
PR COMPENSATION CONCERN WORKSHEETS 

Complete the PR Compensation Concern Worksheet using the steps outlined below. 

Submit your compensation concern worksheet by September 8th for September payroll 

adjustments. Forms received after that date will be corrected on the October payroll. If 

you need further assistance with task widgets or completing the form, please contact 

Sarah Partain, spartain@ems-isd.net. 

 

In the Task Processes window click the PR Compensation Concern Worksheet hyperlink. 

If you do not have access to the Task Processes window click here to add it to your 

home page. 

  

Submit your 

compensation 

concern worksheet 

by September 8th. 



PR COMPENSATION CONCERN WORKSHEETS 

Click the Open button. 

 

  



PR COMPENSATION CONCERN WORKSHEETS 

Complete the following fields on the form: 

• Position with EMS ISD 

• Contact phone numbers 

• Description of concern 

 

Once complete, click Save to save and close the form. Click Save and Print to save 

and print the form. 
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Click the Next button. 
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Click the Next button. 

 

You may enter a note by clicking the Add button. Notes are optional. 
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Click the Next button. 

 

You may add an attachment by clicking the Add button. Attachments are optional. 
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Click “Submit Compensation Concern” button to submit your form and have it 

reviewed. You will receive a confirmation email once you submit your form. 
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Instructions for turning on task widgets

 

Turn on Task Widgets. 

Click the Select Widgets hyperlink. 
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Select Task Manager – this displays tasks that are pending action by you. 

Select Task Processes – starting point for a task. 

Click the Save button. 

Click here to return to the beginning of the instructions. 


