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Como deben reportar las horas trabajadas los empleados
clasificados

1. Ingrese a ctclink a través de https://gateway.ctclink.us/

-
& ctelink
WASHINGTON COMMUNITY
AND TECHNICAL COLLEGES

ctcLink ID

Password

[ ] Enable Screen Reader Mode

Do not enable screen reader mode unless you use a
screen reader or other assistive technology, as this
mode changes how ctcLink looks.

Forgot your password? First Time User?

2. Aparecera una pantalla para seleccionar un botén. Seleccione el botén "Seattle Colleges" (universidades de Seattle).

Please click the applicable link for the District of the College.
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https://gateway.ctclink.us/

3. Una vez iniciada la sesion en su portal ctclink, seleccione HCM Self-Service (autoservicio de gestion de capital
humano) para acceder a su pagina de autoservicio como empleado.

OcteLink

My Institution View

SEATTLE COLLEGES

Central- North - South

Your Gateway to ctcLink
|
Student Homepage Weicomes
You have arrived at the ctcLink Gateway for

Washington's community and technical colleges. The
CS Staff Homepage links at the left should get you everywhere you need to
go in ctcLink for your student, faculty or staff online

work. Some of you will have links to applications across
HCM Self-Service the top of the page as well.
Your ID is what drives access to all of these links and

: . : you will have this same ID forever. Whether you attend
Financials Self-Service g )
more than one Washington community college at a
time, work at one or more throughout your career, or
even if you go from student to employee or from
Campus Solutions employee to student, your user ID will never change.

4. Seleccione el botén de “Time” (horas) desde su pagina de autoservicio de empleado.
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5. En la parte superior de la pagina, asegurese de haber seleccionado el trabajo correcto. Parala
mayoria de las personas solo hay un puesto de trabajo, por lo que este cuadro desplegable estara en

gris.
“SelectaJob HOURLY ASSISTANT | ~ I ‘

Enter Time Time Summary Exceptions Report Time
0101121 - 0115121 01101i21 - 01715721 Monday, Jan 11, 2024
——
#Reported 0.00 Mo Time Reporied 0 @ Reported 0.00
@ Scheduled 120.00 ® Scheduled 8.00
o« Report Time
Payable Time Request Absence Cancel Absences

Last Time Period 12116/20 - 12/31/20

Total Hours 0 Hourg lil I
Estimated Gross 0
View Requests Absence Balances CTC Time

[ . |

6. Una vez que haya seleccionado el trabajo correcto, haga clic en el botdn gris "Report Time" (informe
de las horas).

*SelectaJob SPEC, FINANCE & HCM ~

Enter Time Time Summary Exceptions Report Time
0116121 - 01731121 01M6/21 - 01131721 Monday, Jan 25, 2021
Regular
@ Reported 40.00 40,00 ® Reported 0,00
@ Scheduled 80.00 ® Scheduled 8.00
« Report Time
Payable Time Request Absence Cancel Absences

Last Time Period 01/01/21 - 01/15/21
Total Hours 0 Hours |il l
Estimated Gross 0
View Requests Absence Balances CTC Time

| g5 Ll




7. Se le llevard a la pagina para ingresar las horas. Aseglrese de estar en el dia correcto. Si no esta en el
dia correcto, utilice las flechas para navegar entre los dias.

Report Time

4 Menday, Jan 25, 2021 b

w Reported Status

@ Reported 0.00 @ Scheduled 8,00
Submit
“Time Reporting Code - Guantity
* Time Details
Submitted 0 Hours
Comments (0) ¥

Last reported time was on Friday, Jan 22, 2021,

8. Seleccione "Regular" como su “Cédigo de informe de horas (time Reporting Code)”.

Solo seleccione "Suspended Operations" (operaciones suspendidas) si estd informando de las horas
trabajadas durante un periodo en el que la universidad esté cerrada por operaciones suspendidas.

< Time Report Time a Q @ @

4 Monday, Jan 25, 2021 4

w Reported Status

® Reported 0.00 @ Scheduled 8.00
*Time Reporting Code S Quantity
) Time Detat [ —
Submitted 0 Hours Regutar
| Suspended Operations
Comments (0) >

Last reported time was on Friday. Jan 22, 2021

9. Introduzca el nimero total de horas trabajadas ese dia y haga clic en el botén verde “Submit (enviar)”
en la esquina superior derecha.

Report Time

4 Monday, Jan 25, 2021 b

» Reported Status
® Reporied 0.00 @ Scheduled 800

*Time Reporting Code  Regular w Quantity Haurs

¥ Time Details

Submitted 0 Hours

Comments (0) ¥




10. Si termind, puede seleccionar el boton "Time" (hora) en la esquina superior izquierda para volver a la
pagina principal de la hora.

Report Time

1 Monday, Jan 25, 2021 k

» Reported Status

® Repaorted 8.00 @ Scheduled 8.00

*“Time Reporting Code w Quantity EI

» Time Details
Submitted 8,00 Hours

Summary Detall

Regular B.0D Hours

‘Comments (0)



