
Manager Self Service - Change
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Note, Line Managers have access to
request to change the salary for any
Student Employees, but should seek out
their HCM Department Manager to request
to make changes to staff salary.

Click 'Next' to continue making changes
to a Student Employee Salary.
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Click 'My Team'
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Click 'My Team'
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In this field, Click '...' for the student
employee whose salary you would like to
change.
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In this field, click 'Change Salary'
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Complete these fields.
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Click 'Continue'
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Click 'Continue'
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Enter any comments related to this salary
change, and/or upload any supporting
documents.

If you have no comments or documents to upload,
click 'Next'
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Once you are satisfied with your changes,
click 'Submit'

Alternatively, if you wish to discard your
changes, you can click 'Cancel'
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NOTE: This request will need to be approved by your HCM

Department manager. They will receive a bell notification

requesting approval.

To view this walkthrough again, search 'Manage Salary' in BlueSky

Help.

powered by 


