
My Portrait 

Employees who have multiple assignment numbers need to differentiate the assignment numbers to 
properly report their time. 

1. Select My Portrait Icon 

 

2. Select the Employment Icon 

 

3. Next to your ‘Assignment’ select the drop down arrow 

 

 

 

  



4. Toggle between each ‘Assignments’ to find the assignment number associated with the job 

 

 

 


