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Faculty Contract Info Page

Faculty who are scheduled to teach on a part-time basis (Part-
Time, Priority Hire Part-Time, and Moonlight) will receive their

contract “paperwork” through ctcLink.
Student Services Center

1. Atthe Gateway page, click on the Faculty Center link. e

HCM Self-Service

2. When you arrive at the Faculty
. ... Faculty Center ~
Center, click on the Contract Info Financlals Self-Service
link on the left side of the page. My Schedule
Class Roster CEI‘I‘lpUS Solutions
3. Whenyou arrive at the Contract )\ CraceRoser
Info pz?\ge you will s.ee the . Z:::gzeuzcmmn Seat,
following information regarding ;
d. f \ Search i
any pending contract for you. Selact dispiay option
© Show All
Contract Info \
= View FERPA Statement
Contract Info
1-10f 1 j
Term Contract Number g:::::m Date Contract Type Contract Description g::::::c‘ g:;:’ t::; g:::g: d View Contract
2207 12/18/2020 l MLT Moonlight l
The grid symbol allows for some Contract type and description are Click here to view
options regarding the contract list. displayed here:  PT = Part-Time your contract.
/ MLT = Moonlight
Cact Info 4. The contract list options available are:
, Q e Personalize: Here you have options regarding which columns are
‘ Personalize visible, the order of the columns, and how the list is sorted.
| e Zoom Contract Info: Just what it says, it will enlarge the list.
Zoom Contract Info . . .
e Download ... to Excel: This will extract the contract list and
Download Contract Info Table to Excel download the data to an Excel file that can be printed or can be
copied to an Excel sheet.

5. Click on View Contract in the lower right corner of the section in
order to take you to the Contract Information page.
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6. Inthe upper section of the Contract Information page, you will find the following:
Contract Information
Empl ID: Contract Type: MLT  Moonlight
Ar.aﬁerrlir. WADG3 Morth Seattle College Contract Number:
Institution:
Term: 2207 FALL 2020 Contract Generatiory/Date: 09/08/2020
Address: 9600 College V¥ay Morth Contract Begin Djte: 09/29/2020
Seattle WA 98103-3514 Contract End Dfate: 12/31/2020
. \ 7/ |
NOte' YO?’ shoulfz’ verify the Employee ID and Name. Contract type Contract Dates
information at right:
7. Inthe middle portion of the Contract Information page is additional detailed information on the contract:
Classes
Class Nbr | Subject | Catalog Nbr | Course Title ﬁg::;acted Time I::;:r':‘g Start Date | End Date ICode g::lr:ngs |Cnrr|boCocle Department ;:t:“l Raviicr FTE %
15615  |BUS  |124 g:;;‘;’ 55.00 09/29/2020 | 12/31/2020 PTF “00020?333 98630 33.333
Comment
i
This is course specific information This shows the The earnings This is the amount of
such as Course Number, Course ID projected teaching code for faculty the contract and the
and Course Title. hours in the contract. is generally PTF. percent of FTEs.
8. The lower portion of the Contract Information page, shown
at r|ght’ g|ves a breakdown on how the payments will be Total Contract Amount: Contracted Hours: 55.00
distributed across your pay periods. Typically, this will show Number Of Payments: 7 FTE %: et
equal amounts for each period. Payment Information
9. In order to accept your contract, fill in your initials. P |y

/

Disclaimer

Date: 12/18/2020

Accept

eturn

By signing below | agree to the terms of this contract as outlined if AFT Contract.

Initials:

bg

Reject

/
and click on Accept. You will then be given an option to verify

and print your acceptance.

Important! If there is an issue with your contract, please contact
your division office support staff before deciding to reject.
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