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Part I - How to Submit a Faculty Salary Equity Review Request 

A faculty member requesting a pay equity adjustment must submit a written request with supporting 

documentation to the Dean and to Compensation Services via the HR/ Payroll Self-Service Portal.  

 

Listed below are the navigation steps: 

1. Navigate to the HR/ Payroll Self-Service Portal (https://rutgers.service-now.com/hrportal) and click “Login 

with NetID.” 

 

2. Click “Service Catalog” on the top menu bar or “Request Service.”  

 

3. Click the “Compensation Services” tile. 

 

  

https://rutgers.service-now.com/hrportal
https://rutgers.service-now.com/hrportal
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4. Click “Faculty Salary Equity Application/Review Request” to begin the submission of the application 

form.  

  

IMPORTANT NOTE:  Prior to submitting your request, be sure that you have all required information and 

documentation prepared, clearly labeled, saved to the device that you are using to submit your request and that 

you are ready to submit your request in its entirety, as you will be unable to save a draft for later submission. 

Navigating away from the request form will require you to restart your request from the beginning. 

 

5. Complete the form by entering information in the listed field boxes.  

• To select a Dean, start typing their name or NetID. A list will be generated, and within the list you will 

see the Dean’s name, NetID, job title and department. Once you find the individual you are looking for, 

click on the name. 

• Click on the arrow button to select your Chancellor’s Office. 

 

6. Continue completing the form by entering information in the listed field boxes.   

• Additional/helpful information is provided by clicking on the question marks that appear throughout the 

application process.   

• If you prefer to upload an attachment detailing the reason for your request, please enter “see attached”  

in the “Please provide a factual statement detailing the reason for this request” field. 

 



Faculty Salary Equity Program User Guide 5 

7. You may upload supporting documentation by clicking on the “Upload” button below and selecting the 

document you wish to submit with your request.  Should you have multiple documents to attach, please 

compress all documents into a single zip file by following the steps below:  

a. Create a folder of all the files you want to add to your zip file 

b. Add in all the documents you want included into that new folder 

c. Right-click on the folder and depending on your operating system click applicable “Compress” feature 

Microsoft Windows = “Compressed (zipped) 
folder” 

 

Apple macOS = “Compress ‘Folder_name’" 
 

 
 

You must upload a copy of your current CV by clicking on the “Required - Upload” button. 

 

 

8. In the next section, you will be asked if you have faculty comparators to submit.  Click on the arrow to 

select “Yes” or “No.”   
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9. If you answer “Yes,” you will be asked to submit as many or as few comparators in support of your request.  

To do so, click on the “Faculty Comparators” field and type the name of your comparator, select the 

appropriate person in the drop down. Repeat this step to select additional comparators.  

You will also be required to provide overall comments on the comparators you entered. If you provided 

comments on your comparators in the uploaded documents, please enter “see attached” in the 

“Comments” field. 

 

10. Select the “Consideration Date” for your application.   

 
 

11. Once done, click the “Submit” button on the right side of the screen (The button will be enabled after you 

have completed all required fields on the application form, including completion of the certification at the 

bottom of the form). 

• If you click the “Submit” button prior to completing all the mandatory fields, an error message will be 

displayed to notify you which fields still need to be filled in.  

o  Below the “Submit” button there will be a list of the required information needed to submit the 

application.  
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12. Upon successful completion of your application for a faculty salary equity review, you will be redirected to a 

confirmation page that will provide your case number and show the current workflow status, along with the 

history of your request. You and the Dean you selected will also receive a notification to your standard 

Rutgers email address to confirm your application was submitted.  

 
 

13. You may check on the status of your case throughout the process.  Navigate to the HR/ Payroll Self-

Service Portal (https://rutgers.service-now.com/hrportal) and login using your NetID and Password. Click 

on the “Cases” tab at the top of the screen.    

 
 

14.  Your case will appear under “My HR Requests”.  You may click on the appropriate case number to view 

the case details, including all information submitted to date.   

 

You may reach out to University Human Resources by going into the case and clicking the “Case 

Comments and History” tab to leave a comment on your case. 

   

https://rutgers.service-now.com/hrportal
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Part II – Faculty Member’s Review of Dean’s Comments 

Once the Dean's written comments in response to the salary equity request are available to review, the faculty 
requestor will receive an email with the subject line “ATTENTION: Review of the Faculty Salary Equity 
Request case [Case #] for [Faculty Requestor’s Name]” to review the Dean’s comments. 

1. Click on the "Faculty member's review of Dean's comments" webform link within the body of the 
email. If you are not already logged into the HR/ Payroll Self-Service Portal (https://rutgers.service-
now.com/hrportal), you will be redirected to the Rutgers CAS page to login with your NetID and 
password.  
 

2. Once you are logged in, the webform page will open where you will be able to review the Dean’s written 
comments and provide your response to the Dean’s review if you choose to do so. 
 

• You may also navigate to the “Faculty member's review of Dean's comments” webform by 
logging into the HR/ Payroll Self-Service Portal, and clicking “To dos” on the top menu bar.  The 
number references the number of cases awaiting your review.   

 
 

• Click on task you want to review, then click the “Faculty member's review of Dean's comments” 
webform link on bottom of the screen to review the Dean’s comments.

 
 

  

https://rutgers.service-now.com/hrportal
https://rutgers.service-now.com/hrportal
https://rutgers.service-now.com/hrportal
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3. Once you are on the webform you will see all the details of the Dean’s review and if you chose to, you 

may submit a response to the Dean's comments. 

a. The Case field shows the associated task and case related to the faculty salary equity 

application. 

i. The task (HRT) number is created for the faculty requestor to provide their response.  

ii. The case (HRC) number refers to the faculty member’s original case number).   

b. The “Deadline” field provides the last day the faculty requestor can review the Dean’s 

comments and submit a response. 

 

 
 

4. Review the details concerning the “Faculty Comparators” on the table to see the Dean’s assessment 

and comments regarding each comparator provided by the Faculty Requestor, as well as any 

comparators added by the Dean.  

• You will also see if the Dean supports or does not support the request, along with their overall 

comments 
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5. If you choose to provide feedback to the Dean, you may enter it on the “Please provide your 

response to the dean’s comments if applicable” field. You may also attach supporting 

documentation for review by clicking on the “Upload” button.

 
 

Should you have multiple documents to attach, please compress all documents into a single zip file by 

following the steps below:  

a. Create a folder of all the files you want to add to your zip file 

b. Add in all the documents you want included into that new folder 

c. Right-click on the folder and depending on your operating system click applicable “Compress” 

feature 

Microsoft Windows = “Compressed (zipped) 
folder” 

 

Apple macOS = “Compress ‘Folder_name’" 
 

 
 

Note: If you choose not to submit a response, please close the webform page when you have finished 

reviewing the Dean’s comments. If, at a later time, and prior to the deadline, you decide to submit a 

response you may do so visiting your “To-dos” page and navigating to the task associated to your Faculty 

Salary Equity Application/ Review Request. 

 

6. Click the “Submit” button on the right side of the screen if you wish to 

provide a response to the Dean.  

• If you click the “Submit” button prior to completing the mandatory 

field(s), an error message will be displayed. 

• IMPORTANT NOTE:  Please be sure to enter all required 

information prior to submitting your response. You will be 

unable to save a draft for later submission. Navigating away 

from the webform will require you to restart your 

review/response from the beginning. 

https://rutgers.service-now.com/hrportal?id=hrm_todos_page

