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Licensed Salary Change Request

Log in to your Skyward Employee Access

Contact IT Helpdesk at 801-567-8737 if you need help accessing this account.
2. Select your Task Manager Dashboard.
3. Under Task Processes, select Salary Change Application.
If you do not see the Task Processes box, you may have to Select Widgets (see green arrow)
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4. Open Custom Form

TM Process: Salary Change Application

@05 2

Employee: Employee Instructions: Click the "Open” button under Custom Forms and complete the Lane
) Change Request form. After completing the form, click the "Save” button. Click the "Next"
button to move to Step 2 and add any Notes. Click the "Next" button to move to Step 3 and
2dd any Attachments. Click the "Next” button to move to Step 4 and click the "Salary Change
Application” button te submit your request. An email confirmation will be sent to your Jordan
School District email account. A second email will be sent when the Human Resources
Department has processed your request.
1. General Salary Change Entry

Click the "Open” button and complete the Salary Change Application form. 1.  General

Custom Forms \ 2. Notes

Custom Profile Salary Change Application Salary Change Application Open 3. Atachments

4. Choose Next Task

Step 1 of 4
Next
Process History
Save and Finish Later

Reassign Task
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5. Read and complete form and click save.

6. Click Next

Salary Change Application [ R ]
Name: \
Save
In accordance with DP309 NEG - Salary Guidelines, this Application for Salary Change must be completed and submitted with proof of el ility fora —_—
salary change. Examples of proof of eligibility include an In-Service Record, a CACTUS Midas printout from USBE or UEN, and/or an official transcript Erint
showing the number of credits required and final grade posted. If ication and proof of ibility are i prior to the 15th of the month, the salary Back
change will be reflected on the paycheck issued in the ing month. If the ion and proof of eligibility is submitted after the last worked contract| ——
day, the salary change will be effective on the first paycheck of the new contract year.
A confirmation of this application will be emailed to your jordandistrict.org email confirming it was received and processed by the Human Resource
Department.
* SubjectiGrade: |Math ]
* License Type: | Professional License v
lam itting the required to move to the ing level:
* Level Requested: | Bachelor+2@ sem crdt (38 gtr) v
In step 4, | will attach the following as proof of eligibility for a salary change {Select all that apply):
* In-Service Record: |No ¥
* CACTUS/Midas Printout: | Yes v
| have mailed or emailed my OFFICIAL transcripts to the Human Resource Department:
* Sent Transcripts: | Emailed Official Transcripts v
Mail Official Transcripts to: Email Official eTranscripts to:
Jordan School District hr@jordandistrict.org
Human Resources
7387 8. Campus View Dr.
West Jordan, UT 84084
Asterisk () denotes a required fizld
TM Process: Salary Change Application [ I

Employee Instructions: Click the "Open” button under Custom Forms and complete the Lane

Empl B
mpoyee: Change Request form. After completing the form, dlick the "Save” button. Click the "Next"
button to mowve to Step 2 and add any Notes. Click the "Mext” button to move to Step 3 and
2dd any Attachments. Click the "Mext” button to move to Step 4 and dlick the "Salary Change
Application” button to submit your request. An email confirmation will be sent to your Jordan
School District email account. A second email will be sent when the Human Resources
Department has processed your request.
1. General Salary Change Entry
Click the "Open” button and complete the Salary Change Application form. 1. General
Custom Forms 2. MNotes
Custom Profile Salary Change Application Salary Change Application Qpen 3. Attachments

Choose Next Task

Next

Process History

Save and Finish Later

Reassign Task
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7. Add any notes that HR may need.

a. Ex:transcripts sent via email, previous credits submitted, etc.
8. Click Next

TM Process: Salary Change Application Mm U5 ?

TS Employee Instructions: Click the "Open” button under Custom Forms and complete the Lane
change Request form. After completing the form, click the "Save” button. Click the "Next”
button to move to Step 2 and add any Notes. Click the "Next" button to move to Step 3 and
add any Attachments. Click the "Next” button to move to Step 4 and dlick the "Salary Change
Application” button to submit your request. An email confirmation will be sent to your Jordan
School District email account. A second email will be sent when the Human Resources
Department has processed your request.

2. Notes Salary Change Entry
Add 1. General
I ‘ 2. Notes
There are no records to display; check your filtr settings. 3. Aachments

4. Choose Next Task

Step 2 of 4 /
! J

Previous Next
Process History.

Save and Finish Later
Reassign Task

9. Add any attachments including: Midas transcripts, On-track transcripts, In-Service report, etc.

TM Process: Salary Change Application [ el Nkl

Employee: Employee Instructions: Click the "Open" button under Custom Forms and complete the Lane
Change Request form. After completing the form, clck the “Save™ button. Click the “Next”
buttan to move to Step 2 and add any Notes. Click the “Next” button to move to Step 3 and
add any Attachments. Click the "Next” button to move to Step 4 and dick the “Salary Change
Application” button to submit your request. An email confirmation will be sent to your Jordan
School District email account. A second email will be sent when the Human Resources
Department has processed your request.

3. Attachments Whange Entry
. General

Add

2. Notes
| Descrition & Step Inputted File DateModified | | |

3.  Attach its
There are na records to display; check your fiter settings. achmen
4. Choose Next Task

Step 3 of 4
Previous Next

Process History
0 records displayed
‘Save and Finish Later

Reassign Task

10. Chose file and add title
11. Click Save

Attachments @ T

Attachments ( - —
* File Name: | Choose File ! Back
= Description: |

Asterisk (*) denotes a reguired field
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12. Click Next

13. Click Salary Change

Resources U

TM Process: Salary Change Application

Employee:

[ I
Employee Instructions: Click the "Open” button under Custom Forms and complete the Lane
Change Request form. After completing the form, dlick the "Save” button, Click the "Next"
button to move to Step 2 and add any Notes. Click the “Next” button to mave to Step 3 and
add any Attachments. Click the "Next” button to move to Step 4 and dlick the "Salary Change
Application” button to submit your request. An email confirmation will be sent to your Jordan
School District email account. A second email will be sent when the Human Resources
Department has processed your request.

1 records displayed

3. Attachments Salary Change Entry
Add 1. General
— 2. Notes
Description & Step. Inputted File Date Modified —
[ idas Transcipt ___[Salary Change Entry | C:\fakepath\teacher-salary-scheck | _o4/11/2019 Thu | QIR EE e by
4. Choose Next Task

Step 3 of 4
Previeus Next
Process History
Save and Finish Later

Reassign Task

Review (HR Clerks)

TM Process: Salary Change Application

Employee:

4. Choose Next Task

Select the Next Task

Select the button below to create the uy
Salary Ghange Review
(HR Clerks)

LIS~ Nk
Employee Instructions: Click the “Open” button under Custom Farms and complete the Lane
Change Request form. After completing the form, click the "Save” button. Click the "Next"
button to move to Step 2 and add any Notes. Click the "Next" button to move to Step 3 and
2dd any Attachments. Click the "Next” button ta move to Step 4 and click the "Salary Change
Application” button to submit your request. An email confirmation wil be sent to your Jordan
School District email account. A second email will be sent when the Human Resources.
Department has processed your request.

Salary Change Entry
1. General

2. Notes

3. Attachments

4

Choose Next Task

Step 4 of 4
Previous
Process History
Save and Finish Later

Reassign Task

Please note: If application and proof of eligibility are submitted prior to the 15th of the month, the salary change will
be reflected on the paycheck issued in the following month. If the application and proof of eligibility is submitted
after the last worked contract day, the salary change will be effective on the first paycheck of the new contract year.
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To check the status of your Salary Change Form

1. Under Task History, click on the Salary Change Application
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2. Use the drop down arrows to view the Task History

Process History

WS 2
Views: | General v | Filters: [ *Skyward Default ¥ ¥ ol B & | Ganeel
rocess
Date Created v Time | Status Description Subject Initat Area Resena
v 04/11/2019 Thu 9:05 am| Open Salary Change Application + | Task Email

Expand All Collapse All Modify Details (displaying 4 of 4) View Printable Details Back
b Steps

¥ Task History

DatefTime Task Summary Status Assignee
041119 909am  Salary Change Entry Completed

04/11/19 9:09am  Salary Change Review  Pending

04/11119 909am  Salary Change Review  Pending

04/11/19 909am  Salary Change Review  Pending

041119 909am  Salary Change Review  Pending

041119 909am  Salary Change Review  Pending

04/11/19 909am  Salary Change Review  Pending

041119 909am  Salary Change Review  Pending

» Attachments.

20 ¥ | 1 records displayed

Date Created: |

3. Status will show as completed or pending.
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