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Exception to Designated NewException to Designated New
Hire Rate (DNHR)Hire Rate (DNHR)

A Self-directed Tutorial to Create and
Submit a Request for Exception to DNHR

APT Broad Band Classification & Compensation System

After log in to the system, please click onAfter log in to the system, please click on
“Create” to begin the process“Create” to begin the process

Click “Create”
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GuidelinesGuidelines
• Use the Navigation Menu in the left hand margin to maneuver

through the application

• Ensure that responses are provided to each criteria prior to
clicking on “Continue” or “Submit” button(s)

• Justification/Information provided should be succinct yet
sufficiently descriptive to support the request (see Note)

• Each time the “continue” button is clicked, text for that particular
“page” will be saved.  The user may exit the system at anytime
and may return to complete the request by entering the pertinent
request number

Note:  The requestor should provide sufficient objective information to enable the
appropriate approving authority to make an informed judgment when rendering a
decision on the request.

Complete identifyingComplete identifying
information, scroll downinformation, scroll down
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Complete identifying information,Complete identifying information,
click “Continue” to proceedclick “Continue” to proceed

Click “Continue” to proceed

Note request number, clickNote request number, click
“Continue” to proceed“Continue” to proceed

Click “Continue” to proceed

Request
Number

Note:   Reponses must be provided to each criteria prior to clicking on
“Continue” button to proceed to the next section.

Navigation
Menu
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Program NeedsProgram Needs

If appropriate, certify statement by checking “Yes,”
followed by a click on the “Continue” button.

1)  Check “Yes ” if
appropriate

2) After
responding,
click “Continue”
to proceed

Request ComponentsRequest Components
• The components of the Exception to DNHR request seek to

comply with EEO/AA requirements.

• Programs may be authorized to hire above the DNHR provided
that sufficient information and justification has been provided to
the appropriate approving authority.

• To ensure program compliance, the following response areas
have been identified:

     Program Needs; Position Duties and Responsibilities; Requisite
Knowledge, Skills and Abilities; Requisite Education, Training,
Certification & License; Requisite Work Experience; Requisite
Performance; Demonstrated Professional Competencies; Current
Salary; Internal Salary Comparisons; External Salary Comparisons;
Funding Plan
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Job RequirementsJob Requirements

1)  Check
“Yes” to certify
statement if
appropriate

2)  Provide
appropriate
information

3) After
providing
information,
click
“Continue” to
proceed

Scroll Bar

Qualifications/CharacteristicsQualifications/Characteristics

1)  Provide
appropriate
information

2)  After
providing
information, click
“Continue” to
proceed
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Qualifications/CharacteristicsQualifications/Characteristics

2)  After
providing
information,
click “Continue”
to proceed

1)  Provide
appropriate
information

Qualitative Assessment -Qualitative Assessment -
Complete information, scroll downComplete information, scroll down

Provide
appropriate
information,
scroll down
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Qualitative Assessment - CompleteQualitative Assessment - Complete
information, click “Continue” to proceedinformation, click “Continue” to proceed

1)  Provide appropriate
information

2)  After providing
information, click
“Continue” to
proceed

Qualitative Assessment - CompleteQualitative Assessment - Complete
information, click “Continue” to proceedinformation, click “Continue” to proceed

1)  Provide appropriate
information

2)  After providing
information, click
“Continue” to
proceed
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Qualitative AssessmentQualitative Assessment

1)  Provide
appropriate
information

2)  After
providing
information,
click “Continue”
to proceed

Qualitative AssessmentQualitative Assessment

1)  Provide
appropriate
information2)  Certify

by checking
“Yes” if
appropriate

3)  After providing
information, click
“Continue” to proceed
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Market Comparisons - InternalMarket Comparisons - Internal

Review
Internal
Salary Data
and Scroll
Down

Market Comparisons - InternalMarket Comparisons - Internal
(continued)(continued)

1)  Provide
appropriate
information

2)  After
providing
information,
click “Continue”
to proceed
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Market Comparisons - ExternalMarket Comparisons - External

Provide
appropriate
information
and scroll
down

Market Comparisons -Market Comparisons -
External (continued)External (continued)

1)  Provide
appropriate
information

2)  After
providing
information,
click “Continue”
to proceed
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Program BudgetProgram Budget

1)  Certify
by checking
“Yes” if
appropriate

2) After
certifying, click
“Continue” to
proceed

CertificationCertification

1)  Certify
by checking
here if
appropriate

2) After certifying,
click “Submit” to
send this request
to your Personnel
Representative
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View DNHR RequestView DNHR Request

Click here
for Preview

View DNHR RequestView DNHR Request

Sample Exception to DNHR Request

Click to print
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Thank you for taking the timeThank you for taking the time
to view this on-line self-directedto view this on-line self-directed
tutorial.  Please contact yourtutorial.  Please contact your
departmental personneldepartmental personnel
representative if you have anyrepresentative if you have any
questions or concerns.questions or concerns.


