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Upload a Renewal License or Certification 
 

1. After successfully logging into PeopleSoft, click on Person Profile 

 

2. Person Profile page will display. Click on Licenses and Certification, click on the arrow under Edit/View 
on the License or Certification you wish to renew. 
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3. Click on Add New Version to add your license/certification renewal information. 

 
 

4. Enter today’s date as the Effective Date   
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5. Enter the renewal information for the license/certification, including the updated expiration date, issue 
date, and any other information that may be applicable for your renewal. You will upload a copy of the 
renewed license/certification by clicking on Add Attachment. 

 

6. Click My Device and open your attachment. Click Upload and Done. 
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7. You can click your attachment to review and click Continue.  

 

8. The updated license/certification will now appear in your person profile. Click Submit for Approval.  
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9.  You will receive an email notification of submission. When your submission is approved or denied, you 
will receive a notification.  

 


