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Introduction
Welcome to the step-by-step guide. This guide is
designed to provide clear and actionable instructions
to help you complete the newly redesigned digital
TPS Additional Compensation Form.

This form is designed to allow employees to track
their additional compensation requests from start to
finish. 



Submitting Your Form

Go to www.torrington.org

Click Faculty & Staff

Select Forms & Resources

Scroll down and click on the banner

https://forms.gle/q13AhB75Ahqgacc18
http://www.torrington.org/
https://www.torrington.org/departments/departments/human-resources/tps-staff-essentials/forms-resources


Complete the Form
Complete the form with all required
information. You will need to be logged into
your Torrington Public Schools gmail
account in order to access this form.

Information you will need:
School Name
Type of Service you Performed (1 service
per form submission)
Dates of Service (you can input up to 10
dates)
Amount of time service was performed
in 15 minute increments (Ex. 1.25 = 1 hour
and 15 minutes)
Amount Due
Additional Information (if applicable)
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Tracking your Request
Once you submit your form, you will see an
email with a receipt of your request. In this
email, you can track, cancel, or edit your
request.
Clicking “Track request” will ask you to sign
in to Form Approvals, and allow you to view
the current status of your request.

*TIP* You can send a reminder
to an approver by clicking on
them and then selecting “Send
reminder” from the Actions
drop -down.EX

AM
PL
E

approver2@torrington.org

approver3@torrington.orgEXA
MP

LE



approver1@torrington.org

*Request for
more information
On occasion, your approver may ask for additional information
about your request. You can edit your original response to include
that requested information straight from the email notification.
Once completed, you can resubmit the form as normal.



You’ve been 
APPROVED!

Once all approvers have accepted your
request, Payroll will complete the form.
You will receive an email indicating that
your request is complete. You should see
the additional payment in your next
paycheck!

For any questions or concerns about
your additional compensation, please
contact the finance department or your
school administrator. For technical
difficulties, please submit a help desk
ticket at www.help.torrington.org

http://help.torrington.org/

