
Accelerated Increments- Professional and Academic Staff

Supervisor Staff MemberDelegate

Supervisor to login to E-
Form and select the 

Accelerated Increment form

Select the staff member and 
their position from the drop 

down boxes

As a Supervisor 
you will be 
provided with a 
drop down list of 
all staff that report 
to you.

Select current 
PDR rating?

Does not 
meet

 expectations

Supervisor considers 
payment of an Accelerated 

Increment IAW 
ANUP_000619

Some employees have 
more than one job 
record. This 
information allows the 
supervisor to confirm 
they have selected the 
right recordChose the effective date for 

the accelerated increment, 
and press the arrow button 

to the next page.

Chose the salary step that 
the applicant is to move to

Outstanding

If the request is for 
movement greater 
than one step, you will 
need to provide a 
business case to 
justify the request, 
and it will be sent to 
DHR for approval.  

In accordance with 
ANUP_000619 Incremental 

increases and payment of salary- 
this application does not meet 
the criteria for an Accelerated 

Increment payment.

Upload current PDR to 
support the application

Select Delegate from drop 
down list

Submit request.
Request is sent to Delegate 

for approval

Receives Notification that a 
request requires action

Action taken?

Application is approved, 
notification sent to 
Supervisor and Staff 

Member

Approve

Log in to E-Forms and 
review request

Document further 
information required and 

send form back to 
supervisor

Provide justification for 
declining the application. 
Notification is sent to the 

Supervisor advising of 
outcome

Further information 
required

Declined

Receive notification that 
request has been approved/

declined and advise staff 
member

Receive notification that 
request has been approved

End

Intelledox will return a 
list of Delegates from 
the Delegations 
System.

Where a request is 
greater than one step, 
or has an SoE rating of 
 Meets Expectations  
DHR will be the only 
delegate option 
available

Provide additional 
information

As a Supervisor you are 
responsible for advising the 

staff member when an 
application has been declined. 

The staff member will NOT 
receive an automated 

response from Intelledox.

End

Question

Process Step Task

Request

Consider 
application

Decline

Approval

Legend

Upload 
document
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Academic Payments/Loadings- Academic Staff

Supervisor Staff MemberDelegate

Supervisor to login to E-
Form and select the 

Accelerated Increment form

Select the staff member and 
their position from the drop 

down boxes

As a Supervisor 
you will be 
provided with a 
drop down list of 
all staff that report 
to you.

Supervisor considers 
payment of an Accelerated 
Increments/Salary Loadings

Some employees have 
more than one job 
record. This 
information allows the 
supervisor to confirm 
they have selected the 
right recordChose the effective date for 

the payment type and press 
the arrow button to the next 

page.

Chose the type of academic 
payment that the applicant 

is eligible for

Select Delegate from drop 
down list

Submit request.
Request is sent to Delegate 

for approval

Receives Notification that a 
request requires action

Action taken?

Application is approved, 
notification sent to 
Supervisor and Staff 

Member

Approve

Log in to E-Forms and 
review request

Document further 
information required and 

send form back to 
supervisor

Provide justification for 
declining the application. 
Notification is sent to the 

Supervisor advising of 
outcome

Further information 
required

Declined

Receive notification that 
request has been approved/

declined and advise staff 
member

Receive notification that 
request has been approved

Intelledox will return a 
list of Delegates from 
the Delegations 
System.

Provide additional 
information

As a Supervisor you are 
responsible for advising the 

staff member when an 
application has been declined. 

The staff member will NOT 
receive an automated 

response from Intelledox.

End

Question

Process Step Task

Request

Consider 
application

Decline

Approval

Legend

Upload 
document

Upload supporting 
documentation or provide 

brief justification for 
payment
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