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Step 1     How to Logon on My Self Serve  

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

 

 
 

Step 2                      

 
Click on the link:  My Self Serve 

 

 
 

Step 3                      

 
In the field for User ID: 
Type your firstname.lastname in all 
lowercase letters. 
 
In the field for Password: 
Type your password (the one use for 
Benefts Enrollment, View your Paycheck 
or Declaring Race and Ethnicity.  If you 
need assistance with your password, 
please contact 41300.). 
 
Click the Sign In button. 
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Step 4                      

 
From the ‘Main Menu’, click on 
‘Self Service’. 

 

 
 

Step 5                      

 
Click ‘Payroll and 
Compensation’ 
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Step 6 

 
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 screen. 
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Step 7                  

 
Click which paycheck you would 
like to view 
 
  
 
 
  
 

 

 

Step 8                

 
NOTE: Beginning with 
5/15/2011 pay period, your 
paycheck will be in the ‘PDF’ 
format.  You will see a check in 
the ‘PDF’ file box. All paychecks 
prior to 5/15/2011 will be in the 
pre-existing format. 
 
When viewing a Paycheck in 
‘PDF’ format, you will not have a 
link to ‘View a Different 
Paycheck’.  
 
In order to view a different pay 
check, you will need to click on 
‘View Paycheck’ on the menu 
bar.  
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Step 9                     

 
General section 
 
Displays your Name, Employee 
ID, Home Address, and 
Employee Information, including 
your Pay Rate. 

 
 

 
 

Step 11                     

 
Tax Data Section  
 
Shows withholding information. 
This should reflect your W-4 
information on file with Human 
Resources.  
 
 

 
 

 
 
 
 

Step 12                   

 
Paycheck Summary Section 
 
Provides current information 
about your earnings, taxes, 
deductions and net pay.  Also 
includes Year-to-date (YTD) 
totals.  The Year-to-date will 
only be on the checks in the 
‘PDF’ format. 
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Step 13                   

 
Hours and Earnings Section 
 
Records all types of earnings 
you have received. 
 
 

 

 

Step 14                 

 
Taxes Section 
 
Details your tax information, 
showing your current and year-
to-date Federal Tax withholding 
and Medicare. 

 

 

Step 15 

 
Before-Tax Deductions 
Section  
 
Displays any deductions that are 
taken from your gross pay 
before taxes. This includes 
health, dental, and vision 
insurance. This will also include 
TRS amounts. 
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Step 16                    

 
After Tax Deductions 
 
Lists any deductions that are 
taken from your pay after taxes 
have been withheld. 
 

 

 
 
 

Step 17                 

 
Employer Paid Benefits 
 
Details any items that are paid 
by the FBISD. 
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Step 18                  

 
Net Pay Distribution 
 
If you have your check directly 
deposited into your bank 
account, this section will show a 
Payment Type of ‘Direct 
Deposit’ and an Account Type of 
‘Checking’. It will also show your 
bank account number. 
 
If you do not make use of direct 
deposit for your check this 
section will show a Payment 
Type of ‘Check’ and an Account 
Type of ‘Issue Check’. 

 
 
  

 

 

Step 19                  

 
View Absence Balances 
 
When the page comes up to 
view paycheck, you will see a 
blue link to the right of each 
paycheck.  You can click the 
blue link for the paycheck for 
which you want to view absence 
balances. 
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Step 20                 

 
Absence Balances 
 
After clicking the blue link, you 
will be taken to the absence 
balance page. This will show 
your beginning balance, the 
takes, and the ending balance 
for the different absence types. 

 
 
  

 
 

Step 21                    

 
From the menu, click the option, 
Compensation History. 
 

 
Step 22                   

 
Compensation History 
 
This will show the date range for 
the history information being 
displayed on the screen.  
 
A different date range can be 
accessed by clicking View 
Another Date Range. 
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Step 23                  

 
Select Date Range 
 
This screen will allow you to 
change the date range of the 
compensation history you would 
like to see. 
 
Click Continue to see your 
information. 
 

 

 
Step 24                 

 
Employee Job Information 
Section 
 
Displays your employee 
information. 
 

 

Step 25                 

 
Salary History Section 
 
Lists the annual salary 
information based on the date 
range that has been selected. 
 

 

 
 

Step 26                    

 
Additional sections will appear 
that will detail any cash and non-
cash compensation, along with 
stock options. These sections 
may not be populated at this 
time. 
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Step 27                 

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

 

 

End of Procedure                    

 


