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How to Generate Employment Verification Letters 
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Requesting Verification of Employment Only 

1. After successfully logging into PeopleSoft HR, click on the Payroll tile.

2. Select the Employment Verification Letter option from the menu on the
left.
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3. Click the Letter Type dropdown, select Employment Verification No 
Salary/Compensation, and then click the GO button. 

Note: If you use a pop-up blocker, you may have to disable it to display 
your Employment Verification Letter 
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4. A new page/tab will open with your Employment Verification Letter for
Employment Only. Compensation is not included in this letter.
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5. Right Click on the letter page and select Print to print. 
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Requesting Verification of Employment and Compensation 

1. After successfully logging into PeopleSoft HR, click on the Payroll tile.

2. Select the Employment Verification Letter option from the menu on the
left.
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3. Click the Letter Type dropdown, select Employment Verification With
Salary/Compensation, and then click the GO button.

Note: If you use a pop-up blocker, you may have to disable it to display 
your Employment Verification Letter 
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4. A new page/tab will open with your Employment Verification Letter for
Employment and Compensation.
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5. Right Click on the letter page and select Print to print.
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Requesting Verification of Employment With Earnings for Mortgage 
Lenders 

1. After successfully logging into PeopleSoft HR, click on the Payroll tile.

2. Select the Employment Verification Letter option from the menu on the
left.
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3. Click the Letter Type dropdown, select Employment Verification With
Earnings for Mortgage Lenders, and then click the GO button.

Note: If you use a pop-up blocker, you may have to disable it to display 
your Employment Verification Letter 
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4. A new page/tab will open with your Employment Verification Letter for
Employment Verification With Earnings for Mortgage Lenders
(2 pages)
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5. Right Click on the letter page and select Print to print.
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Requesting Other Type of Verification of Employment 

1. After successfully logging into PeopleSoft HR, click on the Payroll tile.

2. Select the Employment Verification Letter option from the menu on the
left.
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3. Click the Letter Type dropdown, select Other (Not Listed Here), and then
click the GO button.

Note: If you use a pop-up blocker, you may have to disable it to display 
your Employment Verification Letter 
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4. You will receive confirmation that an automated email has been sent to your
work email address. The email sent will prompt you to provide more
information about the specific employment verification letter you need, and to
provide additional details to clarify the nature of your request.

Please email EmploymentVerification@nychhc.org this information, and DO NOT 
reply to the automated email. 
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