My Self Serve: Personal Information

Fort Bend Independent School District

From the FBISD Homepage, click on the
menu link: Employee Services.

Board of Trustees
FBISD has a new Parent Portal that is available to

rmiddle school and high school parents. The Parent
Bond Projects Portal will be available to elementary parents on
Campuses » Thursday, October 22, in time for the first repart
card. Parents may view onling their children’s student

-»;:"_ ‘. l )
.‘b’ > BIS
information such as: progress and report card

e
Welcome to our World A Gl M7
grades, attendance, discipline actions and schoal

Home Page [ | search |
Education meal balances. Access and data is secure in that

cetact e What's New?
About FRISD v
Foundation users can view only information for which they are Oct. 26 - 6:30 - 8:30 pm - Wheeler

Fort Bend 1SD Launches New Parent Portal
Emplayment/HR authorized.,

Superintendent

Be A Volunteer

Departments b

Parent Information
Login to Parent Portal

pSarams -
Quick Links Important Dates
Employee Services

el G ¥ Zzoning - High School #11 and Elementary #45  Date Event
aLemnent P Himi Flu Information Oct, 13 & 15 Fort Bend 1SD College Nights
P Character links Qct, 15 Elem. Parent Conf. & Elem, Early

Click on the link: My Self Serve v e
MY SELF SERVF,
’ 4 Self Serypsfirovides you the ability to view and manage your awn personal information,

In the field for User ID:
Type your firstname.lastname in all PeopleSOf’[.

lowercase letters.

In the field for Password:
Type your password (the one used
recently when you declared Race &

EthnICIty) User ID: Ijane.doe
H H AsSWor :I..O......
Click the Sign In button. ’ ’
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My Self Serve: Personal Information

From the Menu, click on Self
Service.

Menu
Search:

[ FRIS[D storm
[§

— Change kv Password

Click Personal Information

Search:

[ FBISD Custarm

\Eersonal Information
[+ Payfoi-arm-Sormiensation
[+ Benefits

— Ethnic Declaration

— Data Protect
— Main Menu
— Chandge by Password
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My Self Serve: Personal Information

Information can be accessed
from the drop-down or from the
links on the right-hand screen.

For this training we will use the
links from the drop-down.

Search:

[+ My Favaorites
[» FBISD Custom
— Self Service
+ Persanal Infarmation
— Personal Information
Summary
— Haome and Mailing
Address
— Phone Mumbers
— Email Addresses
— Emergency Contacts
— Mame Change
— Ethnic Declaration
— Data Protect Waiver

Main

ruice »
Personal Information

Review and update your person) information

Bersonal information Surnimar Home and Mailing Address Phone Numbers
Resview & summary of your personal information. Revigw and update your home and maiing addresses. Al or update phone numbers, o specify your
primary phane number
E" Email Addresses E Emergency Contacts E HName Change

Al or update your emal addresses Add or update your emergency contact information. Resvievw or update your name information.

Ethnic Declaration Data Protect Waiver
Ethnic andf Race Updates Data Protect Waiver

Click Personal Information
Summary

This will display various types of
information that the system
retains for you.

You can change information
from within this link or you can
access each link separately (as
shown in Step 6).

E" Personal Information Sunimary
Feviewy a summary of your personal infarmation.
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Click Home and Mailing
Address

’T‘“‘tess Status ASOf  Country Address
Verify your Address. e
If incorrect, click the button: Change homelmailing addresses |
Change home/mailing
addresses
Click the Edit button to change
the current address. mﬂ Status as Of Country Address
Home Current 05152006 USA  eroores o Land
Dizney Resort, USA
*Address Type: |_ -] Add
Enter the correct address it Home Address
|nf0rmat|on Country: United States Change Country
Address 1: |
Click the Save button when Mdross 2: |
completed. ndoross 3 |
P City: | State: [T Q Texas Postat]
County: |

Date Change Will Take Effect:

Opdhicadgte: |10/14/2008 [H  (example: 01/31/2000)
Cancel |

Click Phone Numbers

Verify your phone number(s)

Phone Numbers

Phone Type Phone Number Extension Preferred
Horne 281/555-5555 I
Other 281/333-3333 -

Change phone numbers
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If incorrect, you can Delete
and/or Add a Phone Number

Entervour phone numbers below.

Phone Type *Telephone Extension Preferred

Home [z811555 5585 | I Deiste_|
. Other 221/333-3239 - Delete

Remember to click the Save ! ! e |
button Add a Phone Mumber |

= Reguired Field

Save |

Click Email Addresses *Email Type Email Address Preferred

Buginess Jane.Doe@fortbend k12 tus F Delete

You can see your email address

Any changes to your email
address must be done by the
Service Desk, as stated at the
bottom of the screen.

Add an Email Address |

* Required Field

Save |

For changes to your e-mail address, contact servicedesk@fonbendisd.com or call Technology Service
Desk at 281-634-1300

Click Emergency Contacts

If any contacts are there, verify
them.

If you want to change or delete
emergency contact information,
click Change emergency
contacts

Emergency Contacts

Name Relationship to Employee

Change emergency contacts
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My Self Serve: Personal Information

If you have no contact
information, a screen will appear
to add your information.

Click Add an Emergency
Contact

The Emergency Contact Detail
screen will be displayed. Enter
information about the people to
be contacted in an emergency.

Contact Name Relationship to Employee

Add an Emergency Contact |

Emergency Contacts

Emergency Contact Detail

Information to enter:

¢ Name and Address of Contact
e Phone Number

e Relationship

The Name Change screen only
allows you to look at your
information. You cannot make
changes. Any changes must be
done through Human
Resources. Information on how
to do this is provided at the
bottom of the screen.

Name Change
DOE, Jane

Click Submit after yau have entered your new name
MNote: You may be required to send praof of the name change to Human Resources.

Current Name

DOE, Jane

Documentation Type: My Self Serve: Personal Information g

Created by: Loretta Flournoy, E.A.S.T.R.
Last Modified on: 11/5/2009
Fort Bend ISD
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Click Ethnic Declaration.

This screen allows you to verify
your ethnicity and race.

You can also make changes.

If you make changes be sure to
click the Save button.

After saving, you must click on
SIGN OUT at the top right
corner of your screen to
complete the process.

1)
@
g
H

Ethnic Declaration
Please contact Human Resources at Ext. 42811 if you have any
questions about the data on this page

Emplip: 111111 DOE, JAME

First [«] 1cf1 [¥] Last

Effective Date:  10/15/2009 Effective Sequence: [

" Hispanic " Non-Hispanic

™ American Indian/&laska Native
[ Asian

[ Black/African American

[ Native Hawaiian/Other Pacific Islander

[~ White

UpdateDisplay | /] Include History

JANE DOE

Click Data Protect Waiver

Read the statements and make
your selection

Remember to Save

Data Protect Waiver

DOW, JANE

| do notwant my personal information released to the public, which includes: home address,
' home phone number, Social Security number, and information that reveals whether you hawve

family members.

FBISD may release my personal information to the public, which includes home address, home
phone number, Social Security number, and information that reveals whether you have family
members.

Bl save |

Be sure to click Sign out at the
top right corner of your screen,
when you have completed your
PeopleSoft session.

JANE DOE

Search:
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