
Employee Access Portal

Prosper ISD



HOME PAGE FOR EMPLOYEE ACCESS PORTAL

PISD website/Staff/Employee Access Center

First time logging in choose New User



1. Enter your 6 digit employee
ID number, birth date in the 
MM DD YYYY formatand  Zip 
Code 

2. Click Retrieve

Create a New User 



Create a User Name - type a six-to-eight character user 
name. (No embedded spaces are allowed.) The name must 
be unique within the district; it is not case-sensitive.

DO NOT FORGET YOUR USER NAME! If you forget your 
username, you will need to contact the Payroll department 
to have your current account deleted. You will then be 
required to begin the registration process over again.

Create a Password- type a six-to-nine alphanumeric 
password. 

bŜǿ ǇŀǎǎǿƻǊŘ Ƴǳǎǘ ōŜ ΧΦ
between 6 and 9 characters long.
contain a number.
contain an uppercase character.
contain a special character.

Email- Enter your work email only
The system is not set up to use your 
home email

Hint Question -Type a question you will be asked in the 
event that you forget your password

Hint Answer - Type the answer to the hint 
(case sensitive)

SAVE



When you select 
save, it will send 
you back to the 
login screen.  

You can now log 
in with your 
newly created 
usernameand 

password.



Inquiry Options
V Calendar Year to Date

V Allows you to view a year to date summary 
of various earnings. 

V You can reference prior years information

V Current Pay Information

V Allows you to view your current pay 
information set up in Payroll.

V Deductions

V Allows you to view your payroll deductions 
as they currently exist

V Modifications to deductions will not be 
allowed through the portal.  You will need to 
contact the Payroll Department or Benefits 
Department directly.

V Earnings 

V Allows you to view earnings and direct 
deposit information for prior 18 months.

V W2 Information 

V Allows you to view and print your W2 for 
years 2009 to present.

V Allows you to review previous year W2(2004 
ς2008) but not print



Self Service Options

V Change Password
V Allows you to change your password

V Demographic Information
V Allows you to verify 

V All name changes will need to be done directly 
through Human Resources.  All other demographic 
changes (address, marriage, phone, etc.) will need 
to be communicated through the Payroll 
Department.

V Payroll Information
V Allows you to review your current W4 selections and 

current direct deposit account on file 

V All W4 and direct deposit changes will need to be 
communicated directly with the Payroll Department



Earnings

V Choose the Pay date 
V Your earnings statement will be 

available on  and after payday

V Basic information
V Campus, check #, Period Ending, 

Withholding status and # of 
Exemptions

V Earnings and Deductions
V Gross Earnings and Tax totals

V TRS deductions

V Other deductions

V Net Pay

V Detailed Salary Breakdown
V Job Description and Salary 

Breakdown

V Overtime

V Supplemental Pay

V Non-TRS Taxable Pay

V Non-TRS Non-Taxable Pay

V Deductions 

V Leave

Earning statements can be 
printed for any pay period 
within the last 18 months



Calendar Year To Date

Choose the Calendar year you 
want to view

Highlights of what you will see:

Å Contract Pay ςTotal Professional Gross 
Base Salary

Å Non-Contract Pay ςTotal Non-Contract 
Gross Base Salary

Å Supplemental Pay- Total Gross 
supplemental Pay (ex: extra duty)

Å Withholding Gross ςTotal salary that 
Federal Tax is based on

Å Withholding Tax ςTotal Federal Income Tax

Å Medicare Gross ςTotal salary Medicare tax 
is based on

Å Medicare Tax ςTotal Medicare Tax paid



Å Annuity, Roth, Alt 457 ςIf you pay into any 
of these this is the total paid for the year 
displayed

Å Non TRS ςMonies paid during the year not 
subject to TRS

Å Non-TRS/Non-Tax ςMonies paid during the 
year not subject to Federal Tax or TRS

Å TRS Sal Reduction ςTotal paid into TRS for 
year selected

Å TRS Insurance ςTotal paid to TRS insurance 
for year selected

Å Health Insurance Deduction ςTotal ςtotal 
paid for HI that is not sheltered by pre-tax 
plan 

Å Employer Proved Health Care ςTotal 
attributed to the ACA

/ŀƭŜƴŘŀǊ ¸ŜŀǊ ¢ƻ 5ŀǘŜ /ƻƴǘΩŘ



Current Pay Information

V Employment Information

V Name, Address, Phone

V Employee #

V DOB, Gender

V Degree Earned if HR has valid transcripts 
on file

V Years of Experience

V Total and in District Professional

V In District Non-Professional

V Frequency: Monthly

V W4 Information

V Marital Status (withholding purposes 
only)

V Exemptions

V Pay Campus

V Positions ςSalary Breakdown

V Title

V Payments (Total and Remaining)

V Annual Salary, Daily Rate, Monthly (Pay) 
Rate

V Bank Info 

V Direct Deposit Information as shown 
currently for Payroll.



Deductions
V W4 Deduction Info

V Marital Status (withholding 
purposes only)

V Number of Exemptions

V List of Current Monthly 
Deductions

V Description

V Staff Member Contribution

V Cafeteria Plan

V Employer Contribution



Leave Balances
V Leave Balances can also be viewed. 

V Local Leave

V State Leave

V Other Leave used for current year 
such as School Business or Jury Duty

However, Absence Management needs 
to continue to be your official record of 
leave balance!



W2

The current year will not be opened for viewing until 
after all tax forms are completed once the year ends.

Prior Years (2009 ςǇǊŜǎŜƴǘύ ²нΩǎ ŀǊŜ ǾƛŜǿŀōƭŜ ŀƴŘ Ŏŀƴ 
be printed at any time.

hƭŘŜǊ ²нΩǎ όнллп-2008) are viewable only and can not 
be printed.



New Password and 
Forgot Password
V To change your password choose 

V Self-Service

V Change Password

V Enter the New Password twice 

V Update

V Forgot your password

V Choose Forgot Password from the 
Log in page

V You will be directed to enter your 
SS#, DOB and Zip Code

V Retrieve

V You will be directed to Answer 
your Hint Question and Submit



Any questions regarding the Employee Access Portal?

Please email 

Keri Croy at kbcroy@prosper-isd.net

or

Teri Meyers at tameyers@prosper-isd.net

mailto:kbcroy@prosper-isd.net
mailto:tameyers@prosper-isd.net

