
 

My Self-Serve Employee Job Aid  
For Family Status Change Benefits Enrollment 

 
 
Step 1: Visit www.fortbendisd.gov and click on “Employee Portal” at the top. 
 

 
 
Step 2: Click on “Staff Links.”  
 

 
 
Step 3: Inside Staff Links, click “My Self-Serve” box. 
 

 
 

http://www.fortbendisd.gov/


 
Step 4: Log into My Self-Serve. Email is 
firstname.lastname@fortbendisd.gov. If you have login issues, please 
contact 281.634.1300 between the hours of 6:30A-6:00P Mon-Fri. 
 

 
 

 
Step 5: Click on the “Benefit Details” box. 
 

 
 

 
 
 
 
 
 
 
 

mailto:firstname.lastname@fortbendisd.gov


Step 6: Click on the “Benefits Enrollment” box. 
 

 
 
Step 7: Click on “Start” to the right of your Family Status Change open 
Benefit Event. 
 

 
 
Step 8: Click on all benefit tile boxes that pertain to your Family Status 
Change to make updates to your benefits. Click on the submit button at 
bottom of page when completed. Please see step 9 for dependent additions. 

 

 



Step 9: If you need to add dependents – With the appropriate benefit tile 
box selected, choose your plan by clicking on the “Select” button next to 
your plan choice. To attach dependent(s) to your desired plan, make sure 
you click on the checkmark box next to their name above the benefit 
selection to attach them to your plan. Please see part A if they are not listed. 
 

 
 

A) If the dependents are not listed, select the “Add/Update Dependent” 
button under the “Enroll Your Dependents” section. 

 

B) Then click “Add Individual.” Reminder: Dependent documentation must 
be uploaded within 14 days of your new coverage start date. 

 

 



C)  Add the dependent including name and personal information, then 
save. 

 

 

D)  Click the “X” to close this window and return to the benefits plan 
selection. 
 

 

 
 
 
 
 
 



Step 10: Once you have made your elections and added your 
dependent(s), click “Done.” Make sure you select the “Submit” button at the 
bottom of the benefits tile box page when you are completed. 

 
 
Step 11: After you have submitted your updates, you should receive a 
“Benefits Alerts” pop-up that confirms you have successfully submitted your 
benefits. You can click on “View” in the top right of the box to receive a 
summary PDF that you can view/print for your personal confirmation. 
 

 
 
Please contact benefits@fortbendisd.gov or 281.634.1418 for additional 
assistance. 
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