
Employee Salary Change Application
Tutorial in Qmlativ
Salary Change Application for Licensed Contract Employees

1 Clicf on "MyTasks & Processes" in Qmlativ
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2 Click "Start a Process"
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3 Click "start" for the Salary Change Application
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4 Click "Salary Change Application" to open

STEP INSTRUCTIO}IS

Please complete all necessary tasks before marking this step as complete.

TASKS

Please complete form.

NOTES

L

Entry D.t

'Don O

Notc Entcred By

No rccords to dbploy

5 Read Information Box

At.tt The link ysu jun clicked will be opening a new web bro\,vser tab.

lmporbrrt After completing Task, make sure to navigate back to this web browser tab to mart them as Done.

@Oo n**"" nrtldtncrge rgnln.
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6 After Reading Information Box Click OK to proceed

marki.E this step as comdete.

Notr Note Sh:rad With
Notc

7 Enter "Level Requested" with drop down

:ordance with DP309 NEc - Salary Guidelines. thb Applicetion for sele.y Ch.nge must b€ completed ard srbmitted with proof of digibility lor a salary chang

,pl6 of proof of ekgibility include an h-Service R€€ord, a CACTUS Mides pnntout ,rom UsBE or UEN, ardlor an offoal transcript showing tte number of crec

)tcatlon and proof of eliqibilry are submited pnor to the I 5th of the month. the salary change will b€ retrected on the paycheck issued in the follo$ng mon
ritted after thi last work6d co6tract day. the sdhry change wiH be effective on fie first'paych&k of the new contract yedr. '

rfirmation of thi, applacation will be emailed to yourrordandntrictorg email confirmrng it was recered and p{oc€s5€d by the Human Refource Oepartmeflt

9,bj.ctl€?.d.

&rilding locrdm

'l,.v.l R.$r.t d

'CrrFant Ucarurra Trpr|.

will attad the follor/ing as proof of eli3itility for a t lary dlatEe {S€lect .ll ttut apply};

'ln-Srrlcr irocd O ves

O r,ro

'OlETttt/tkb Prtrtosr O ves

Oxo

4

ALrt The link you just clicted will be opcnrng a ner web brows€r tab.

tm?o.trot After completirE Ta3ks, make sure to navigete back to thig w€b brorvser t b to mart thern as Oone.

I Oo nor *row mr thL mrrcrge rgdn.

lnformafion

o45 -
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8 Enter "Current Licensure Type" with dropdown

lples ot proof of €hgibility irrclude an h-SeNice Record, a CACTUS Mda6 prinlout from USBE or UEN, ard/o, an official transcript showing the number of <re(

phcrtron and proof ot elqibilty are submitted pnor to the 1 5th of the mofith, the salary chanqe will b€ reflected on the paycheck issued in the frollowing mon
iitted after ttrl tast workid coritraa day. the sa'lary drange wifl be effectre oir the fim'paychftk of the new contracl yeir. '

nfirmation of this applcation will be emailed to yourrordanda5tnct org emad conlirming it was receryed and process€d by the Human Resource Oepartment

sllbi.Gu6".d.

Soldlng Locdon

'trvd Rrqustrd

'Curr.nt ljc.nrrrr Typc

will attach the follo|ing as proof of elgit*lity for a salary change (select all thet applyl:

'ln-Srdcr kcord O yes

O rrro

'OAGTltS/llldr Ptlntorn Q ver

Oruo

hav€ maaled or emailed nw OFFlClAL tranrdioB to tie Human Rtsorrrce Oeoartment

9 Click "In-Service Record" (Yes if attaching record)

Suldlng Locrlion

'L.trl R.qu.rtd

'Currfit Uc.'Err. TypG

Sachelor+eg S€m Credit 60 CIE)

Professional Educator Lkense

I will attach the followng as proof of elilibility for a ,etary change {select all ttBt apply}:

,i
'tn-Srrvlcrlxord Q ves

\*-1, *o

'GAlCTtlSrXldr ftlaro0t O ve:

O r,ro

I hsv€ meil€d or emaihd rry oFFrcra rransoipts to rtre rtma! R:ro,rce [Xpartnent
MaC Officiel TanJcriDts to:
Jorden Sdtool Oktrict
Human Re5ource'
7:lB7 S. Campus View Dr.
Wtrt rodan, lrf 8.0e4

Emil O6ci.l eTraffisipts to:
transcri*roiod.ndiCrictorg

Bach€lor+20 (30 Qt4

E
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10 Click "CACTUS/Midas Printout" (Yes if attaching Midas Transcript)

wnqrng Loqg9o €t - huMAtt rryunlE> 
i

'L.dn qud

'Currrrlt Llcrmrn Typr:

Sachelor+zo S€m Crcdit (30 Qtr)

Professmal Educator Ltrene

I will ettach the followng as proof of elilibility 60r a selary change 6€le€t all thal apply):

'ln-srvkrRrcord O ves

Olo

'CACTUS/Mides

PLOAD FIIES

Uplqd tr.nrriptt
;[ selea Rtetr) o, Dr.g.rd Drop Ble{s} here

Maxlmum gre: 5Mg

Ocrcriptim

11 Select "File(s) or Drag and Drop" if Uploading transcripts for your Salary
Change

'Lcrrcl Rcqu6t.d Eachelor+20 S€m Credit (30 Qrt4

'Currrnt Liccnrrrc Typo: Profuseonal Educator Li€ense

I wdl attach th. fiolfurving as proof of eligitility hru C.ty crwEe tsded a[ thgt appty,l:

.ln-lrrvhircod O ves

O r,ro

'GAcfUSAaldE Prtllotn @ Yes

O r.ro

UPTOAO FILES

Udord tr.r6(riptt

Maxrmum 9ze: 5MB

Dercrip,tim

I hrvp miilf,l or meiled N oFFlrlAl tHffiint< to lhP Hrmn Rffi'r'e r}'oillmmi

or Drag and orop File{t) here
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12 Add a Description of uploaded documents

uPtoAo FttES

UNO

'CAGTUS/UIdI Pdntogt O ves

Oruo

'S.nt Tr.ntcrip,tt by:

l@lo, Dr'g ard Drop Hl.(g here

Uplo.d tr.nr€riFtt

D.rcrlption

I have m.il€d or emailed my OFFICIA! trans<rapts to the Huflran Resource Oepartmene

Mail OfE(ial Transcripts to:
iorda s.hool oistrict
Human fleJources
7187 5. Campur View Dr.
Wert rordan. UT 84t184

Emal Offioel eTranrcripts to:
trarscriptsOjordandistrict or9

13 Select "Sent Transcripts by" with dropdown

'ClCIUS/tldr Prlatod O ves

O rvo

PLOAO fITES

Uplo.d tr.ngiptt
OsehCrite(s) or ttreg8ndDropfiL(gh.r.

Marrmum srze: 5MB

Oar.ripdon

I have mailed or enrailed firy OFF|CIAI- bans(ripB to the Hurn n ttcsolrrce Ctepaftmert

Mrd OfE€ial T.anscriots lo:
Itrdm s.h6l Distriii
Human RaSourca5
7387 5. Cempus Vier 0r.
West rordan. lrf 8/rc&l

Email Of6oal eTranscripts to:
trmscrptsOrordandrnrktorg

'S.nt ?r.nrcriptr by:
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14 Click "Submit Form" (You ARE NOT DONE submitting your application). When
you click on "Submit Form" the form will close, BUT then you have to go back to
previous TAB and Check the Done box.

E ANN

t NEG - salary Guidehnes, thir Applrcation ,or salary Chang€ mutl be complet€d and 5ubmitted with prool of eligibility for a salary change,

rbdrty rnclude en h-Service Record, a CACTUS Mrdas pnntout from USBE or UEN, andlor an offioel tranicnpt ghowrng the number of creditr requrrcd afid fin€

)' ehqrbrlty are submrtted pnor to the t 5th ot the month, the selary change wrll be reflected on lha paycheck rssued rn the followng month. lf the applicetEn
rorkdd cotitna day the rihry change unll be etfective on the first'payctr*t of tlle new coBtrad yejr. '

plicaton wrll be emailed to yourrordendiitncLorg emsil confirming it we5 rccaived and procBred by the Human Resour(e Department

SubjecUGndr

&rfldlng Locrdm

't.[l n qu.'t d

rrrrnt Ucmanrr Typ*

045 - HUMAN RESOURCES

Eachelor+2o Sem Credit (30 Qt,

Prof€rronal Educator LEenJe

15 Previous Tab you will need to check the DONE box.

STEP IN5TRUCTIONS

Please complete all nec$sary tasks before marking thls step as complete.

TAS(S

Please complete the online form.

t-

NOTES

'Donr 1_j

t- 
-- -* - **tit J

Entryh Entcrtd By Enty SttpNotc

No rccordt to dbplay
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16 click "Done" Box

SrtPtx!?tt cTpl€

Pls* ffipletc all ffi€Jary t6ts b"rqe mel(Fg th6 strp il compLte.

TAII'

ncrar compk tha mlilr fufltr,

l9 5ebry ctung( Applrcatffi

NOT€S

Enty O.!.

No ncordt to dbplq

l,aotc

Sublect of Process

Employrr

Erdty Elty sl.p Shrr.d
Notc

17 Click "Mark Step As Complete"

You have successfully submitted your Salary Change Application. HR will get an
email with your Salary Change Application and then process. We will process once
we get all transcripts showing continued education advancement for Salary
Change.

Save & Resume Later @ $ cancel

:ep Neme

mpbyr Applicrdon
Name of Subject I 

i Due Date

]EP INSTRUGTIOIIS

lease complete all necessary tasks before marking this step as complete.

ls(s

Please complete the online form.

1p sabry Change Application

)TE5

Changc
App{cation

9
Made with Scribe - https://scribehow.com

'*"@

Step As


