
College Faculty Salary and Credentialing System 
Setting up a Campus Administrative User (HR or Dean) 
(A 5 Step Process)  
 
 

 
 
Step 1 – Search for the user on the Manage Users page under User Management 



 
 
Step 2. Select View User Profile by clicking on the spyglass.   



 
 
Step 3.  Select a Permissions Group for the administrative user.   
 
A.  Dean, View Only - View completed forms only - by faculty member. 
 
B.  Dean, Credentialing - View forms and act on credentialing forms. 
 
C.  Dean, Salary - View forms and act on salary forms (step placement). 
 
D.  Dean, Salary and Credentialing - View and act on both credentialing and salary 

placement (step placement) forms. 
 
E.  College HR - View and act on both credentialing and salary placement (step 

placement) forms and associate faculty with the institution. 



 
 
Step 4. Click on the back arrow button to return to Manage Users and click on the schoolhouse 
icon to assign the user to your institution.   



 
 
Step 5.  Assign the administrative user to your institution by entering the fields as shown above.  
You are able to select only your institution.  Under Credential Field, select New Program at the 
bottom of the list and enter either HR or Dean in the New Program field as appropriate.  Then 
save.   
 
 
 


