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0 Get started

UNIVERSITY OF

CALGARY

Following your submission of your Intent to Apply for a salary anomaly, People and Culture will create a case for your

application in Academic Portfolio.
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University of Calgary Welcome to Academic Portfolio
<https://cdn.interfolio.com/production/institutions/logos/30258.png?t
VIEW CASE <http://click.interfolio.com/track/click/30087966/apply.interf]

€2 Reply 2 Reply All S Forward G5 IM

University of Calgary <noreply@interfolio.com>
Case Available

From your email

Once your case is created, you will receive an email from University of Calgary

< noreply@Iinterfolio.com > saying “The University of Calgary has initiated a review
on your behalf.” You will access this case to submit your documentation, or
“packet,” for the current review cycle. To access your case in Academic Portfolio,
click the View Case button in the email or navigate to the MyUCalgary portal.
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From Your Packets, click appropriate packet.
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o Prepare

Click the View Instructions button to see guidance on
required documents as well as helpful information.
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) Review

Below you will find an overview of the packet requirements outlined by your institution. This page will be updated as

The first tab, Overview, has three sections:
* Candidate Documents lists the three
required documents— Sﬁrldid:te f:qd"ifei’ :‘03"'"8"‘3
* Letter of rationale that clearly

you make progress toward your packet. To learn more, read the Candidate's Packet Guide

describes the perceived salary Lo L
anomaly, including the applicant’s @ Letterofrtioncle e
. . ) CV at time of hire 1 required
concerns, supporting rationale, and !
@ salary Anomaly Application form 0 required

any relevant market conditions at
the time of hire.

* CV at time of hire

* Salary Anomaly Application Form

This upload
procedure is the

Add Letter of rationale same for all of the

o Add documents Hreaurea document types
CHBDBEEI'ISHR ||Sted |n the

To upload documents: it TST——— Overview tab.
* If inthe Overview tab, click the Edit button. ‘
* If inthe Packet tab, click the Add button. B a @
1. Click the Add New File tab. Drag & Drop your files anywhere or
2. Click the Browse to Upload and navigate to _
your files in Windows Explorer — OR —drag a
file from its current location into this window.
3. When the file name displays in the field, click I Letter of Rationale.docx Success %
the Add button to upload. Please note, it may

take a few minutes to complete the upload. System confirms
4. Lastly, click the Fill Out Form button and upload with
complete the online application form. message: Success.

Salary Anomaly Application form 0 required questions, I

0 Submit report

BEFORE: Preview what reviewers will see. The
Preview function lists the titles of your documents
in a sidebar. O © ExpandAll @ Collap

Click the Preview button to view.
— p Note: Ensure all documents are
loaded properly before you click on
the Submit button.
© ,

1. Click the Packet tab. ~ ¥ Candidate required documents Preview w
[rrowew ] y

2. Click the Submit button. Not Yet Submitted
Warning! Your submission is locked after the
Confirm
n eXt Ste p N The section is new available to the appropriate commiise members for review.
You cannot edit the documents and forms within a section once it has been
3. ClICk Yes to confirm. NOte the SECTION suhkmitted, :n admir:slramrwwl\need to un\ock;he sehctinn in nr\::erf:rdynum
make any changes. Are you sure you want to submit the section Candidate
SUCCESSFULLY COMPLETED message. Documents at s ine? o Confirms
submission
AFTER: See what you submitted. Click View on the ——
Overview tab to see previous submissions. Candidate required documents
Submitted

For assistance, please contact People and Culture at hracadem@ucalgary.ca.
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