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Upload a Renewal License or Certification

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

fr
[cancel) Licenses and Certifications I
* [ndicates reguired fisld
Effective Date 09/12/2022

License REGISTERED NURSE

Details

*status | Active |
Country |United States 0,|
State |New York Q|

Renewal Required Mo

Renewal In Progress Mo

Expiration Date | 10031120 |

Issue Date |05f05.v2005 |

License/Certification Number

ssued By ‘ OP NYS EDU DEPT

v Attachments

Mo attachments have been uploaded for this profile item.

Add Attachment

4. Enter today’s date as the Effective Date

Add New Version

Effective Date |10/01/2024 1)
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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.

Cancel Licenses and Certifications

* Indicates required field

Effective Date 10/01/2024
License REGISTERED NURSE

Detaile
*Status | Active |
Country |United States q|

State |New Yark Q|

Renewal Required No

Renewal In Progress Mo

Expiration Date | 10101/2029 =]

Issue Date |10.J01|'2024 |
License/Certification Number 12345678910 (53

)

0P NY'S EDU DEFT

Issued By ‘

~ Attachments

Mo attachments have been uploaded for this profile item.

rsatzcment | o ——

6. Click My Device and open your attachment. Click Upload and Done.

~ Approved Acces ~ Todav

~ Job Aid Templat G NURSE_CERT | = Date modified: 10/3/2024 10:19 AM
Size: 182 KB
. G cert Date modified: 10/3/2024 10:19 AM
v [ ThisPC Size: 182 KB
> = 0SDisk (C)  Yesterday
File Attachment

You may attach up to 5 files to upload

Choose From

i
! NURSE_CERTpdf
I BEZ| | File Size: 182KB
1
i

Upload Complete
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7. You can click your attachment to review and click Continue.

Cancel

Licenses and Certifications

Effective Date 10/01/2024
License REGISTERED NURSE

Details

*Status | Active |

Country | United Stales al
State | New York Q|

Renewal Required Mo

Renewal In Progress Mo

Expiration Date ‘10101!2[]29 |
Issue Date | 10/01/2024 |
License/Certification Number 12345678910 B
r
lssued By ‘OF’ NYS EDU DEPT B
4
~ Attachments
1+
File Name 1L Description 11 Attached On T
NURSE_CERT.

= Ind

Action

Delete Attachment

Continue I

quired field

8. The updated license/certification will now appear in your person profile. Click Submit for Approval.

Talent Profile

Stafl Nurse-Critical Care
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Human Resources Shared Services Page 4 of 6



HEALTH+
HOSPITALS

9. You will receive an email notification of submission. When your submission is approved or denied, you
will receive a notification.

3 Reply [E3Reply All 3 Forward GiEIIM
Thu 10/3/2024 1:10 PM
@) @nychhc.org
Profile for has been submitted for review

To €

Enterprise Vault
The following profile has been submitted for review.

Qriginator:
Employee 1D:

Name:

Profile Type: Person
Profile Status: Active
Comments:

Use the link below to review the profile. Managers can approve or deny the profile.

http://localhost/EMPLOYEE/HRMS/c/ROLE EMPLOYEE.JPM JP APPRVL HIST.GBL?Page=JPM JP APPRVL HIST&Action=U&JPM PROFILE ID=241932&PM JP TRAN NUM=1110381

Managers can also use the Approve Profiles page to access pending approvals.

[Email ID: JPMSubmitPersonProfile]

2 Reply E2Reply All 4 Forward GEiIM
Thu 10/3/2024 1:43 PM

Profile for has been approved
To

Enterprise Vault

The following profile has been approved.

Originator:
Employee ID:

Name:

Profile Type: Person
Profile Status: Active
Comments:

Use the link below to review the profile.

http://hemsdevwb02.nychhe.org:10050/psp/hro2tst/EMPLOYEE/HRMS/c/IPM_EMPLOYEE.JPM PROFILE XFR FL.GBL?Action=U

[Email ID: JPMApprovePersonProfile]

SLReply EaReply All 3 Forward GEIM
Thu 10/3/2024 1:48 PM

Profile for has been denied
o ©

Enterprise Vault

The following profile has been denied.

Originator:
Employee ID:

Name: |

Profile Type: Person
Profile Status: Active
Comments:

Use the link below to review the profile. Denied profile items are not displayed on the profile. You can access denied items via the View Denied Items profile action.

hemsdevwb02.nychhc.org:10050/psp/hra2tst/EMPLOYEE/HRMS/c/JPM _EMPLOYEE.JPM PROFILE XFR FL.GBL?Action=U

[Email ID: JPMDenyPersonProfile]
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