Instructions for Submitting for a Column Change
for an Existing MnSCU College Faculty Member

Please view the College Faculty Salary and Credentialing Faculty User Tutorial prior to registering on the
system. You can find this tutorial at http://www.hr.mnscu.edu/video/SPCredfacultytutorial.swf

Step 1. Register on the system at https://spp.mnscu.edu/

Step 2. Complete the required fields under Personal Profile.

Step 3. Under My Information, enter the information that qualifies you for the column change. You need
enter only the degree and/or course work that qualifies you for the column change. Previous employment
and certification and\license inforkation are not necessary.
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Step 4. Under My Forms, create a Salary Placement Evaluation form.
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Step 6. keep an eye on your e-mail for a determination notice regarding your column change.



