
  1.  Visit https://mingle.mcpsmd.org/infor to access the 
Salary Supplement Verification Forms log-in screen. 
You must use the current version of the Chrome 
browser.

  2.  Log in using your Outlook username and password.

  3.  Under Assignment Verification, located in the blue  
area on the left side of the screen, select MH70-
Salary Supp Menu.

  4.  If the menu is already displaying your location,  
continue to Step 5. If your location is not displayed:

• Type your location number in the location code  
box, or use the drop down (by clicking the 
arrow to the right of the location code box) to 
select your school.  

• Click ? Inquire at the top of the screen.

  5.    Click on SEL, next to Verification of Department 
Size.

A new screen opens with a list of your school’s 
resource teachers on the left side of the screen and a 
list of school staff on the right.

  6.  Click on the box in the upper right corner of the 
screen to maximize your screen.

  7.  Click the name of the first resource teacher on the 
left.

His or her location, job code, and subject area will  
appear just above the Resource Teacher List. 
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  8.  Select each staff member assigned to the selected  
resource teacher’s department by scrolling down to  
the staff member’s name and clicking the box at the  
far right of the name under the Select column. You  
may assign a staff member to a maximum of two  
resource teachers. In the same manner, be sure to  
also select the resource teacher’s own name. 

The system requires that a minimum of one staff  
member be selected per resource teacher.  

  9.  Click Save to save your selections, then click OK to  
confirm your selections. You can assign all of the  
staff members in one sitting, or click Save and return  
later to finish or make changes (until the deadline  
date). 

10.  Click the Refresh button in the upper left corner 
to view the total number of selections made for each  
resource teacher, or simply click on another resource  
teacher in the list.

11.  Repeat steps 8 through 10 for each resource teacher.

Employee & Retiree Service Center
Salary Supplement Verification Forms 

Verification of Department Size
instructions for completing online form (continued)

2



12.  To view and print your Department Size Verification 
Report (resource teachers’ staff roster), simply click 
on the Print Preview button located in the blue box 
on the left side of the screen just above the school 
location.

Click on the Print button in the upper left corner. 
You will be prompted to change your preference 
to landscape to ensure your printout captures each 
column of text in the report.

  To return to the Verification of Department Size 
screen, click the X in the upper right corner of the 
Print Preview screen.

13.  Once you have completed making your selections 
and are ready to approve the list, click Release. In 
the release state, no changes can be made; however, 
you can click on Unrelease to make further changes 
up until the deadline date.

14. To exit:

• To return to the main menu and select another 
option, click on Back. Or, click on Log out to 
exit the system.

• Click on the X in the upper right corner to  
close the browser.
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