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When a hiring manager wishes to offer a salary above the
minimum of the salary range to a candidate, the salary must first
be approved by a PSC Consultant.

This requirement applies to both in-scope and out-of-scope, and
both permanent and non-permanent appointments.

See Up in Range Salary Requests on Taskroom for more
information.

While viewing the candidate’s application, select Send
Correspondence from the More Actions drop-down.

Alternatively, click the Send Correspondence icon = by the left
side of More Actions.

Email and From Template are selected by default.

Click Next.

Click Filters to open the filter window. Type “up-in-range” in the
Keyword field and click Apply Filters.

Select the correspondence “Up-In-Range Salary Request” then
click Select Template.
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Click Send when the correspondence is ready to be sent.
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