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WELCOME!

The College Faculty Salary and 

Credentialing System has been 

developed to streamline the 

process of Salary Placement and 

Credentialing submission, review, 

and approval. 

Features include:

INSTRUCTIONS

Under ñResourcesò on the left-side 

menu, you will find an ñInstructionò 

page to help you use this online 

tool. Refer back to these 

instructions at any time. 

Links and FAQs also are provided 

to assist you.

ÅSecure repository for Faculty 

employment, degrees, courses, 

and certifications and licenses 

information.

ÅOnline submission, status 

tracking, and evaluation 

outcomes in one online tool.

ÅStep-by-step form submission 

process with help aids to ensure 

completion and correctness.

ÅBuilt-in reminders for Faculty to 

provide required documentation 

with submissions.
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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. 

Click ñRegisterò.

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 to ñI agree.ò

Click the ñRegisterò button.

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.
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REGISTRATION PROCESS

You will receive a confirmation 

email shortly after registering. This 

confirms your email address and 

password. You can change your 

password at a later date.

To activate your account, click on 

the URL provided at the bottom of 

the email.

REGISTRATION PROCESS

You will be taken to a login page 

with your email address pre-filled 

in. Enter the password you have 

chosen during registration.

If you forget your password in the 

future, click ñForgot your 

password?ò to initiate a new 

password.

REGISTRATION PROCESS

You have now completed the 

registration process and will be 

brought to your Personal Profile 

page. 

The next series of screens start 

from this page on Page 4.
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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 ñView Determination 

Summaryò. This page summarizes 

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.

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 

ñBasic Contact Informationò.


