Update Employee Address in Skyward Scribe™
System

1 Navigate to
https://skyward.mfisd.txed.net/scripts/cgiip.exe/WService=wsFin/seplog01.w

2 Enter your login credentials then click "Sign In"
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3  Click "Employee Information"
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4 Click "Personal Information"
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5  Click "Address" if you need to change your address
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6 Click on "Request Changes" to change your primary physical address
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7  Enter your changes and click "Save"

Any changes to primary or mailing address go to HR for processing
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8 Ifyou enter anything incorrectly, you can click "Undo Requested Changes"
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Items in Red indicate Change(s) that are pending approval.
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9  To change your mailing address, click "Request Changes"
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10 Enter your changes
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11 Click "Save"

Any changes to primary or mailing address go to HR for processing
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12  To change your phone number, click "Employee Info"
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13  Click "Request Changes"
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14  Enter the updated number and click "Save"
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