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MIFFLINBURG AREA SCHOOL DISTRICT                                                                                                 
EMPLOYEE HOW TO LOGON TO FIS STAFF PORTAL 

Please review the following documentation for accessing our new FIS Staff 

Portal; this will be replacing the current Employee Portal. This is a web based 

system and can be accessed from any school computer (See “A”) or your home 

computer/mobile device (See “B”).  

 

The Staff Portal will be your new on-line access for:  

 time sheet entry and submission 

 requesting and viewing benefit day allocations 

 viewing pay history 

 

Your first initial login is going to require you to open your school 

email. You will receive a welcome email with your username (this is 

the same as the employee portal last name and last 4 of SS # 

Example Smith1234), a temporary password and a link to the staff     

portal.  

You will only need to do this once; after your initial login you can access it from 

our Internal Website (See “A”) or by accessing it thru our District Website from 

your home computer/mobile device (See “B”). 

After you receive the welcome email, you will need to perform the following steps 

to activate your login:   

1. Click the link to the application that was provided in the email.   

2. Enter your username and/or temporary password that was provided in the 

email.    

   

Initial 

Login 
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3. Click the Login button and the first login prompt will display, which will 

require you to enter a new password and set up a security question and 

answer.    

 
4. Enter the temporary password you received in your email in the Old 

Password field.   

5. Enter a meaningful password in the New Password field. Please note that 

your new password must contain:   

 

 Eight or more characters 

 At least one numeric character 

 One upper and lower case character 

 One Special character (&!@#$%^+=) 

 

NOTE: Passwords will expire every 30 days and MUST be unique when 

compared to your last 10 passwords.  WRITE DOWN YOUR PASSWORD 
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TIP: Make a list of 10 passwords so when your password expires you 
already have a new one ready. Enter the date you changed the password 
next to new password so you know when you started it. 

  

6. Enter your new password in the Confirm Password field.   

7. Select a question from the Authentication Question field.   

8. Enter your answer to the authentication question in the Answer field.  

 

9. Click the Save button, 

 
10.  After it is saved it will take you to the Home page of the Staff Portal.    
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“A” 
FROM a school district computer: 

Use your network login as provided to you from the IT department.  

 

If you are unable to login with your network login, please contact  

 Taylor Walter at ext 8209 or twalter@mifflinburg.org  

 Tammy Bollinger at ext 8258 or tbollinger@mifflinburg.org 

 

Once your login to the computer you will see our Internal Website, click on the 

Staff Portal. 

 

 

mailto:twalter@mifflinburg.org
mailto:tbollinger@mifflinburg.org
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Password is case sensitive, please write it down. No one can see your password 

if you forget it.  

 

If after 3 failed attempts, you will be locked out. You will need to contact 

Brenda Fogelman at ext 8203 or bfogelman@mifflinburg.org.  

 

Announcements will be placed on the Staff Portal periodically. Links to various 

forms such as W4, Certificate of Residency (if you move), Direct Deposit change 

form, 403b Salary Reduction form will be available thru the new Staff Portal. 

 

 

 

 

mailto:bfogelman@mifflinburg.org
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“B” 
FROM your personal computer or device: 

Login to the District Webpage: https://www.mifflinburg.org/ 

Click on Staff Links 

 

https://www.mifflinburg.org/


 

7 
 

MIFFLINBURG AREA SCHOOL DISTRICT                                                                                                 
EMPLOYEE HOW TO LOGON TO FIS STAFF PORTAL 

 

 
 

 

 


