PeopleSoft Human Resources 9.2

- Employee Self-Service
FCB Flexible Spending Accounts

Frederick County Public Schools

*Benefit questions - Contact the Benefits Office at 301-644-5080 or email benefits.office@fcps.org

*Pay Advice questions - Contact Payroll Office at 301-644-5048 or email karen.linton@fcps.org

*PeopleSoft HR program not working properly - Contact PeopleSoft Help Desk at BSG.Helpdesk@fcps.org

Log into PeopleSoft HR through Employee Self-Service
1. Go to www.fcps.org

2. Click For Staff menu tab.

ABOUT Us FOR FAMILIES & STUDENTS FOR STAFF ACADEMICS CENTRAL OFFICE BOARD OF EDUCATION QOUR SCHOOLS CONTACT Us

3. Click on Employee Portal

FOR STAFF ACADEMICS

Human Resources
Benefits

Inclement Weather Codes.
Employes Newsletters
Professional Learning
Curriculum Now
Substitute Information
Megotiated Agreements

Teacher Access Center

4. Click on Employee Self Service link

Employee Portal

Employee Email: Access your employee Outlook email.

Employee News: Update ygur Employee News emailing preferences.

mployee Self Service: Brcess your FCPS pay advices, W-2, benefits, leave, certification, tenure, highly qualified
status, coursework, and more.

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

Welcome to

FCPS Employee Self Service Portal

[Username ‘betsy_mullineaux |(

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

FCPS o - o —

Walcoma to the FCPS Unified Secure SSL Portal, christina.marcel.

oot |

Course Approval & Direct Pay
eSchoolPLUS Teacher Access Center
& eSchoolpLus

forms.feps.org.

HelpDesk

insideFCPS

& oneprive. /
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& Procurement Card Tosts

@ sharePoint.
View Paycheck
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7. Type in your email Username and Password. Click Sign In

ORACLE
PEOPLESOFT

User ID

betsy.mullineaux -

Password

Select a Language

English w

8. Click Main Menu > FCPS Menu > Employee Self Service > Benefit Information > FSA Enrollment

Favorites = | ([ Main Menu

Search Menu:
FCB # | Advanced S?rch
D FCPS Menu Emplojree Self Service 3 Personnel Informag#n » |
{3  Reporting Tools 3 (_Benefit Information D FSA Enrollmen
0O PeopleTools » 8 Payroll Information D Leave Available
D My Personalizations 83 Transportation D Leave History
E E  Life and AD&D Beneficiaries
My Dictionary
E El  MedicalDental Enroliment
My Feeds
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9. To enroll for the upcoming year, click Enroll This Year

FSA Enrollment
Doe, Jane Empl 1D 0000004588

Flease enter your Fleixible Spending Account Information below.

Coverage Coverage Coverage Annual Amount Amount
Flan Type Election Elect Date Begin Date Fledge Per Pay PaidYTD
0.00

( Enroll This Year F

10. Select your Plan Type from the drop-down menu. Enter the dollar amount of your Annual Pledge. To Delete a
pledge, click the Delete button at the end of the corresponding Plan Type.

FSA Enrollment
Jane Doe Empl 1D 0000004588

Please enter your Fleixible Spending Account Information below.

Coverage Coverage Caoverage Annual  Amount Amount

*Plan Type Election Elect Date Begin Date Pledge PerPay PaidYTD
Q Flex Spending Health - U.3. s | Elect 04/24/2017  05/01/2017 2500.00 625.00 0.00 Delete

Enroll This Year /

Please Mote: Changes do not take effect until you press the "SAVE' button.

11. To add another Plan Type, click Enroll This Year and fill in the information listed under #10.

12. Click Save

13. You will see this message. Click OK

FSA Enrollment

Save Confirmation

U Your changes have been saved.
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14. When your change request has been received, a confirmation email will be sent to your FCPS email account from
Benefits.Systems@fcps.org.

Benefits.System@fcps.org
Flexible Spending Changes Requested
You have requested a change to your Flexible Spending

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

Home Add to Favorites

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

A Session r : ) ¢
4
i 'FCH 06:57:20

FCPS w8 Welcome to PS HR!
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