
How To Access FIS

• The FIS System is accessed through you My.unt page, under the “Faculty” Tab. (Liaison’s link will be under the Human 
Resources tab”

• Then you will click the link   “Faculty Information System”
• You will need to ensure that your pop-up blocker is disabled or create a page exception.

1st Click Here

2nd 

Click 

Here



Managing Pop-ups (Chrome)

• Click the drop down menu on the top-right of the screen
• Select Settings from the menu (third from bottom)

Click Here



Managing Pop-ups (Chrome)

• Select “Show advanced settings…” at the bottom of the page

Click Here



Managing Pop-ups (Chrome)

• Once the “Show advanced settings…” is selected the options will expand and you will select the “Content settings…” 
under the “Privacy Section”

Click Here



Managing Pop-ups (Chrome)

• Once the “Content settings…” is selected, a list will appear and you will select “Pop-ups” which is the 7th item on the 
list.

• You can simply select the radial for “Allow all sites to show pop-up” But this is not recommended!
• The preferred method is to select the “Manage exceptions…” tab

Click Here



Managing Pop-ups (Chrome)

• Once the “Manage exceptions…” tab is selected you will be prompted to enter a Hostname pattern (HTML)
• You will enter https://my.unt.edu and select allow from the “Behavior” menu. 
• Finally select done and close this window. 

Insert HTML

Click Here

https://my.unt.edu/


Managing Pop-ups (Firefox)

• Click the drop down menu on the top-right of the screen
• Select the “Options” icon which looks like a gear

Click Here



Managing Pop-ups (Firefox)

• Select “Content” and then unselect the “Block pop-ups windows” box. This is not the recommended method!
• Preferably select “Exceptions…” tab. The “Block pop-ups windows” box must be check to activate the “Exceptions” 

tab.

Click Here



Managing Pop-ups (Firefox)

• Add https://my.unt.edu to the “Address of website” text box and click “Allow”
• Then click the “Save Changes” button

Enter HTML Here

Click Here

Click Here

http://my.unt.edu/


Managing Pop-ups

• Google is your friend! Do not hesitate to search for “how to manage pop-up blocker”. 

• http://www.bestbuy.com/site/tech-tips/disable-popup-blocker/pcmcat748301880694.c?id=pcmcat748301880694

http://www.bestbuy.com/site/tech-tips/disable-popup-blocker/pcmcat748301880694.c?id=pcmcat748301880694


How To Upload Syllabus

Then you will 
select the 
appropriate 
course  



How To Upload Syllabus

Choose File to browse 
and select the desired 
file.

Click Here



How To Upload Syllabus

Click Save

Once you have clicked 
“Save” the file has been 
successfully uploaded. It 
could take up to 24 hours 
for the syllabus to show 
on your profile at 
facultyinfo.unt.edu.



Questions?

For questions regarding FIS operation or to have information added to an account please contact:

Faculty.Info@unt.edu

Academic Resources- 940-565-2550

For information or questions regarding FIS training please contact:

Mike.Gutierrez@unt.edu

940-565-3512

mailto:Faculty.Info@unt.edu
mailto:Mike.Gutierrez@unt.edu

