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A visual quick‐help guide to get you 
going



Logging Into PETSLogging Into PETS



Adding your employees into PETSAdding your employees into PETS



The Bulletin Board will give you an update on your 
t t H dd l t tcontracts.  Here you can add employees to rosters



Input the Last Name and Social Security Number. PETS 
ill h k if l i l d i twill check if your employee is already in system.



If PETS finds your employeeIf PETS finds your employee



If PETS does not find your employeeIf PETS does not find your employee



Dealing with Minors and
Non‐DOE Fingerprinted Staff



Adding Contract Details (New)Adding Contract Details (New)



Updating Existing Employees in 
PETS



Find The EmployeeFind The Employee



Search For Your EmployeeSearch For Your Employee



Find Your EmployeeFind Your Employee



If You Want More DetailsIf You Want More Details



Update your Employee’s InformationUpdate your Employee s Information



QuestionsQuestions

• For issues regarding the functionality of PETSFor issues regarding the functionality of PETS 
or missing job titles , email: 
PETSAdminSupport@schools nyc govPETSAdminSupport@schools.nyc.gov
– You will get a response to your inquiry within one 
business day.business day.

F i di i i t t• For issues regarding missing contracts or 
worksites, contact your program manager.


