with the 
same email & password they used during 
Onboarding. 
 
Website: 
https://gethelios.com/temeculavalleyusd/auth/login  

 

 

In the left menu, click Forms and Workflows >> 
Requisitions/Workflows >> Inbox 
 
Click the orange circle under Review to complete 
the document.  
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To retrieve a copy of your Offer of Employment 
workflow in the future, follow these step: 
 
In the left menu, click Forms and Workflows >> 
Requisitions/Workflows >>  All 
 

 

 

 

 



 

8: CE Notice of Intent 

 



​  

Certificated Notice of Intent to Serve  
1. Email from Helios 
You will receive an email from Helios 
Notifications <notifications@heliosedu.com> 
notifying you of a pending document 
requiring your review & signature.  
 
Click the link in the email to open the Helios 
document. 
 

 

2. Login to Employee Portal 
Website: 
https://gethelios.com/temeculavalleyusd/
auth/login  

Email and Password: Same credentials as 
your TVUSD email 

 

NOTE: Helios utilizes Single Sign-On (SSO) 
hosted through Microsoft. It is a “smart sign 
in” so if you are signed in to your email 
account in the browser directly or have 
authenticated your TVUSD email account 
via Microsoft for another website that utilizes 
SSO, Helios will automatically log you in.  

 

3. Accept Terms of Use 
At first login to the Helios Employee Portal, 
you are asked to accept the terms of use 
and privacy policy - toggle to Yes and click 
Accept and Login. 

You will not be prompted if you have signed 
in to Helios before.  
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​  
 

4. Review, Sign, & Submit Document 

Log in to the Helios Employee Portal 
(See step 2) 
 
Click the 3 horizontal lines to 
expand the sidebar menu. 
 
Click Forms and Workflows in the 
navigation pane on the left-side of 
the screen. 
 
Click eSign Documents. 

 

Click the Documents you need to 
sign tab 
 
Click anywhere on the document 
titled “CE Notice of Intent to Serve 
- 2026/2027” 

 

 



​  

Please complete the form by April 
24, 2026. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Electronically sign the form 

 
 

Indicate one of the two options: 

●​ “I INTEND to serve during 
the 2026/2027 school year”  

OR 

●​ “I DO NOT INTEND to serve 
during the 2026/2027 school 
year”   

If you select “I DO NOT INTEND…”-  
 
Select the applicable notice type: 

●​ Resignation/Retirement  
●​ Leave of Absence 
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Resignation/Retirement 
 
Continue to Page 3 & complete all 
required fields 
 
**Skip Page 4** 

 

Unpaid Leave of Absence 
 
**Skip Page 3** 
 
Continue to Page 4 & complete all 
required fields 

 

Click the blue “Save and Sign” 
button at the bottom of the packet 
(after page 4) to submit.  

 



​  

Once you have successfully Saved 
& Signed the form, it will move from 
the “Documents you need to sign” to 
the “Signed Documents” tab in 
Helios.  
 
This is a quick way to verify no 
further action is required on this 
document.  

 

 

FAQ / Troubleshooting 

Q1: When trying to login to Helios, it is signing me in under another user 

A1: Helios a "smart" login, if another employee has signed into ADFS for any other software 
program with their credentials today, it will automatically log in as that employee. 

In Helios, if you click the person icon at the top right corner of 
the website & the name shown is not your name please follow 
the steps below. 

 

1.​ To sign out of their account, go to https://www.office.com/   
2.​ At the bottom left, click on the NAME that shows (not the 

3 horizontal dots) 
3.​ At the top right of that pop-up, click Sign Out 
4.​ Return to Helios & log in again with your TVUSD email 

address 

 

Q2: My personal home address, phone &/or email is incorrect & I cannot edit the form. How do I 
update this information? 

 

https://www.office.com/


​  

FAQ / Troubleshooting 

A2: If you need to update your personal contact information 
(address, phone, email), please complete an Employee 
Personal Info Change form in Helios 
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9: CL Reasonable Assurance 
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Classified Reasonable Assurance 
1. Email from Helios 
You will receive an email from Helios 
Notifications <notifications@heliosedu.com> 
notifying you of a pending document 
requiring your review & signature.  
 
Click the link in the email to open the Helios 
document. 
 

 

 
2. Login to Employee Portal  

2A. TVUSD Email 
Website: 
https://gethelios.com/temeculavalleyusd/
auth/login  

Click Employee Portal in BLUE section 

Username: TVUSD email (jdoe@tvusd.us) 

Password: TVUSD email password 

 

NOTE: Helios utilizes Single Sign-On (SSO) 
hosted through Microsoft. It is a “smart sign in” 
so if you are signed in to your email account in 
the browser directly or have authenticated your 
TVUSD email account via Microsoft for another 
website that utilizes SSO, Helios will 
automatically log you in. 
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2B.Personal Email 
Website: 
https://gethelios.com/temeculavalleyusd/
auth/login  

Username: Personal email address  
(NOT TVUSD EMAIL) 

Password: Helios account password 

*** If you have never logged in to Helios 
using your personal email address, 

please see instructions below *** 

 

At first login to the Helios Employee Portal 
using your Personal Email Address, you will 
need to reset your account password 

 
1.​ Click “Logging in as Employee/New 

Hire and Forgot Password?” 
 

2.​ Type your Personal Email Address to 
request the password reset code​
 

3.​ You will receive an email with a 
One-Time-Passcode (OTP) - Type this 
6-digit code into the “Reset Password” 
box in Helios​
 

4.​ Enter your New Password, retype to 
confirm, & click “Change Password” 
 

5.​ Follow steps in 2B 
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3. Accept Terms of Use 
At first login to the Helios Employee Portal, 
you are asked to accept the terms of use 
and privacy policy - toggle to Yes and click 
Accept and Login. 

You will not be prompted if you have signed 
in to Helios before.  

 

4. Review, Sign, & Submit Document 

Log in to the Helios Employee Portal 
(See step 2) 
 
Click the 3 horizontal lines to 
expand the sidebar menu. 
 
Click Forms and Workflows in the 
navigation pane on the left-side of 
the screen. 
 
Click eSign Documents. 

 

Click the Documents you need to 
sign tab 
 
Click anywhere on the document 
titled “CL Reasonable Assurance - 
2026/2027” 
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Please complete the form by April 
24, 2026. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Electronically sign the form 

 

Indicate one of the two options: 

●​ “YES, I will be returning for 
the 2026/2027 school year”  

OR 

●​ “NO, I will not be returning 
for the 2026/2027 school 
year”  

 

If you select “NO…”-  
 
Select the applicable notice type: 

●​ Resignation/Retirement  
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Resignation/Retirement 
 
Continue to Page 2 & complete all 
required fields 

 

Click the blue “Save and Sign” 
button at the bottom of the packet 
(after page 2) to submit.  

Once you have successfully Saved 
& Signed the form, it will move from 
the “Documents you need to sign” to 
the “Signed Documents” tab in 
Helios.  
 
This is a quick way to verify no 
further action is required on this 
document.  
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FAQ / Troubleshooting 
Q1: When trying to login to Helios, it is signing me in under another user 

A1: Helios a "smart" login, if another employee has signed into ADFS for any other software 
program with their credentials today, it will automatically log in as that employee. 

In Helios, if you click the person icon at the top right corner of 
the website & the name shown is not your name please follow 
the steps below. 

 

1.​ To sign out of their account, go to https://www.office.com/   
2.​ At the bottom left, click on the NAME that shows (not the 

3 horizontal dots) 
3.​ At the top right of that pop-up, click Sign Out 
4.​ Return to Helios & log in again with your TVUSD email 

address 

 

Q2: My personal home address, phone &/or email is incorrect & I cannot edit the form. How do I 
update this information? 

A2: If you need to update your personal contact information 
(address, phone, email), please complete an Employee 
Personal Info Change form in Helios 
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10: CE Credential & Education 
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Certificated Credential & Education  
Verification Process 

1. Email from Helios 
You will receive an email from Helios 
Notifications <notifications@heliosedu.com> 
notifying you of a pending document 
requiring your review & signature.  
 
Click the link in the email to open the Helios 
document. 
 

 

2. Login to Employee Portal 
Website: 
https://gethelios.com/temeculavalleyusd/
auth/login  

Email and Password: Same credentials as 
your TVUSD email 

 

NOTE: Helios utilizes Single Sign-On (SSO) 
hosted through Microsoft. It is a “smart sign 
in” so if you are signed in to your email 
account in the browser directly or have 
authenticated your TVUSD email account 
via Microsoft for another website that utilizes 
SSO, Helios will automatically log you in.  

 

3. Accept Terms of Use 
At first login to the Helios Employee Portal, 
you are asked to accept the terms of use 
and privacy policy - toggle to Yes and click 
Accept and Login. 

You will not be prompted if you have signed 
in to Helios before.  
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4. Review, Sign, & Submit Document 

Log in to the Helios Employee Portal 
(See step 2) 
 
Click eSign Documents in the 
navigation pane on the left-side of 
the screen. 

 

Click the Documents you need to 
sign tab 
 
Click anywhere on the document 
titled “Certificated Credential & 
Education Verification” 

 

Please review the provided 
credential information, education 
units/degrees, District hire date & 
seniority date 

 



​  

Indicate one of the two options at 
the bottom of the form: 

●​ “No changes” if all 
information is accurate, or 

●​ “Changes needed” if you 
are submitting corrections or 
updates. 

 

If you select “Changes needed”- 
Enter any corrections or updates 
that may be needed in the textbox, 
such as new credentials or 
authorizations you have obtained. 
 
Examples:  

●​ Additional single subject 
credential  

●​ English Learner 
authorization 

 

Electronically Sign the form under 
the Acknowledgement section. 

 

Click the blue “Save and Sign” 
button at the bottom of the page to 
submit.  

 

 

 



​  
 

FAQ / Troubleshooting 
Q1: Only one of my authorized subjects is listed for my credential, how can I see all? 

 

The credential form fields are multi-row textboxes. Please be sure to 
scroll down within the textbox using the up & down arrows to the right of 
the textbox to read all field contents.  
 
You can resize a multi-row textbox by dragging the resize handle (small 
square with diagonal lines) at the bottom-right corner of the textbox to 
adjust its height and width simultaneously, similar to resizing images. 

  

  

 

 

 



 

11: SUB Reasonable Assurance 
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Substitute Reasonable Assurance 
1. Email from Helios 
You will receive an email from Helios 
Notifications <notifications@heliosedu.com> 
notifying you of a pending document 
requiring your review & signature.  
 
Click the link in the email to open the Helios 
document. 
 

 

2. Login to Employee Portal  

2A. TVUSD Email 
Website: 
https://gethelios.com/temeculavalleyusd/
auth/login  

Username: TVUSD email (jdoe@tvusd.us) 

Password: TVUSD email password 

 

NOTE: Helios utilizes Single Sign-On (SSO) 
hosted through Microsoft. It is a “smart sign 
in” so if you are signed in to your email 
account in the browser directly or have 
authenticated your TVUSD email account 
via Microsoft for another website that utilizes 
SSO, Helios will automatically log you in. 

 

 

 

mailto:notifications@heliosedu.com
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2B.Personal Email 
Website: 
https://gethelios.com/temeculavalleyusd/
auth/login  

Username: Personal email address  
(NOT TVUSD EMAIL) 

Password: Helios account password 

*** If you have never logged in to Helios 
using your personal email address, 

please see instructions below *** 

 

At first login to the Helios Employee Portal 
using your Personal Email Address, you will 
need to reset your account password 

 
1.​ Click “Logging in as Employee/New 

Hire and Forgot Password?” 
 

2.​ Type Personal Email Address to 
request the password reset code.​
 

3.​ You will receive an email with a 
One-Time-Passcode (OTP) - Type this 
6-digit code into the “Reset Password” 
box in Helios​
 

4.​ Enter your New Password, retype to 
confirm, & click “Change Password” 
 

5.​ Follow steps in 2B 

 

 

3. Accept Terms of Use 
At first login to the Helios Employee Portal, 
you are asked to accept the terms of use 
and privacy policy - toggle to Yes and click 
Accept and Login. 

You will not be prompted if you have signed 
in to Helios before.  

 

https://gethelios.com/temeculavalleyusd/auth/login
https://gethelios.com/temeculavalleyusd/auth/login
https://gethelios.com/temeculavalleyusd/auth/login?cmd=showempreset
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​  
 

 



​  
 

4. Review, Sign, & Submit Document 

Log in to the Helios Employee Portal 
(See step 2) 
 
Click the 3 horizontal lines to 
expand the sidebar menu. 
 
Click Forms and Workflows in the 
navigation pane on the left-side of 
the screen. 
 
Click eSign Documents. 

 

Click the Documents you need to 
sign tab 
 
Click anywhere on the document 
titled “SUB CE/CL Reasonable 
Assurance - 2026/2027”  

 

 



​  

Please complete the form by May 
29, 2026. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Electronically sign the form 
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Indicate one of the two options: 

●​ “YES, I wish to work as an 
on-call substitute for the 
2026/2027 school year”  

OR 

●​ “NO, I do not wish to work as 
an on-call substitute for the 
2026/2027 school year”  

 

Click the blue “Save and Sign” 
button at the bottom of the packet 
(after page 1) to submit.  

Once you have successfully Saved 
& Signed the form, it will move from 
the “Documents you need to sign” to 
the “Signed Documents” tab in 
Helios.  
 
This is a quick way to verify no 
further action is required on this 
document.  

 

 

 



​  
 

FAQ / Troubleshooting 

Q1: When trying to login to Helios, it is signing me in under another user 

A1: Helios a "smart" login, if another employee has signed into ADFS for any other software 
program with their credentials today, it will automatically log in as that employee. 

In Helios, if you click the person icon at the top right corner of 
the website & the name shown is not your name please follow 
the steps below. 

 

5.​ To sign out of their account, go to https://www.office.com/   
6.​ At the bottom left, click on the NAME that shows (not the 

3 horizontal dots) 
7.​ At the top right of that pop-up, click Sign Out 
8.​ Return to Helios & log in again with your TVUSD email 

address 

 

Q2: My personal home address, phone &/or email is incorrect & I cannot edit the form. How do I 
update this information? 

A2: If you need to update your personal contact information 
(address, phone, email), please complete an Employee 
Personal Info Change form in Helios 

 

 

 

https://www.office.com/
https://gethelios.com/temeculavalleyusd/EmpWorkflows?workflowtypeid=28
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12: Risk Managment 

 



​ Risk Management​  

Section 1: Signing In 
Employee Portal with TVUSD Email Address 
Website: https://gethelios.com/temeculavalleyusd/auth/login  

Click Employee Portal in BLUE section 

Username: TVUSD email (someone@tvusd.us) 

Password: TVUSD email password 

NOTE: Helios utilizes Single Sign On (SSO) hosted through Microsoft. It is a “smart sign in” so if you are 
logged into your Microsoft email account in the browser directly or have authenticated your TVUSD email 
account via Microsoft for another website that utilizes SSO, Helios will automatically sign you in. 

 

 

 

Accept Terms of Use 
At first login to the Helios Employee Portal, you are asked to accept the terms of use and privacy policy - 
toggle to Yes and click Accept and Login. You will not be prompted if you have signed in to Helios before. 
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​ Risk Management​  

Section 2: Employee Portal 
Commonly used workflow links can be found on the Home page 

 
 
If you do not see the form you need to submit, navigate to the Workflows Dashboard.  
Forms and Workflows >> Requisitions/Workflows >> Add New 
 

 
 
You will be able to select the form you need to complete from the dropdown menu. 
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​ Risk Management​  
 
Risk Management has the following forms available on Helios:  

●​ EE - Risk Medical Bridge Application 
●​ EE - Health & Welfare Enrollment (Certificated/MGMT/CONF) 
●​ EE - Health & Welfare Enrollment (Classified) 
●​ EE – VOYA Beneficiary Designation 

 
 
To add attachments to your form submission, scroll down to the bottom of the page.  

●​ Title: Describe the attachment (ex. Proof of coverage, birth certificate, marriage certificate, etc.) 
●​ Attach Document: select the document you would like to upload from your device 
●​ Category:  
●​ Description: Not required 

 
Click the blue “Add New Document” button 
 

 
 
 
Click the green “Submit” button at the bottom of the page to submit. 
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​ Risk Management​  
 

FAQ / Troubleshooting 

Q1: When trying to login to Helios, it is signing me in under another user 

A1: Helios a "smart" login, if another employee has signed into ADFS for any other software 
program with their credentials today, it will automatically log in as that employee. 

In Helios, if you click the person icon at the top right corner of 
the website & the name shown is not your name please follow 
the steps below. 

 

1.​ To sign out of their account, go to https://www.office.com/   
2.​ At the bottom left, click on the NAME that shows (not the 

3 horizontal dots) 
3.​ At the top right of that pop-up, click Sign Out 
4.​ Return to Helios & log in again with your TVUSD email 

address 

 

Q2: My personal home address, phone &/or email is incorrect & I cannot edit the form. How do I 
update this information? 

A2: If you need to update your personal contact information 
(address, phone, email), please complete an Employee 
Personal Info Change form in Helios 

 

Q3: I have more than 4 beneficiaries for my VOYA Beneficiary Designation, how do I add more? 

A3: Please attach a list of the additional beneficiaries to the 
workflow. Be sure to include all required information as shown 
on the form. 
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13: WorkAbility Student Workers 

 



​ ​  
 

WorkAbility - Student Workers Onboarding 

Welcome Email from Helios 
 
A welcome email will be sent from Helios 
Notifications <notifications@heliosedu.com> to 
the Student’s personal email.  
 
Follow the steps to create a password for Helios. ​
 
If you have a Helios password already, skip Step 
1, proceed to Step 2, & login to Helios. 
  

 

Step 1 - Set/Reset Password for 
Personal Email 
 
1.​ Type your personal email address & click 

Request Reset Code.​
 

2.​ You will receive an email to your personal 
email with a One-Time-Passcode (OTP). 
Type this 6-digit code into the “Reset 
Password” box in Helios.​
 

3.​ Create a new password. Password must 
have: 

a.​ At least 8 characters 
b.​ Letters and Numbers, 
c.​ At least 1 UPPERCASE LETTER  
d.​ At least 1 special character (such as  !  

or  #  ) 
 
4.​ Click “Change Password” 

 

 

 

mailto:notifications@heliosedu.com


​ ​  
 

 

Step 2 - Login 
 
Return to the Helios home screen to login with 
your personal email & new password in the 
YELLOW section 
 
Website: 
https://gethelios.com/temeculavalleyusd/auth/l
ogin  

Username: Personal email address  
(NOT TVUSD EMAIL) 

Password: Helios account password 

 
 

At first login to the Helios Employee Portal, you 
are asked to accept the terms of use and privacy 
policy - toggle to Yes and click Accept and 
Login. 

You will not be prompted if you have signed in to 
Helios before.  

Step 3 - Complete Onboarding 
Packet 

 
1.​ Once logged in, your Onboarding Packet 

will appear. 
 

2.​ Click through the tabs on the screen to fill out 
your information. You must complete each 
page before moving on to the next. 

 

 

https://gethelios.com/temeculavalleyusd/auth/login
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​ ​  
 

 
3.​ Click Submit when you are done. You will 

see a confirmation screen that says 
"Onboarding is Complete!" 

 

If you have any trouble, please reach out to Itza Chavira <ichavira@tvusd.us> or Bridget Denton 
<bdenton@tvusd.us> for help. 
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Annual Employee Notification Packet 
1. Email from Helios 
You will receive an email from Helios 
Notifications <notifications@heliosedu.com> 
notifying you of a pending document 
requiring your review & signature.  
 
Click the link in the email to open the Helios 
document. 
 

 

 
2. Login to Employee Portal  

2A. TVUSD Email 
Website: 
https://gethelios.com/temeculavalleyusd/
auth/login  

Click Employee Portal in BLUE section 

Username: TVUSD email (jdoe@tvusd.us) 

Password: TVUSD email password 

 

NOTE: Helios utilizes Single Sign-On (SSO) 
hosted through Microsoft. It is a “smart sign in” 
so if you are signed in to your email account in 
the browser directly or have authenticated your 
TVUSD email account via Microsoft for another 
website that utilizes SSO, Helios will 
automatically log you in. 
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2B.Personal Email 
Website: 
https://gethelios.com/temeculavalleyusd/
auth/login  

Username: Personal email address  
(NOT TVUSD EMAIL) 

Password: Helios account password 

*** If you have never logged in to Helios 
using your personal email address, 

please see instructions below *** 

 

At first login to the Helios Employee Portal 
using your Personal Email Address, you will 
need to reset your account password 

 
6.​ Click “Logging in as Employee/New 

Hire and Forgot Password?” 
 

7.​ Type your Personal Email Address to 
request the password reset code​
 

8.​ You will receive an email with a 
One-Time-Passcode (OTP) - Type this 
6-digit code into the “Reset Password” 
box in Helios​
 

9.​ Enter your New Password, retype to 
confirm, & click “Change Password” 
 

10.​Follow steps in 2B 

 

 

 

2 

https://gethelios.com/temeculavalleyusd/auth/login
https://gethelios.com/temeculavalleyusd/auth/login
https://gethelios.com/temeculavalleyusd/auth/login?cmd=showempreset
https://gethelios.com/temeculavalleyusd/auth/login?cmd=showempreset


​  

3. Accept Terms of Use 
At first login to the Helios Employee Portal, 
you are asked to accept the terms of use 
and privacy policy - toggle to Yes and click 
Accept and Login. 

You will not be prompted if you have signed 
in to Helios before.  

 

4. Review, Sign, & Submit Document 

Log in to the Helios Employee Portal 
(See step 2) 
 
Click the 3 horizontal lines to 
expand the sidebar menu. 
 
Click Forms and Workflows in the 
navigation pane on the left-side of 
the screen. 
 
Click eSign Documents. 

 

Click the Documents you need to 
sign tab 
 
Click anywhere on the document 
titled “Annual Employee 
Notification Packet” 
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Please complete the form by 
October 9, 2026. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Electronically sign the form 

 

Click the blue “Save and Sign” 
button at the bottom of the packet to 
submit.  

Once you have successfully Saved 
& Signed the form, it will move from 
the “Documents you need to sign” to 
the “Signed Documents” tab in 
Helios.  
 
This is a quick way to verify no 
further action is required on this 
document.  
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FAQ / Troubleshooting 
Q1: When trying to login to Helios, it is signing me in under another user 

A1: Helios a "smart" login, if another employee has signed into ADFS for any other software 
program with their credentials today, it will automatically log in as that employee. 

In Helios, if you click the person icon at the top right corner of 
the website & the name shown is not your name please follow 
the steps below. 

 

9.​ To sign out of their account, go to https://www.office.com/   
10.​At the bottom left, click on the NAME that shows (not the 

3 horizontal dots) 
11.​At the top right of that pop-up, click Sign Out 
12.​Return to Helios & log in again with your TVUSD email 

address 

 

Q2: My personal home address, phone &/or email is incorrect & I cannot edit the form. How do I 
update this information? 

A2: If you need to update your personal contact information 
(address, phone, email), please complete an Employee 
Personal Info Change form in Helios 
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