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 PETS ver. 2.0 

   A Visual Quick-Help Guide To Get You Going 
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 Logging into PETS 
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Adding Employees 
to Your PETS Roster 
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The Bulletin Board will give you an update on your contracts.  
Here you can add employees to rosters 
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Input the last name and Social Security Number. PETS will 
check if your employee is already in system. 
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 If PETS finds your employee 
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Dealing with Minors and Non-DOE Fingerprinted Staff 
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Adding Contract Details (New) 
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Updating Existing Employee 
Information in PETS 
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Find the Employee 
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Search for Your Employee 
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Find Your Employee 
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If You Want More Details 
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Update Your Employee’s Information 
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   Questions  

• For issues 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. 
• For issues regarding missing contracts or worksites, 

contact your program manager. 
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