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Former Employee Access

 Former Employees can access personal information on file with 
FCPS. This includes viewing/downloading pay, tax statements, 
mailing address and phone number.

 Access is granted via Registration using the former employee’s
personal email address on file with FCPS. 

 If your personal email is not on file, you must request it be 
added by completing this form before registering to access this site. 

 For assistance, you can call or email Human Resources at:
859-422-1947
humanresources@fayette.kyschools.us
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https://forms.gle/Q3xAvLxjipxF98Qh9
mailto:humanresources@fayette.kyschools.us


Former Employee Access

 Former Employee Access Site, or
 The FCPS webpage https://www.fcps.net/employment
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https://fayettectsdky.tylerportico.com/portal/launcher/
https://fayettectsdky.tylerportico.com/portal/launcher/
https://www.fcps.net/employment


Former Employee Access
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WHERE TO GO NEXT DEPENDS:

 First time users must register to create an account, continue to 
page 5 for instructions

 Returning users that have already registered, SKIP to page 12 for 
additional instructions



Former Employee Access-Requires Registration
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FIRST TIME USERS MUST CREATE AN ACCOUNT

Select Create an 
account



Former Employee Access-Requires Registration
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FIRST TIME USERS MUST CREATE AN ACCOUNT

Select Create an 
account

Most common 
mistake – DO 

NOT enter your 
email here, you 
must Create an 

account first



Former Employee Access-Requires Registration
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CREATE LOGIN CREDENTIALS

 Complete each field

 CRITICAL: Your first and last name must match 
EXACTLY as it is in our system, which typically  
matches your last paycheck from FCPS UNLESS
you requested a name change at the time of 
your departure or afterwards, then use your last 
name we should have on file

 Select Sign up



Former Employee Access-Requires Registration
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VERIFY EMAIL

 Open Email:
 Copy Code from 

email into field 
prompt to verify 
email address

 Select Verify

543536



Former Employee Access-Requires Registration
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SET UP TWO FACTOR AUTHENTICATION

 Google Authenticator is strongest security, must have App
 Okta Verify (not recommended)

 Phone is secure and easiest; it will send you text with security code



Former Employee Access
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COMPLETE REGISTRATION BY SELECTING FORMER EMPLOYEE ACCESS

Select Former 
Employee Access



Former Employee Access-Requires Registration
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LOCATE YOUR RECORD

 Complete the form
 Make sure the date of birth is in the following 

format: MM/DD/YYYY (use the calendar icon 
to confirm proper format)

 Zip Code must match EXACTLY as it is in our 
system, which typically matches your last 
paycheck from FCPS UNLESS you requested an 
address change at the time of your departure or 
afterwards, then use the last zip code we should 
have on file

 Select Submit
 Skip to Page 13



Former Employee Access
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RETURNING USERS SELECT FORMER EMPLOYEE ACCESS TILE

Select Former 
Employee Access



Former Employee Access-Dashboard
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WHAT CAN YOU DO HERE

 View Paychecks
 Select Year
 Select View

 View Tax Documents
 Select Year
 Select View

 Update your Address
 Update your Phone #

Select the Pencil Icon        next to 
your Current address or Phone 
Numbers to make changes.



Former Employee Access - Troubleshooting
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If you get a message that your account is locked, try this:

1. Go to the URL https://fayettectsdky.tylerportico.com/portal/launcher/
2. Sign In in the upper right corner
3. Click on the User Initials in the upper right corner of the Launcher page and select Profile
4. Once in the Account Profile - Home > Privacy Settings
5. Click the Account tab
6. Click Delete for the profile
7. Clear cache, or use an Incognito or Private browser to re-create the account

Additional Information
1. Note that when you are registering the new account, the name that you register with must match what is on the corresponding 

Employee Master record in the payroll system. For instance, if their name is Christopher, they would need to be registered as 
Christopher rather than Chris. Also, if your name is hyphenated, typically the payroll system does not include the hyphen, only a 
space

2. Make sure the date of birth is in the following format: MM/DD/YYYY

https://fayettectsdky.tylerportico.com/portal/launcher/


Former Employee Access-Need Assistance?
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 If you have questions about your paycheck or W-2, call Payroll at 
859-422-0369

 Reminder: W-2s are not required to be issued until January 31st, if 
you do not see your last year W-2, please check back later

 If you have questions about how to register or edit information in 
Former Employee Access, call the ERP Tech Support at 859-422-1950
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