PETS ver. 2.0

A visual quick-help guide to get you
going



Logging Into PETS

S 'Personnel Eligibility Mifacking 'System

o | Wien, Chancedor

User Name: | k
Input the user name and password
Password: | I‘#ﬂ provided, then press "Login".

‘ You may need to update your
[_Logh™] password.

If you don't have your login information or if you are having trouble logging in, please contact your Program
Manager.
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Adding your employees into PETS



The Bulletin Board will give you an update on your
contracts. Here you can add employees to rosters

m% 'Personnel Eligibility fifacking 'System

Rl | Kiin, Ciunosdior

Bulletin Board

Bulletin Board - Vend

Logged in as:

ESchlenoff, PETSADMI

s

lick on "Manage
Roster”, Then
Ll tUb ) "Add Employee”

Search Roztd

Add Employee L4

Certify Roster
1112222 TestingVendor ——————— PreSchool Special Education 1 ]

Copy Roster
5300543 Supreme Evalusti SES - MO CHILD LEFT BEHIND {NCLB} 2 0

. Email Reminders .
2300588 Child Center of Ne SES - MO CHILD LEFT BEHIMD {NCLB} 1 a
2301088 Citizens Advice Bureau SES - NO CHILD LEFT BEHIND {NCLB} 10 a
2301137 Reading Excellence and Discovery Foundat SES - MO CHILD LEFT BEHIMD {NCLBE} 5 a
9301155 Kaplan K-12 Learning Sarvices SES - NO CHILD LEFT BEHIND {NCLB} a7 0
9301174 Alle-Fdhwul Guapualion (TA3G) 3E3S - NO CHILD LEFT BEHIMD (NCLB} i o
2400081 Binet, Inc. SES - MO CHILD LEFT BEHIND {NCLB} 203 0
2400159 Learning through an Expanded Arts Program SES - MO CHILD LEFT BEHIMD {NCLB} 19 a
2400775 Testquest, Inc. SES - NO CHILD LEFT BEHIND {NCLB} 1851 a
Total: 31414 126




Input the Last Name and Social Security Number. PETS
will check if your employee is already in system.

m% 'Personnel Eligibility fifacking 'System

whoal | P, Chanoedior

Logged in as:

Employee Profile

LostMome: ||

Conrmss: |

This page will HOT save until you click the " e ee" button at the bo of the page and see tlfe message: "Employee saved successfully.” it one line below this

Input your employee's Last Name and Social Security # (2x's), then click "Continue™.



If PETS finds your employee

m"ch 'Personnel Eligibility Mifacking 'System

el |, Kk, Charcasior

Bulletin Board Manage Roster Support Logout

Employee Profile ~
tasthame:| | s ] comfrmssi: |
This page will NOT save until you click the "Save Employee" button at the bottom of the page and see the message: "Employee saved successfully." at one line below this
line.
Employee details found. Tg add the person to your roster, attach the employee to at least one contract, then click SAVE EMPLOYEE below.
Employee Details
*Employee Last Name: Current DOE Employee: [
*SEN: il Address Line 3: If the person has previous information in PETS or has
been previously fingerprinted by the DOE, their
+Date of Birth: Iil *Citys Ijl information will be pullel:l into PETS.
*Pimary Phone: Iil * State: New York You can add the optional information to make it 4
easier to contact the person. T
Addtional Informationfoptional): *—'
Email; | |
Contract Details
New Contract
Save mployee [l Reset | |
Ly
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If PETS does not find your employee

M 'Personnel Eligibility fifacking 'System

ol | Miesn, Ghancedor

Logged in as:

e K e I S I N N S

~
This page will NOT save until you click the "Save Employee" button at the bottom of the page and see the message: "Employee saved successfully.” at one line below this e
line.

The DOE does not have any information on this person. One reason may be the person has not been fingerprinted by the DOE. Or the Last Name/55H conbination entered is
incorrect. To add the person to your roster anyway, fill in the required entries, then click SAVE EMPLOYEE below.

Employee Details

*Employee Last Hame:
*First Name: I:I
*55MN:
+Date of Birth: I:I
*Pimary Phone: I:I

*Address Line 1: l:l Current DOE Employee:
Address Line 2: l:l Current DOE Title:

Addtional Information(optional): If the person has not been previously entered inte PETS and has not been fingerprinted
Email: | | by the DOE, the system will inform you that the persen wasn't found.
Secondary Phone: l:l Verify you entered the correct Last Name/SS# combination.
Non-DOE Fingerprinted: [_] If correct, begin typing in the required employee biographical information. You can add

the optional information to make it easier to contact the person.
Vendor-Reported Arrest: [ | Arrest Date: l:l

Be sure this person is sent to 65 Court Street to be fingerprinted.

Contract Details

Mew Contract

Save employee [l Reset =

| £




Dealing with Minors and
Non-DOE Fingerprinted Staff

m!me;g 'Personnel Eligibility fifacking 'System

Education

ol | Wi, Chancedlor

e S cao

A
This page will NOT save until you click the "Save Employee” button at the bottom of the page and see the message: "Employee saved successfully.” at one line below this —
line.
The DOE does not have any information on this person. One reason may be the person has not been fingerprinted by the DOE. Or the Last Name/55HN conbination entered is

incorrect. To add the person to your roster anyway, fill in the required entries, then click SAVE EMPLOYEE below.

Employee Detailz

*Employee Last Name: *Addreszs Line 1: l:l Current DOE Employee:
*First Name: l:l Address Line 2: l:l Current DOE Title:
+§SN; [p1z34s678 | Address Line 3: [ ]
*Date of Birth: *City: [ ]
*Pimary Phone: I:I *State:

*Zip Code: I:I

If you enter a person who is less than 18 years old, a new section will display for
O Enter 05IS # you to verify the age of the person. Either obtain the student's 0515 ID# (DOE-

issued) or verify their age (via birth certificate, license or passport).

Minor Information|select one):

O | certify that the person is a minor based on verified documentation.

Addtional Information{optional):

Emnail: | |

Secondary Phone: l:l The fields related to non-DOE fingerprinted only apply to certain programs who

get fingerprinted by another NYC agency. Unless you are specifically identified as
Non-DOE Fingerprinted: [] / one of those vendors, you will not see this option.

Vendor-Reported Arrest: [] Arrest Date: l:l )

Contract Details

New Contract

| £




Adding Contract Details (New)

agjéw 'Personnel Eligibility fitacking 'System

o 1. i, Chancsdor

Logged in as:
sueisors g e

Employee Details #
*Employee Last Name: | ] | *Address Line 1: | Current DOE Employee: es

*First Name: :I Address Line Z: I:I Current DOE Title: =

*Pimary Phone: et *State:

*Zip Code:

Once the bicgraphical details are entered; you will need to enter the contract details for your employee.
/ - First, click "New Contract". The contract details section will display.

Addtional Information(optional): J—.Next, h the correct ber that this ployee will be working under. If the contract is not

played, contact your program manager to have the contract added.

Email: - Hext, choose the correct work site and work title information. If the work site or title is not available,
contact your program manager to arrange to have it added.
Secondary Phone: - Next, Select "Inactive” as the roster status (You will update once they are deemed 'Eligible’)

Contract Details

Program Type Work Site | Work Title

Roster Status | DOE Statu: m

InActive | % | Save Cancel

Dummy Location v| | Other

- Next, Click Save. Repeat for all contracts person will be working under and
all locations person will be working at.

- Finally, Click "Save Employee” button to save all updates. If you do not click,
you will lose everything you have done.

New Contract

|



Updating Existing Employees in
PETS



Find The Employee

Department of
Education

ool | Kieen, Crancedor

Bulletin Board Manage Roster

Bulletin Board - Vend

e
Certify Rozter

1112222

5300943

9300969

9301066

9301137

9301155

9301174

2400084

2400159

2400775

Search Rozter

Add Employee

Testing\Vendor

Copy Roster
Supreme Evalusati

Child Canter of ¢ Lmail Reminders

Citizens Advice Bureau

Reading Excellence snd Discovery Foundst
Kaplan K-12 Leaming Services

After-School Corporation (TASC)

Binet, Inc.

Learning through an Expanded Arts Program

Testguest, Inc

s
Ien
1o
-
o
o
=

itatus

'Personnel Eligibility fifacking System

Choose "Search Roster”.

e e

FPreSchool Special Education

SES - NO CHILD LEFT BEHIND {NCLB)
SES - NO CHILD LEFT BEHIMD {MCLB)
SES - NO CHILD LEFT BEHIMD {MNCLB)
SES - NO CHILD LEFT BEHIMD {MCLB)
SES - NO CHILD LEFT BEHIMD {MNCLB)
SES - MO CHILD LEFT BEHIND (NCGLEB)
SES - NO CHILD LEFT BEHIND (NCLB})
SES - MO CHILD LEFT BEHIND (NCLB}
SES - MO CHILD LEFT BEHIND (NCLB}

Total:

ligible Employees on Roster Ineligible Employees on Roster
1 0

2

203

1249

3384

Scroll over "Manage Roster”. A dropdown will display.

Logged in as:
ESchlenoff, PET SADMIN

s

| lPoommiwe ____|ciobietmooress onfoster |




Search For Your Employee

m"ﬁwc 'Personnel Eligibility Mifacking 'System

kol | Fieen, Cimncedor

Lagged in as:
ESchlenofi, PETSADMIN

S e e I S K S [ S

Search Roster

Last Hame: | | Contract #: |

First Name: | | Vendor: [ Select-+ v|
SSH: | | Program Type: [ select=> |
Minor Status: | setect-> ~| Work site: | setect-> ~|
Roster Status: | seiect-> v Fingerprint Result: | setect-> |

DOE Status: | seiect-> v] | Reset |

Use one or more search criteria to find your employee.

Press "Search” to display a filtered list of names.




Find Your Employee

NYGC "Personnel [Eligibility Mitacking 'System

Education When you click "Search", you will be presented with a list of names. Note: As a vendor, you will only be shown names of people u
R | KO, Chancedor
your employ.
Logged in as:
This screen can be used to give you a quick-look to determine if someone's fingeprint results, current roster status and DOE eligibility.
Bulletin Board Manage Roster Manage Vendor Reports Logout
Search Rgster ~
Last Hame: |c|ark | Contract #: | \ \|
First Hame! | | Vendor: | Selsct== \ \ ‘ v|
S5N: | | Program Type: | Select>=> ‘ ‘ ‘ L |
Minor Statugs: | Select=» b | Work site: | Selsct== \ \ ‘ w |
Roster Stafus: | Selects> w | Fingerprint Result: | Selects= ‘ \ l L4 |
DOE Statu | selects= v Search
- Roster !
Program Type Fingerprint Result DOE Status
Status
Comprehensive Leaming To Wodk and Dummy P InEligible {as of
1800112 nevelagment Ine. YABC Location UNSATISPACTORY InActive Deowiz009)
. SES - NO CHILD LEFT  Dummy . Eligible {as of
5400818 PerfectScore Tut . SATISFACTORY Act
=l e BEHIND {NCLB) Locstion = e 10/25/2007)
. SES - NO CHILD LEFT  Dummy P Eligible {85 of
TBO003E Educate Online BEHIND [NCLB) Location SATISFACTORY Active 02/79/2008
The Academic Adventsge SES - NO CHILD LEFT  Dummy . Eligible (ss of 0
TB00080 in-Home tutoring BEHIND {NCLB} Location SATISFACTORY Active 02/04/2009)
Center for Educational Partnership Support Dummy o Eligible [as of
TBDOOM | cvation Pusli Services Location SATISPACTORY Aetive 07/07/2008)
TEOOOS Reading Excellence and SES - NO CHILD LEFT  Dummy NO FINGERPRINT RECORDS Active Eligible {as of
— Discovery Foundat BEHIND {NCLB}) Location IN DOE SYSTEM 10/20/2008)
. SES - NO CHILD LEFT  Dummy . Eligible (a5 of
TEDO038 Educste Onl SATISFACTCORY Activ
EeEes Eou=le Lnine BEHIND {NCLE) Location L e s 01/01,2009)
w
Ao et e o | e e 9




If You Want More Details

Fingerprint /| DOE Record

name: [N s

DOE Status:

InEligible {05/07/2009)

Fingerprint Result: UNSATISFACTORY

. - — e Click on either Fingerprint Result or DOE
HEW YORK STATE Print Date/Result: 04/29/2008 NARCCTICSM  gia4e link and this more detailed

explanation will be displayed.

FEDERAL Print Date/Result: 04/22/2002 NARCOTICS/N,

As shown in this example, this person has
a unsatisfactory fingerprint resultand is
ineligible to work.

Print Reasomn:

PRP # L

IN=-

Search Roster

Ineligible/Problem Record: INVALID F|

Last Name:

Performance Rating:

First Hame:

Close Window

55N:

Minor Status:

Roster Status: Fingerprint Result:

DOE Status: | Select== v | Search

- Comprehensive Learning To Work and Dummy r o e InEligible {ss of
1800118 Development Inc. YABC Location UNSATISEACTORY InActive 05/07/2008)

SES-NOCHILD LEFT  Dummy

. EllglbIE as of
SATISFACTORY Act
BEHIND (NCLB) Locstion e

5400818 PerfectScore Tutoring

- . SES - NOCHILD LEFT  Dummy N e . Eligible {ss of
TE00038 Educste Online BEHIND (NCLE) Location SATISFACTORY Active 02/29/2008)

The Academic Advantsge SES - NO CHILD LEFT Dummy " o P Eligible (85 of
IBDO0S0 S ome tutoring BEHIND (NCLB) Location SATISPACTORY Adtive 02/04/2009)

Publi Services Location — o7/

TEDOO1A Center for Educaticnal Fartnership Support Dummy SATISEACTORY Active El |gl |blf 85 Iaf
— Innow. 2008)

TBEDO0S1 Reading Excellence and SES-NOCHILD LEFT  Dummy NO FINGERPRINT RECORDS Active Eligible (s of
- Discovery Foundat BEHIND (NCLB}) Location IN DOE SYSTEM - 10/20/2008}

SES - NO CHILD LEFT  Dummy SATISEACTORY fctive Eligible (ss of

180928 Educsts Cnling BEHIND (NCLE) Location ~ —SlISPACTORY 01/01/2009)

| mmemine To ilind nnd M rrrmemas Elimikle fne f =



Update your Employee’s Information

m 'Personnel Eligibility fifacking 'System

i | Ry, Chrcador

Logged in+

T R e o

-~

Addtional Infermation(optional): If you click on your employee's name, you will be brought to the employee profile page.

Email: |

| Here, you can update the contract details (e.g. Roster Status under a contract) or add new contract details
secondary Phone: I:I (e.g. Working under a new Contract or new work site).

Either click the "New Contract" box or the "Edit" image. Be sure to press "Save Employee" when finished.
Contract Details

(Contract . Roster DOE DOE Waiver |

# Program Type work Tlﬂe waiver Date Overriue
SES - NO CHILD
LEFT BEHIND: i Tutor Active Eligible
(NCLE)

| New Contract |

(Y

DOE Status History

T e e I ottt | st pioai

] ﬁ&ﬁ,;fﬂ:g‘[;ﬁ “EFT Dummy Location InEligble  10/252007 030384905 10/25/2007 5:06:06 P
SES - NO GHILD LEFT ) . o
- BEHIND {NCLE) Durnnmy Location InEligible 10625/2007 0303284505 10425/2007 5:06:27 PM
— S o CHILDLEFT Dummy Location Eligible 10252007 RTSUpdateEmploysesFromDB2Z  10/25/2007 5:05:16 P
LN '
- g:ﬁl—rﬁlﬁggg LEFT Du ucatiun‘/' Eligible 10425/2007  RTSUpdateEmpleyeesFromDB2 10425/2007 6.06:31 PM

In addition, you can view the employee's status history

with the DOE to determine when your employee was Save Employee m

eligible or ineligible.

=




Questions

* Forissues regarding the functionality of PETS
or missing job titles , email:
PETSAdminSupport@schools.nyc.gov

— You will get a response to your inquiry within one
business day.

e Forissues regarding missing contracts or
worksites, contact your program manager.



