HOW TO FILL AND SUBMIT YOUR STAFF BIO-DATA

To fill your staff Bio-Data, First and foremost ensure that you have an active internet access on your
computer/cellphone, then proceed to the school’s official website https://www.fpno.edu.ng/

STEP 1

Go to the main menu and click on “Staff Bio-Data”.
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Why Choose Us

Two drop down sub-menus labelled “Steps to fill staff Bio-data” and “fill Staff Bio-data” will appear as
shown below.
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Why Choose Us

At Fed Poly, Nekede, you have endless opportunities to discover what inspires you.

Click on “Steps to fill staff Bio-data” to download the guide/manual in pdf format on how to fill the bio-
data, then proceed to Click on “fill Staff Bio-data” to access the online form to fill your Bio-data

Clicking on “fill Staff Bio-data” takes you to your official email portal, where you have to sign in with
your correct login details.


https://www.fpno.edu.ng/

STEP 2

Type in your PERSONAL OFFICIAL EMAIL ADDRESS, and click on next.
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STEP 3

Type in your correct password and click on next.
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NOTE: if this procedure is being done on your personal computer, please accept the prompt to stay
signed in to your email account. If it is not your personal computer, please refuse the prompt to stay
signed in.
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After signing in, you will be launched into the STAFF BIO-DATA Form fields. Fill in the correct and
required details to go to the next step.

STEP 4

After filling in the correct details, at the bottom of the page, click on next to proceed to the next step
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STAFF BIOMETRIC IDENTITY CARD
REGISTRATION FORM

This form is strictly for staff and must be accessed with staff official email, endeavour to fill appropriately before
submitting as it is one entry per staff.

* Required

STAFF BIODATA

Al staff (Academic and Non-Academic staff) must complete this part

1LTITLE* [

No abbreviations

M




STEP S5

Fill out the required correct details, either as an academic staff, or a Non-Academic Staff.

8 | @ STAFFBIOMETRIC IDENTITY CAF X | © HOW-TO-CHECK-ONLINE-SCRE X | [ STAFF BIOMETRIC IDENTITY CAF X | i
< (@] 5] https://forms.office.com/pages/responsepage.aspx?id=MJTtG8wcaEGLMJfhAon40InXT_jIACBHkmeXgtPSpxIUNFVMWIRTQUAMV1Q... 1§ = :

21. DATE OF LAST PROMOTION
Select Date (if any)

Please input date in format of M/d/yyyy

22. ACADEMIC OR NON-ACADEMIC STAFF? *

Please select one
(O ACADEMIC

(@ NON-ACADEMIC

This content is created by the owner of the form. The data you submit will be sent to the form owner. Microsoft is not responsible for the
privacy or security practices of its customers, including those of this form owner. Never give out your password.
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STEP 6

After completing the Section B part of the form — Either Academic or Non-Academic, click on the
“Submit” button, to submit your details to the Database.

If done successfully, you’ll get a thank you note at the next screen.
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STAFF BIOMETRIC IDENTITY CARD REGISTRATION FORM

@ Thanks!

Your biodata has been submitted successfully.
You will be invited for biometric capturing.
Thanks,

Ag. Head, ICT Directorate.

Create my own form
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This concludes the manual on how to Fill and successfully submit your staff bio-data.



