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Login screen - https://sinaicentral.mssm.edu/ 
 
Use the same name and password used for accessing your Mount Sinai computer 

Select the login network for you location 

https://sinaicentral.mssm.edu/


Employee Self Service Menu 
 

Select Directory Profile 

Select Employee Self Service 
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Directory Profile Menu 

Select the areas of your profile you wish to update from the left hand menu: 
 
• Update your general contact information 
• Add Find a Doctor information (office addresses, ZocDoc info etc.) 
• Update your Biography information 
• Selecting Diseases/Conditions 
• Selecting Treatment/Procedures 
• Research Topics 
• Publications 
• Portrait photograph 

 



General – add contact information 
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Complete your Find-a-Doctor information   

Click here to add a patient office 



Complete your Find-a-Doctor information cont’d   

Update the order offices appear 
on your Find a Doctor profile 

Delete patient office 

Add or delete insurance plans accepted 



Complete your Find-a-Doctor information cont’d 

Add your ZocDoc number 

Add office hours 

Select if you are accepting new patients  

If you choose not to register with ZocDoc you may decide to 
select the Request an Appointment option (please discuss with 
your dept. admin on how this is set up) 
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Complete your Biography information   

Add your biography info 



Select the Disease Conditions (foci) that apply – max 15 
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Select the Treatments-Conditions (foci) that apply – max 15 



Select the Service Area(s) that apply 



If applicable, select your FPA Practice Area(s) 



Faculty – add your research and awards here 
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Research topics – if applicable, select your research topics 



Publications – add your publications 

16 

If you know the PubMed ID number, 
enter it into the text field and the system 
will fetch all the details automatically 
from PubMed 



Upload your profile photograph 
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Regular photo shoot sessions for portrait headshots are held around the Mount Sinai Health System – please 
ask your department admin for further information. 
 
If you are uploading your own photo, follow these suggestions: 
 
• Photographs should be taken with a white background.  
• Photo can be resized after uploading.  
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