
Self-Reporting: Credentials & Licenses 

1. The message board will display credentials and licenses that are expiring within 60 days. You will

be reminded daily and can update your credential and license information during this time.

a. Credentials that require a YES or No answer must be completed to access your schedule.

2. You must update all required fields, such as, ID numbers to submit updated information.

3. If you click Remind Me Later, you will receive the reminder the next day.



 

 

 

 

4. Once a license or credential has been expired for two weeks you will no longer have the option 

to update the information and access to your login will be limited to your message board. You 

will need to contact your scheduling team to have your information entered and your 

Schedule360 access restored. 

 
 

5. You can use the Credentials tab to update your credential information at any time. 

 
 

6. The License tab allows you to update existing licenses and Add New License information. 

 
 

7. After clicking the Add New License link a blank license record will appear. Complete all fields and 

click update to enter the new information. 

 
 

8. Your entry will display with a timestamp. You may edit this information at any time. 

 


