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SALARY STEPS DEFINED 

• Salary steps are increases in salary based on service at 
the NYC DOE or any relevant outside experience. 

• 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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PRE-APPLICATION SUCCESS 
CHECKLIST – REVIEW BEFORE 
APPLYING FOR A SALARY STEP 
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PRE-APPLICATION SUCCESS 
CHECKLIST – REVIEW BEFORE 
APPLYING FOR A SALARY STEP 
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PRE-APPLICATION SUCCESS 
CHECKLIST – REVIEW BEFORE 
APPLYING FOR A SALARY STEP 
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SALARY APPLICATION SYSTEM – 
SIGN IN 
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Step (1): Use your 
DOE User ID and 
PWD to log in. 
*If you have forgotten 
your password simply 
click “Forgot 
Password/Problems 
Logging in?”  
 
Step (2) After you 
have read the Terms 
of Use, click the 
Green box in order 
to enter the 
application! 
 



SALARY STEP – APPLICATION 
SELECTION 
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Step (1): Read the 
information. 
*For additional salary 
information, please 
click on the DOE 
website link provided 
in “blue” to bring you 
to that page. 
 
Step (2): Action is 
required. Click the 
respective application 
you are applying for 
and then click the 
“Start Application” 
button. 



SALARY STEP – PERSONAL 
INFORMATION 
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Button Legend 
Save & Exit = Save as 
Draft 
Continue = Move to 
the Next Screen  
Cancel Application 
= Start from scratch 

1 

2 

3 

1 2 
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Coming Soon! 

Review your personal 
information. 
*If your last name has 
recently changed, 
click www.nyc.gov/ess 
to update your 
information. 
 
Coming Soon – 
Not Available Yet!  
If you would like 
notifications of your 
application sent to 
your personal email, 
you may enter up to 
two email addresses 
on this page. 

http://www.nyc.gov/ess


SALARY STEP – PRIOR EXPERIENCE 
(NYC DOE EMPLOYMENT) 
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Action is required. 
If you have selected 
“Yes” to previous 
NYC DOE 
employment, you 
must indicate the 
type of employment 
you had. 

Button Legend 
Back = Previous 
Screen  
Save & Exit = Save as 
Draft  
Continue = Move to 
the Next Screen  
Cancel Application 
= Start from scratch  

1 

3 

4 

2 

Please read the notes 
carefully.  They will 
provide you with some 
guidance. 

1 2 3 

4 
Jane Doe 



SALARY STEP – PRIOR EXPERIENCE 
(OUTSIDE THE NYC DOE) 
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Button Legend 
Save = After every 
entry  
Cancel = Discard 
Back = Previous 
Screen 
Save & Exit = Save as 
Draft  
Continue = Move to 
the Next Screen  
Cancel Application 
= Start from scratch 

Step (1): Action is 
required. Please 
select “Yes” or 
“No” regarding 
teaching experience 
outside of the NYC 
DOE. 
*You must supply 
supporting 
documents to submit 
the application. 
Step (2): If you have 
selected “Yes” 
complete the online 
form. 

1 
2 

3 

4 

5 

6 

 

Please read the notes 
carefully.  They will 
provide you with some 
guidance. 

6 
Jane Doe 

1 2 

3 4 5 



SALARY STEP – PRIOR EXPERIENCE 
(OUTSIDE THE NYC DOE) 
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Enter as many 
teaching experience 
details that you have 
supporting 
documentation for 
by clicking the 
“+Add” button.   
*You must supply 
supporting 
documents to 
submit the 
application. 

Button Legend 
Back = Previous 
Screen  
Save & Exit = Save as 
Draft 
Continue = Move to 
the Next Screen 
Cancel Application 
= Start from scratch 
Edit = Modify 
information 
Delete = Erase the 
record 

1 

2 

3 

4 

5 

6 

Please read the notes 
carefully.  They will 
provide you with some 
guidance. 

1 2 3 

4 

5 6 



SALARY STEP – PRIOR EXPERIENCE 
(MILITARY SERVICE) 
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Action is 
required. Please 
select “Yes” or 
“No” if you have 
ever served in the 
military. 
Enter as many 
military service 
details that you 
have supporting 
documentation for 
by clicking the 
“+Add” button.   
*You must supply 
supporting 
documents to 
submit the 
application. 

1 2 3 

4 

6 5 



SALARY STEP – PRIOR EXPERIENCE 
(NON-TEACHING WORK) 
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Step (1): 
Action is 
required. 
Please select 
“Yes” or “No” 
regarding non- 
teaching 
experience. 
*You must 
supply 
supporting 
documents to 
submit the 
application. 
Step (2): If you 
have selected 
“Yes” complete 
the online form. 

Please read the notes 
carefully.  They will 
provide you with some 
guidance. 

1 2 3 4 5 
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SALARY STEP – PRIOR EXPERIENCE 
(NON-TEACHING WORK) 
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Enter as many non- 
teaching 
experience details 
that you have 
supporting 
documentation for 
by clicking the 
“+Add” button.   
*You must supply 
supporting 
documents to 
submit the 
application. 

 

Please read the notes 
carefully.  They will 
provide you with some 
guidance. 

1 2 3 

4 

5 
6 



SALARY STEP – PRIOR EXPERIENCE 
(COLLEGE/UNIVERSITY TEACHING) 
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Step (1): 
Action is 
required. 
Please select 
“Yes” or “No” 
regarding 
college/university 
experience. 
*You must 
supply 
supporting 
documents to 
submit the 
application. 
Step (2): If you 
have selected 
“Yes” complete 
the online form. 

3 4 5 

Please read the notes 
carefully.  They will 
provide you with some 
guidance. 

1 2 

6 



SALARY STEP – PRIOR EXPERIENCE 
(COLLEGE/UNIVERSITY TEACHING) 
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Enter as many 
college/university 
experience 
details that you 
have supporting 
documentation 
for by clicking 
the “+Add” 
button.   
*You must 
supply supporting 
documents to 
submit the 
application. 

Please read the notes 
carefully.  They will 
provide you with some 
guidance. 

1 2 3 

4 

5 6 



SALARY STEP – DOCUMENTS 
(UPLOAD SUPPORTING DOCUMENTS) 
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Action is 
required. You 
must upload the 
supporting 
experience 
documents before 
you can submit 
your application.  
Select all 
supporting 
document boxes 
that apply.  Once 
you select the 
documents, you 
will be asked to 
upload each of 
them. 

1 2 3 

4 



SALARY STEP –  DOCUMENTS 
(UPLOAD SUPPORTING DOCUMENTS) 
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File Selection 
and Upload 
Steps 
Step (1): Click 
Browse 
Step (2): Type 
the file name 
(Allowable 
file formats 
are: pdf, png, 
ipg, or jpeg) 
Step (3): Click 
Open 
Step (4): Click 
Upload 

1 

2 
3 

4 



SALARY STEP – DOCUMENTS 
(UPLOAD SUPPORTING DOCUMENTS) 
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You must click 
the blue 
“Confirm” 
button, once you 
have selected the 
correct file which 
has all the 
required 
information. 

Work Experience  



SALARY STEP – DOCUMENTS 
(UPLOAD SUPPORTING DOCUMENTS) 
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In order to 
“Continue” to the 
next page, the 
“Status” of “                
“ must appear in each 
area you provided 
information. 

 

4 

1 2 3 



SALARY STEP – SIGNATURE 
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Button Legend 
Back = Previous 
Screen  
Save & Exit = Save 
as Draft  
Submit = 
Application 
Submission 
Cancel Application 
= Start from scratch  

1 

2 

3 

4 

IMPORTANT: Please ensure you have thoroughly 
and accurately entered all of your application 
information before checking the box and 
confirming application submission. 

4 

1 2 3 



SALARY STEP – APPLICATION 
SUBMISSION AND CONFIRMATION 
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Once you have 
submitted your 
application, you will 
be provided with an 
application tracking 
number confirming  
your application 
submission.  You 
can also view and 
print your 
application. 

Jdoe 



SALARY STEP – HISTORY & 
CERTIFICATES AND HOME  
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Important:  When you log in and click 
“History and Certificates,” you can 
see your: 
• Application 
• Submission Date 
• Tracking Number 
• Status 
You can also view and print your 
application. 

Note: The “Home” page 
will inform you whether 
you are eligible to submit 
a salary application. 

Salary Step Certificate Salary Step 

Look for the “Sign Out" option 
near the top-right section of the 
browser window, it is located in 
a drop-down menu under your 
account page or under your 
name. 
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