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THE GRANTING OF SALARY 

DIFFERENTIALS AND STEPS IS NOT AN 

AUTOMATIC PROCESS!

YOU MUST APPLY FOR BOTH SALARY DIFFERENTIALS AND STEPS IN 

ORDER TO BE PLACED ON THE CORRECT SALARY SCALE BASED ON YOUR 

QUALIFICATIONS!
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What are SALARY DIFFERENTIALS ?

• A salary differential is an incremental increase in salary based on academic credit, coursework, or degrees earned 

beyond your bachelor’s degree.

• For example, you may receive a differential once you achieve any of the following:

1. FIRST-30 Credits above and beyond the Bachelor’s degree requirements. This differential is commonly referred 

to as the, 1st Differential.

2. PROMOTIONAL-Master’s Degree or 36 credits beyond baccalaureate in an area of specialization (commonly 

known as the -- Promotional Differential.)

3. INTERMEDIATE- (without Area of Specialization)-60 Credits above and beyond the baccalaureate degree. 

This level is commonly known as the -- Intermediate Differential.)

4. INTERMEDIATE- (with Area of Specialization)-60 Credits above and beyond the baccalaureate (can include 

credits towards the Master degree and excess credits, not used towards degree requirements, from undergraduate 

program.   This level is also known as the -- Intermediate Differential.)

5. SECOND-Master’s and Baccalaureate Degrees plus additional 30 credits (commonly known as the – Second 

Differential.)

For further information on each differential, click on the link below:

http://schools.nyc.gov/Offices/DHR/TeacherPrincipalSchoolProfessionals/Salary/Salary+Differential+Eligibility.htm

http://schools.nyc.gov/Offices/DHR/TeacherPrincipalSchoolProfessionals/Salary/Salary+Differential+Eligibility.htm


Let’s get started:

3

Log in for 

teacher/teacher 

line employees

http://10.2.27.26/payrollportalweb/Main.aspx
http://10.2.27.26/payrollportalweb/Main.aspx
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Click OK
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Select 
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Click on which application 

you would like to submit 

(i.e. Salary Differential or 

Salary Step)

Enter your social 

security number,

Then click “Validate.”
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You must click 

“continue”.
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Be sure to select your

correct title from the drop

down menu.
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Please supply an email

address that you use 

frequently. This is the email 

address we will use to notify 

you of the your status or any 

questions we may have.



10

Click “Add Educational 

Information” To enter your 

degrees and credits.
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Bachelor’s 

Degree

Information must 

be added first!!
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Click “Add Educational 

Information”

to add each additional record.
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Be sure to include all 

information required to 

qualify for each differential.
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This information will 

be auto-saved for 

future applications!
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*Click on the differential

That corresponds to the 

information you have 

provided  in “section B”.

*Click on the ? To get

the requirements for the

Differential you are applying 

for.
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Check the declaration box. 

This serves as  your “e-

signature "and is required to 

submit your application.

Click “continue” to submit the 

application.
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You will be 

prompted to 

“review” your 

information before 

you submit your 

application. Click 

“Yes” to submit or 

“No” to review or 

edit.
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A copy of your application will

appear. Please make 2 copies, 

one for your records and one 

to submit as a cover sheet with 

your transcripts.
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Salary Differential FAQ’s

 Who can apply for a salary differential?

 When should I apply for a salary differential?

 When do I qualify for a salary differential?

 Other than approved college/university courses, what other 
types of courses qualify for the salary differential?

 Is there any limit to the number of alternate forms of credit I 
can apply toward my differential?

 How do I apply for a salary differential?

 What if I am eligible for several differentials at once?  Do I 
need to submit a separate application for each differential?

 What documentation will I need to submit with my 
application?

 How long will it take to process my application?

 How do I read my salary differential certificate?

 What if I receive my salary differential certificate but don’t 
receive an increase in pay?  

 Is there any limit to the number of differentials I can earn?

 Will I be entitled to retroactive pay?

 Who do I contact if I have additional questions about salary 
differentials?

The answers to these questions can be found on the following link:

http://schools.nyc.gov/Offices/DHR/TeacherPrincipalSchoolProfessionals/Salary/Salary+Differential+FAQ.htm



Now we can move on to filing your Salary 

Step Placement Application!
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What are Salary Steps?

Salary step placement is based on previous, paid, full-time teaching experience and/or 

related non-teaching experience. 

• All appointed teachers and appointed school-based-staff are assigned a salary step and 

an equate date. Twice each year, these individuals will automatically advance to the 

next salary step—once on his/her equate date and again every March.

• Non-appointed teachers and non-appointed school-based staff advance to the next 

salary step after 85 days worked, up to a maximum of step 4A.
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When should I apply for Salary Step Placement

***All newly hired teachers and school-based staff reports their prior work 

experience in their online application (TSN) for employment***  

• This information will be automatically sent to the new on-line salary step application via the 

payroll portal.  

• When you are notified that you have been selected for a position, you will be asked to go the 

payroll portal and review/edit the information that has been pre-populated on the form. 

• You MUST review/edit and submit your Salary Step application within six (6) months of your 

appointment (i.e. if your appointment date is 9/5/15, you have until 3/31/16 to apply without 

losing retroactivity). *Applications filed after six (6) months are not eligible for retroactivity.

• If you do not validate the form, the Office of Salary Services will validate on your behalf.

• If no previous work experience has been entered, you will automatically be placed on Salary 

Step 1A and granted an equate date that coincides with your first day of employment.
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Let’s get started:

Log in for teacher/

teacher line employees
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Click OK
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Select
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Click here to open 

application for 

editing.
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Please supply an email 

address that you use 

frequently. This is the 

email address we will use 

to notify you of the your 

status or any questions we 

may have.
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Check the boxes that reflect

your prior experience.

*Note the headings that

appear and fill in your experience 

accordingly.

Click the “+” button to 

add an employer.
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Fill out the information

and click the “Add” button

to save.
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Saved information

Looks like this.

***If you have additional

employers to add, click

the “+” button and repeat

the steps for each one.
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Be sure to check the 

“Applicant’s Declaration” box.

Then scroll down and click

“Continue.”
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Click Yes
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Click OK
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At this point, you may 

print a copy of your 

application for your 

records.
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Salary Step Placement FAQ’s

•What is a salary step?

•Who can apply for a salary step?

•When should I apply for a salary step?

•What type of prior professional experience qualifies 

for a salary step increase?

•How do I apply for a salary step?

•How many years of initial credit am I eligible for?

•What is an equate date?

•How is my prior work experience verified?

•Do I need to apply every year for salary step 

placement?

•How long will it take for my application to be 

processed?

•What happens after I reach the maximum salary 

step?

•How long will it take for my application to be 

processed?

•Do I need to apply every year for salary step 

placement?

•How do I read my salary step certificate?

•What if I receive my salary step certificate but don’t 

receive an increase in pay?

•How is my salary step affected if I fail to meet 

licensing requirements?

•Who do I contact if I have additional questions about 

salary steps?

The answers to these questions are found at the following link:

http://schools.nyc.gov/Offices/DHR/TeacherPrincipalSchoolProfessionals/Salary/Salary+Step+FAQ.htm


