PR COMPENSATION CONCERN WORKSHEETS

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

Submit your compensation concern worksheet by September 8% 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.
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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.



PR COMPENSATION CONCERN WORKSHEETS

Click the Open button.

TM Process: PR COMPENSATION CONCERN WORKSHEET w5
Employee: | CLEVEGROO0O |CLEVELAND, GROVER S IF YOU HAVE QUESTIONS REGARDING YOUR ANNUAL SALARY AND/OR BENEFIT
: DEDUCTIONS, PLEASE COMPLETE THE COMPENSATION CONCERN WORKSHEET.

1. General COMPENSATION

PLEASE COMPLETE THE COMPENSATION CONCERN WORKSHEET TO SUBMIT A QUESTION OR CONCERN RELATED TO YOUR SALARY, CONCERN FORM

STIPENDS, CHECK HISTORY, OR BENEFIT DEDUCTIONS. CLICK THE "OPEN" BUTTON BELOW TO GET STARTED. 1 G !
. enera

Custom Forms 2. Notes
Custom Profile ~ COMPENSATION CONCERN WORKSHEET COMPENSATION CONCERN WORKSHEET Open 3.  Attachments

4. Close Process

Step 1 of 4

Next
Process History

Save and Finish Later

Reassign Task



PR COMPENSATION CONCERN WORKSHEETS

Complete the following fields on the form:

e Position with EMS ISD
¢ Contact phone numbers
e Description of concern

COMPENSATION CONCERN WORKSHEET I ]
Save
Name: CLEVELAND, GROVER 8.  Employee Type: TUTOR  Building Code: 999 Sa;;”“
Back
EAGLE MOUNTAIN
SAGINAW ISD ) EMS ISD
Fostoving a Culture of Excellence Compensation Concern Worksheet
Name: GROVER S CLEVELAND Position: |Teacher
Phone (W): PhoneH:| | Phone (C):

Description of Concern:
My matrix step should be step 5. All service records have been received by HR.

Payroll & HR Office Use Only Below This Line

Disposition/Resolution:

Reviewed By: Area of Concern (Required):

Date Completed and Employee Notified:

Compensation Concern Worksheet Revised 08/13/2021

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



PR COMPENSATION CONCERN WORKSHEETS

Click the Next button.

TM Process: PR COMPENSATION CONCERN WORKSHEET

Employee: CLEVEGROO000 |CLEVELAND, GROVER S

[ RS

IF YOU HAVE QUESTIONS REGARDING YOUR ANNUAL SALARY AND/OR BENEFIT
DEDUCTIONS, PLEASE COMPLETE THE COMPENSATION CONCERN WORKSHEET.

1. General COMPENSATION
PLEASE COMPLETE THE COMPENSATION CONCERN WORKSHEET TO SUBMIT A QUESTION OR CONCERN RELATED TO YOUR SALARY, CONCERN FORM
STIPENDS, CHECK HISTORY, OR BENEFIT DEDUCTIONS. CLICK THE "OPEN" BUTTON BELOW TO GET STARTED. L e |

. enera
Custom Forms 5. Notes
Custom Profile  COMPENSATION CONCERN WORKSHEET COMPENSATION CONCERN WORKSHEET Open 3. Attachments
4, Close Process
Step 1 of 4

| Next |

Process History

Save and Finish Later
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PR COMPENSATION CONCERN WORKSHEETS

Click the Next button.

TM Process: PR COMPENSATION CONCERN WORKSHEET [ IR~

Employee: | CLEVEGRO000 | CLEVELAND, GROVER S IF YOU HAVE QUESTIONS REGARDING YOUR ANNUAL SALARY AND/OR BENEFIT
: DEDUCTIONS, PLEASE COMPLETE THE COMPENSATION CONCERN WORKSHEET.

COMPENSATION
CONCERN FORM

1. General

2. Notes

2. Notes
There are no records to display; check your filter settings.
& Attachments

4. Close Process

Step 2 of 4

Previous Next
Process History

Save and Finish Later

0 records displayed
Reassign Task

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



PR COMPENSATION CONCERN WORKSHEETS

Click the Next button.

TM Process: PR COMPENSATION CONCERN WORKSHEET MmO S
Employee: | CLEVEGRO000 |CLEVELAND, GROVER S IF YOU HAVE QUESTIONS REGARDING YOUR ANNUAL SALARY AND/OR BENEFIT
£ DEDUCTIONS, PLEASE COMPLETE THE COMPENSATION CONCERN WORKSHEET.
3. Attachments COMPENSATION
CONCERN FORM
Add
1. General
Description a Step Inputted File Date Modified 2 Notes
There are no records to display; check your filter settings.
3.  Attachments
4 Close Process
2
0 records displayed Step 3 of 4

Previous | Next

Process History

Save and Finish Later

Reassign Task

You may add an attachment by clicking the Add button. Attachments are optional.



PR COMPENSATION CONCERN WORKSHEETS

Click “Submit Compensation Concern” button to submit your form and have it
reviewed. You will receive a confirmation email once you submit your form.

TM Process: PR COMPENSATION CONCERN WORKSHEET LR~

Employee: CLEVEGROOOD CLEVELAND, GROVER S IF YOU HAVE QUESTIONS REGARDING YOUR ANNUAL SALARY AND/OR BENEFIT
’ DEDUCTIONS, PLEASE COMPLETE THE COMPENSATION CONCERN WORKSHEET.

4. Choose Next Task COMPENSATION
Select the Next Task CONCERN FORM
Select the button below to create the Next Task: 1. General
SUBMIT COMPENSATION CONCERN 28 Notes

(BRUBAKER, HEATHER MASON)
2k Attachments

4.  Choose Next Task

Step 4 of 4

Previous
Process History

Save and Finish Later

Reassign Task



PR COMPENSATION CONCERN WORKSHEETS

Instructions for turning on task widgets
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Turn on Task Widgets.
Click the Select Widgets hyperlink.



PR COMPENSATION CONCERN WORKSHEETS
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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.



