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Requesting Verification of Employment Only

1. After successfully logging into PeopleSoft HR, click on the Payroll tile.
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2. Select the Employment Verification Letter option from the menu on the left.

< Employee Seif Service Payroll Q
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E5 Paychecks New Window | Personalize Page | ]

EMPLOYMENT VERIFICATION LETTERS
® Tax Withholding

[~ Employment Verification Letter°
k As part of our ongoing efioris to better serve our employees, NYC Health + Hospitals has implemented an online employee
ification process through our Employes Self Service.

f— Pay Advice Distribution Option If you are requesting an employment verification letter from NYC Health + Hospitals please be advised that only your current

and active compensation on your primary job can be confirmed through this process.

f W-4 Tax Information
Please note: If you use a pop up blocker, you may have to disable it to display your Employment Verification letter.

f Direct Deposit

Please click on the below letter that you would like to request.
fr] IT_2104 Tax Form

T View W-2/W-2c Forms Request Verification of Employment Only

B W-2/W-2c Consent —
Request Verification of Employment and Compensation

] View Leave Balances

f View Unprocessed Timesheets
: If you need to obiain a letter with additional information, please contact your local Human Resources department

HR/Payroll Contacts

CENTRAL OFFICE Name Phone
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3. Click on Request Verification of Employment Only.

Note: If you use a pop-up blocker, you may have to disable it to display your
Employment Verification Letter

< Employee Self Service Payroll

B9 Paychecks Mew Window | Personalize Page | I

EMPLOYMENT VERIFICATION LETTERS
(& Tax Withholding

f1 Employment Verification Letter

As part of our ongoing efforts to better serve our employees, NYC Health + Hospitals has implemented an online employee
verification process through our Employee Self Service.

E Pa‘f Advice Distribution Dption If you are requesting an employment verification letter from NYC Health + Hospitals please be advised that only your current

and active compensation on your primary job can be confirmed through this process.

| W-4 Tax Information

Please note: If you use a pop up blocker, you may have to disable it to display your Employment Verification letter.

[| Direct Deposit

Please click on the below letter that you would like to request.

f IT_2104 Tax Form

fr View W-2/W-2c Forms Quest Verification of Employment Only

F W-2/W-2c Consent

Request Verification of Employment and Compensation

f View Leave Balances

| View Unprocessed Timesheets _ . o i
If you need to obtain a letter with additional information, please contact your local Human Resources depariment.

HR/Payroll Contacts

CENTRAL OFFICE Name Phone

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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Central Office
125 WORTH STREET
NEW YORK, NY 10013

New York City Health + Hospitals

Employment Verification Letter

01102017

Teo Whom It May Concemn:
Re: JANE DOE SMITH
XXK-XX-1234

Employee |D: 123456789

This is in response to your request for verification of employment.

JANE DOE SMITH has been employed by New York City Health + Hospitals since 01/01/2017 and is currently
working at CENTRAL OFFICE in the fifle of Sr Systems Analyst (EDP)

If you have any guestions, please contact Human Resources at 212/442-0246.

m

Done

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.

HEAL n ! @

LTH
HOSPITALS
Employee Self Service ~ < >

Delegations | Careers | Time

y b

<+
4+

b
be

Payroll Personal Details Person Profile

@ 8j 8{3

Last Pay Date 09/17/2021

8l

¢

Benefit Details Performance | Wellness & Safety

©)

SN, D/EF& &

Next Due Date 10/23/2021

©)
©

2. Select the Employment Verification Letter option from the menu on the left.
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EMPLOYMENT VERIFICATION LETTERS
® Tax Withholding

As _parl _of our ongoing efforts to better serve our employees, NYC Health + Hospitals has implemented an online employee

I E— Employment Verification Letter°k
A
process through our Employee Self Service.

f— Pay Advice Distribution Option If you are requesting an employment verification letter from NYC Health + Hospitals please be advised that only your current
and active compensation on your primary job can be confirmed through this process.

f W-4 Tax Information
Please note: If you use a pop up blocker, you may have to disable it to display your Employment Verification letter.

f Direct Deposit

Please click on the below letter that you would like to request.
fr] IT_2104 Tax Form

fT View W-2/W-2c Forms : Request Verification of Employment Only

B W-2/W-2c Consent —
Request Verification of Employment and Compensation

] View Leave Balances

f View Unprocessed Timesheets
: If you need to obiain a letter with additional information, please contact your local Human Resources department

HR/Payroll Contacts

CENTRAL OFFICE Name Phone
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3. Click on Request Verification of Employment and Compensation.

Note: If you use a pop-up blocker, you may have to disable it to display your
Employment Verification Letter

< Employee Self Service

E5 Paychecks

& TaxWithholding

I f1 Employment Verification Letter

f Pay Advice Distribution Option
fr W-4 Tax Information

f Direct Deposit

f IT_2104 Tax Form

fr View W-2/W-2c Forms

f W-2/W-2c Consent

fr] View Leave Balances

f View Unprocessed Timesheets

Payroll

EMPLOYMENT VERIFICATION LETTERS

As part of our ongoing efforis to better serve our employees, NYC Health + Hospitals has implemented an online employee

verification process through our Employee Self Service.

If you are requesting an employment verification letter from NYC Health + Hospitals please be advised that only your current

and active compensation on your primary job can be confirmed through this process.

Please note: If you use a pop up blocker, you may have to disable it to display your Employment Verification letter.

Please click on the below letter that you would like to request.

Request Verification of Employment Only

- Request Verification of Employment and CDI‘I’ID@

If you need to obtain a letter with additional information, please contact your local Human Resources department.

HR/Payroll Contacts

CENTRAL OFFICE Name Phone

New Window | Persenalize Page | [

4. A new page/tab will open with your Employment Verification Letter for Employment

and Compensation.
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To Whom It May Concem
Re: JANE DOE SMITH
JOO(-XX-1234

Employee ID: 123456789

&

Central Office
125 WORTH STREET
NEW YORK, NY 10013

nt Venhcation Letter
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This is in response to your request for verification of employment

JANE DOE SMITH has been employed by New York City Health + Hospitals since 01/01/2017 and is currently
working at CENTRAL OFFICE in the title of Sr Systems Analyst (EDP)

If you have any questions, please contact Human Resources at 212/442-0246

2 o 4

5. Right Click on the letter page and select Print to print.
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View HR, Payroll, and Leave Administration Contact Information

1. After successfully logging into PeopleSoft HR, click on the Payroll tile.
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2. Select the Employment Verification Letter option from the menu on the left.
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EMPLOYMENT VERIFICATION LETTERS
® Tax Withholding

As _parl _of our ongoing efforts to better serve our employees, NYC Health + Hospitals has implemented an online employee

I E— Employment Verification Letter°k
A
process through our Employee Self Service.

f— Pay Advice Distribution Option If you are requesting an employment verification letter from NYC Health + Hospitals please be advised that only your current
and active compensation on your primary job can be confirmed through this process.

f W-4 Tax Information
Please note: If you use a pop up blocker, you may have to disable it to display your Employment Verification letter.

f Direct Deposit

Please click on the below letter that you would like to request.
fr] IT_2104 Tax Form

fT View W-2/W-2c Forms : Request Verification of Employment Only

B W-2/W-2c Consent —
Request Verification of Employment and Compensation

] View Leave Balances

f View Unprocessed Timesheets
: If you need to obiain a letter with additional information, please contact your local Human Resources department

HR/Payroll Contacts

CENTRAL OFFICE Name Phone
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3. The Employment Verification Letters page displays with your name. HR, Payroll,
and Leave Admin. Contact Information are listed on the bottom of the page.

EMPLOYMENT VERIFICATION LETTERS

verication process through our Employee Self Senvice.

Please click on the below letter that yvou would like to request.

As part of our ongoing efforts to better senve our employees, NYC Health + Hospitals has implemented an online employee

If you are requesting an employment verification letter from NYC Health + Hospitals please be advised that only your current
and active compensation on your primary job can be confirmed through this process.

Please note: If you use a pop up blocker, you may have to disable it to display your Employment Verification letter.

Request Verification of Employment Only

Request Verification of Employment and Compensation

HR/Payroll Contacts

CENTRAL OFFICE Name
Human Resources
Leave Administration

Payroll

[f you need to obtain a letter with additional information, please contact vour local Human Resources department.

Phone

212/442-0352

646/694-6693

T18/918-3240
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