Y. Minnesota  (College Faculty WELCOME!

< STATE COLLEGES

TS cuniversimies  Salary & Credentialing System
il s el WelcomeUser. Logeut) The College Faculty Salary and

Main Menu Welcome to the College Faculty Salary and Credentialing System Credentialing System has been

Home

o et lsJ:‘I:rglms svstem;'y‘zu will create a record of your educational and employment history and will submit forms requesting developed to stream | ne the

# My Forms

o Fispas N bsumswesciu Ry Sadona i wml Kl maid e Trpaigh process of Salary Placement and
Logout Download the College Faculty Salary and Credentialing System Guidebook here. CI’Edentlahng subm ISSIon, review,
and approval.

Features include:

A Secure repository for Faculty
employment, degrees, courses,
and certifications and licenses

© 2006 Minnesota State Colleges and Universities information .

A Online submission, status
tracking, and evaluation
outcomes in one online tool.

A Step-by-step form submission
process with help aids to ensure
completion and correctness.

A Built-in reminders for Faculty to
provide required documentation
with submissions.
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< STATE COLLEGES

T & un1versITIES Salary & Credentialing System " . .
Welcoma iess (agei) Under fiResourekEesO on

Main Menu Instructions me nu, y ou wi || fin d

Instructions for Using this System
& My Information USRS

page to help you use this online
* My Forms The College Faculty Salary and Credentialing System is the tool you will use to submit forms requesting evaluation of
e your salary placement and qualifications. The following instructions provide an overview of this tool. For complete tool. Refer back to these

i instructions, download the College Faculty Salary and Credentialing System Guidebook here.
Instructions.

instructions at any time.
el ‘You will create a personal record containing your personal profile, previous employment, degrees, courses, and

e professional certifications and licenses. You will draw from this personal record to create and submit forms requesting Lin kS and FAQS aISO are p I‘OVIded

evaluation of your salary placement and qualifications. Follow the instructions on each page.

Notes: to assist you.

« Once you have lagged on and created your personal profile, your human resources department will access your
record and enter your assignment information

Be accurate and thorough. All information you submit must be verified against employment verification forms,

official transcripts, and official certifications and licenses

Ifyou hold a graduate degree, list only those undergraduate degrees that apply toward the minimum

qualifications for your position. Undergraduate transcripts are necessary only if you enter undergraduate

information in your forms.

.

Step 2: Create your evaluation request forms for salary and of minimum

Based on your assignment, the system will present you with the appropriate forms to complete. You will complete one
form for salary determination, and another for verification of minimum qualifications. Go to My Forms, select Submita
Form, and follow the instructions.

Notes:

o Ifyou are employed at more than one Minnesota State Colleges and Universities insfitution, submit your salary

placement form to the human resources department at the institution where you have the largest work

assignment

Arrange to have employment verification forms (download form here) completed and sentto your human

resources department by the previous employers listed on your forms.

« Amange to have the official transcripts verifying the degree and course information you included on your forms
sentto your human resources department Ifyou have a transcript from a foreign institution, please click here.

Present the professional certifications and licenses you included on your forms o your human resources

department

Determinations cannot be made until you have provided your employment verification forms and necessary

offcial transcripts. Until you are able to provide complete documentation, you will be placed at a minimum

placement on the salary placement grid. For more information on the salary grid, click here.

Step 3: Track yowr Forms.

Your electronic forms will be routed to your human resources and, depending on your status, to
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Home > Login
Welcome to the College Faculty Salary and Credentialing System.

Individuals who perform faculty work at two-year colleges use this system for
salary determination, verification of minimum qualifications, and credentialing.

If this is your first time here please register.

If you've previously created an account, please login below.

emait [
T —

Forgotyour password?
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Home > Register

Register (Create a Site Account)

SseMaqaID: [ ]
First Name: \:’
Middle Name: \:]

emai [
password: [
Confirm possword: [

EULA ~

This is some text that a lawyer should wite up for the EULA. This is
some text that a lawyer should wite up for the EULA. This is some

text that a lawyer should wite up for the EULA. This is some text that

a lawyer should wite up for the EULA. This is some text that a lawyer v

[ 1 agree.
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Home > Register welcome User (Logout)

Register (Create a Site Account)

Thank you for registering. You will receive an email
soon with a link to activate your account. If you dont
receive an email after some time, check your spam
folder.

© 2006 Minnesota State Colleges and Universities
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REGISTRATION PROCESS

When you initially go to the URL
for this Web site, you will be asked
to register. This process will
enable you to set up your account
and password.

Cl i Rekistéro .

REGISTRATION PROCESS

Fill in the open fields required for
registration.

Read the End-User License
Agreement and put a check mark
in the box next

Cl i c kRegislteed fbut t on.

REGISTRATION PROCESS

When this message appears, your
registration is being processed. An
email notification will be sent to the
email address you have provided
above.

t

(o]

fi



Welcome to MNSCU SPP and Cred Website REGISTRATION PROCESS

A SiteAdmin@hr mnscu.edu . . . .
To: Web Ste User You will receive a confirmation

email shortly after registering. This
confirms your email address and
You have successfully registered a new account at MnSCU SPP and Cred Website. password . You can Change your

For future reference, you can login with the following information: password ata Iater date-

Hi Web Site User,

URL: http:/fwrww. URL. edulocation/
Email:  MyName@MyDomain. edu

Password: Password You've Chosen (Can be changed later) To aCtivate yC_)Uf aCCOUnt, CliCk on
the URL provided at the bottom of
Before you will be able to login, you must activate your account. To do so, please click on the following link: the email
http /fwww. URL. eduflocationtobedetermined
Regards,
Site Admin
s Minnesota  College Faculty REGISTRATION PROCESS
:;1*'<. STATE COLLEGES o
M & UNIVERSITIES Salary & Credenllallng System

s You will be taken to a login page
with your email address pre-filled

in. Enter the password you have
R T MRS b Ak S AATEad o e e e o chosen during registration.

If this is your first time here please register.

Welcome to the College Faculty Salary and Credentialing System.

If you forget your password in the

If you've previously created an account, please login below.

* You have successfully activated your account. Please login to continue. f u t u r e 1] C I I C k ﬁ F O r g O
password?06 to initia
password.

Emait:
password: [
Forgot your password?
© 2006 Minnesota State Colleges and Universities
S MineRd e Caligh Facify REGISTRATION PROCESS
’7}&5‘ cunivensiies  Salary & Credentialing System
Home > Personal Profile welcome User (Logout) YOU haV-e now Completed the
MaMen Personal Profile registration process and will be
i nome' « Please verify that all of the information below is correct. bI’OUg ht tO yOUI’ Pel’sona| PrOfI|e
i :’ :" S ation To edit or complete this information please click on the "4 icon. page
# My Forms .
erarouzces View Determination Summary
Lrvet Chanjeessin The next series of screens start

from this page on Page 4.

SEMA4 Employee ID: 1234568 No address has been entered. 3

First Name: Fname

Middle Name: Mname

Last Name: Lname

Email: MyName@MyDomain.edu

Current Colleges L

No current colleges.
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M & UNIVERSITIES

Home > Personal Profile

Main Menu
Home

+ My Information

* My Forms

'* Resources
Logout

College Faculty
Salary & Credentialing System

Welcome User (Logout)

Personal Profile
« Please verify that all of the information below is correct.

To edit or complete this information please click on the rﬂ icon.

View Determination Summary
Change Password

SEMA4 Employee ID: 1234568 S S Y v
First Name: Fname

Middle Name: Mname

Last Name: Lname

Emait: MyName@MyDomain.edu

No current colleges.
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PERSONAL PROFILE

Each time you log in, you will be
brought to your Personal Profile
page to verify your personal
information. You may also change
your password from this screen.

The wrench symbol enables you to
edit the data in that area.

Click on the wrench symbol next to

fiBasic Contact I nfor

BASIC CONTACT INFORMATION

Fill out the Basic Contact
Information as completely as
possible. This information will be
used to serve you with this online
tool.

Select the institution(s) where you
are currently employed. NOTE:
those institutions will need to
confirm your employment in order
for you to proceed to submitting
forms to them.

Save your information before
proceeding to another page.

DETERMINATION SUMMARY

From your Personal Profile page,

you can fAView Determ
Summaryo. This page
the Step, Column, and

Credentialing determinations that

have been made for you based on
submissions you have made using

this online tool.

It also shows the institutions that
have verified your employment
with them.



