
Adding User Defined Dates/Expiration Notices 

 

1.  You must be the District Administrator for the HR Kiosk. 

 

2. Click on the District Administrator link and select Configure District Options: 

 
 

3. Click on the Perform District Data Code Maintenance option: 

 
 

 

 



4. The Date Code added in USPSWeb will appear in the selection.  You can input the 

Expiration Term in Days, etc.: 

 
 

5. Click the Apply Changes button when complete. 

 

6. The changes will now appear on the employees profile screen in the HR Kiosk: 

 
 

 

 

 

 



7. If a certificate and/or item is close to expiration, the following message will appear when 

the employee logs in to the kiosk: 

 
 

 

 


