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*For benefit questions, contact the Benefits Office at 301-644-5080 or email benefits.office@fcps.org  
 
*For pay advice questions, contact Payroll Office at 301-644-5048 or email karen.linton@fcps.org     
 
*If your PeopleSoft HR module is not working properly, contact PeopleSoft Help Desk at 301-644-5322 
or email BSG.Helpdesk@fcps.org.   
  
 
Log into PeopleSoft HR through Employee Self-Service 
1. Go to www.fcps.org  

 
2. Click For Staff menu tab.  

  
  

3. Click on Employee Portal 

  
  

4. Click on Employee Self Service link  
 

 
 
 
5. Type in your email Username and Password.  Click Sign In  

 
 
 
6. If you get the following screen, click on PeopleSoft 9 HR (if you don’t see this screen, skip to #7) 

 

mailto:benefits.office@fcps.org
mailto:karen.linton@fcps.org
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http://www.fcps.org/
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7. Type in your email Username and Password.  Click Sign In 

  
 

8. Click Main Menu > FCPS Menu > Employee Self Service > Benefit Information > Life Insurance (NEW) 

 
 

9. All benefitted FCPS employees receive FREE Life Insurance that equals twice their base annual earnings.  You 
MUST provide at least ONE beneficiary.  Click Add a Beneficiary. 
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10. Fill out the items highlighted below.  NOTICE – Check the box next to Dependent if this person will be added to 
your Medical/Dental insurance.  Click Save. 

 
 

11. Click OK. 
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12. Click Return 

 
 

13. Please enter beneficiaries and allocations for your life insurance policy.  Totals must equal 100%.  (You may 
choose to assign a Beneficiary who is not a Dependent). 

 
 

14. Dependent Life is a Grandfathered Plan for employees before 4/30/19.  If an employee decides to add Additional 
Life, they must uncheck the box next to Dependent Life and scroll down to Save.  Once you unenroll from 
Dependent Life, you cannot reenroll. 
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15. Additional Life is a NEW Optional Benefit for employees.  To see what it will cost, scroll to the bottom of the 
screen and Click Here For Rates. 

 
 

16. Make sure you click Save before you leave this screen. 
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17. You will see this message.  Click OK. 

 
 

18. When your change request has been received, a confirmation email will be sent to your FCPS email account from 
Benefits.Systems@fcps.org  

 
 

19. When finished, remember to Sign Out of PeopleSoft in the upper right-hand corner. 

 
 

20. Do not forget to also log off of Employee Self Service by clicking the door icon. 
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