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Personal Information – Quick Guide 
Navigation –  

• Log into MyFSCJ using your FSCJ logon ID and password  
• Select the dropdown below your name 
• You will be able to view your EMPL ID, change your password, address, email 

address, phone number, other personal info, and log out of myFSCJ. 

EMPL ID and Change Password – Quick Guide 
Navigation –  

• Log into MyFSCJ using your FSCJ logon ID and password  
• Select the dropdown below your name 
• View your EMPLID. This is the number that PeopleSoft uses to identify an 

individual person in the system.  
• Choose the Change Password link under your name 
• This link will take you to the password.fscj.edu site to Enroll, Change, or Recover 

your password. If you experience any difficulty, contact the HelpDesk. 

Change Address – Quick Guide 
Navigation –  

• Log into MyFSCJ using your FSCJ logon ID and password  
• Select the dropdown below your name.  
• Choose the Change Address link under your name.  
• Use the Home and Mailing Addresses page to verify your address information 

and make any appropriate changes.  
• You may add a new address by selecting the Add button; or click Edit to update 

the existing address listed.  
• Click on Save when done.   
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Change Email Address – Quick Guide 
Navigation –  

• Log into MyFSCJ using your FSCJ logon ID and password  
• Select the dropdown below your name.  
• Choose the Change Email Address link under your name.  
• From the Email Addresses page you may view, add, update, and delete your 

email address.  
• Select Save once changes are made.   

Change Phone Number – Quick Guide 
Navigation –  

• Log into MyFSCJ using your FSCJ logon ID and password  
• Select the dropdown below your name.  
• Choose the Change Phone Number link under your name.  
• The phone numbers page allows you to view, add, update, and delete your 

personal phone numbers, as well as select a preferred contact number.  
• Click Save once changes are made. 

Other Personal Info – Quick Guide 
Navigation –  

• Log into MyFSCJ using your FSCJ logon ID and password  
• Select the dropdown below your name.  
• Choose the Other Personal Info link under your name.  
• Other Personal Info will allow you to review and update additional personal 

information such as Emergency Contacts, Ethnic Groups, Veteran Status and 
Disability.  

• Click on Save when once changes are made. 

  



PAGE 4 

Other Personal Info – Emergency Contacts – Quick Guide 
Navigation –  

• Log into MyFSCJ using your FSCJ logon ID and password  
• Select the dropdown below your name.  
• Choose the Other Personal Info link under your name.  
• Select Emergency Contacts.  
• Use the Emergency Contacts page to view and edit your emergency contact 

information.  
• By clicking the Contact Name, you will be able to view your emergency contact’s 

address and telephone information. If necessary, you may add a new emergency 
contact and select a primary contact as well.  

• Select Save once changes are made.  

Other Personal Info – Ethnic Groups – Quick Guide 
Navigation –  

• Log into MyFSCJ using your FSCJ logon ID and password  
• Select the dropdown below your name.  
• Choose the Other Personal Info link under your name.  
• Select Ethnic Groups.  
• Use the Ethnic Groups page to view, add, update, and delete your ethnic group 

information.  
• Select Save once changes are made.  

Other Personal Info – Veteran Status – Quick Guide 
Navigation –  

• Log into MyFSCJ using your FSCJ logon ID and password  
• Select the dropdown below your name.  
• Choose the Other Personal Info link under your name.  
• Select Veteran Status. Use the Veteran Status page to add or update protected 

veteran status, and identify classifications of which you belong to. Click on 
Submit when done. 
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Other Personal Info – Disability – Quick Guide 
Navigation –  

• Log into MyFSCJ using your FSCJ logon ID and password  
• Select the dropdown below your name.  
• Choose the Other Personal Info link under your name.  
• Select Disability. 
• Use the Voluntary Self-Identification of Disability to add or update disability 

status.  
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Personal Information – Detailed Guide 
Log into MyFSCJ using your FSCJ logon ID and password  

 

Select the dropdown below your name. You will be able to view your EMPL ID, change 
your password, address, email address, phone number, other personal info, and log out 
of MyFSCJ.
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EMPL ID and Change Password – Detailed Guide 
Select the dropdown below your name. View your EMPLID. This is the number that 
PeopleSoft uses to identify an individual person in the system. Choose the Change 
Password link under your name 

 
 
This link will take you to the password.fscj.edu site to Enroll, Change, or Recover your 
password. If you experience any difficulty, contact the HelpDesk. 
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Change Address- Detailed Guide 
Select the dropdown below your name. Choose the Change Address link under your 
name. 

 
Use the Home and Mailing Addresses page to verify your address information and 
make any appropriate changes.  

You may add a new address by selecting the Add button; or click Edit to update the 
existing address listed. Click on Save when done.  
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Change Email Address- Detailed Guide 
Select the dropdown below your name. Choose the Change Email Address link under 
your name. 

From the Email Addresses page you may view, add, update, and delete your email 
address. Select Save once changes are made.  
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Change Phone Number – Detailed Guide 
Select the dropdown below your name. Choose the Change Phone Number link under 
your name. 

 
The phone numbers page allows you to view, add, update, and delete your personal 
phone numbers, as well as select a preferred contact number.  
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Other Personal Info – Detailed Guide 
Select the dropdown below your name. Choose the Other Personal Info link under your 
name. 

 
Other Personal Info will allow you to review and update additional personal 
information such as Emergency Contacts, Ethnic Groups, Veteran Status and Disability. 
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Other Personal Info – Emergency Contacts – Detailed Guide 
Select the dropdown below your name. Choose the Other Personal Info link under your 
name. 

 
Select Emergency Contacts. Use the Emergency Contacts page to view and edit your 
emergency contact information.  

 

By clicking the Contact Name, you will be able to view your emergency contact’s 
address and telephone information. If necessary, you may add a new emergency 
contact and select a primary contact as well.  

Select Save once changes are made. 
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Other Personal Info – Ethnic Groups – Detailed Guide 
Select the dropdown below your name. Choose the Other Personal Info link under your 
name. 

 
Select Ethnic Groups. 

 

Use the Ethnic Groups page to view, add, update, and delete your ethnic group 
information. Select Save once changes are made. 
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Other Personal Info – Veteran Status- Detailed Guide 
Select the dropdown below your name. Choose the Other Personal Info link under your 
name. 

 
Select Veteran Status. 
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Use the Veteran Status page to add or update protected veteran status, and identify 
classifications of which you belong to. Click on Submit when done. 
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Other Personal Info – Disability – Detailed Guide 
Select the dropdown below your name. Choose the Other Personal Info link under your 
name. 

 
Select Disability. 
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Use the Voluntary Self-Identification of Disability to add or update disability status.  
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