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IMPORMASYON SA CTCLINK PARA SA SEATTLE COLLEGES

www.seattlecolleges.edu/ctclink

Paano Mag-ulat ng Oras na Iginugol sa Trabaho para Mga
Classified na Empleyado

1. Mag-sign in sa ctcLink sa 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. Madadala ka sa isang screen para pumili ng tile. Piliin ang tile na “Seattle Colleges.”

Please click the applicable link for the District of the College.

m ] NORTH SEATTLE | WM SEATTLE CENTRAL
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https://gateway.ctclink.us/

3. Kapag naka-sign in ka na sa iyong ctcLink Gateway, piliin ang Self-Service para sa HCM para i-access ang iyong page na
Self-Service para sa Empleyado.

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. Piliin ang Tile na “Oras (Time)” mula sa iyong page na Self Service para sa Empleyado
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5. Sa itaas ng page, tiyaking napili ang wastong trabaho. Para sa karamihan ng mga tao, isa lang ang
trabaho kaya magiging naka-grey out ang drop-down na kahong ito.

*SelectaJob HOURLY ASSISTANT | ~ I .

Enter Time
001521 - 011521

& Reported 0.00

@ Scheduled 120,00

Payable Time

Time Summary Exceptions
01101121 - 01115721
Mo Time Repored 0
Request Absence

Last Time Period 1216/20 - 12/31/20

Total Hours 0 Hours

Estimated Gross 0

View Requests

Absence Balances

15

CTC Time

Report Time
Manday, Jan 11, 2021

#Reparted 0.00

® Scheduled B.00

4> Report Time

Cancel Absences

I

6. Kapag napili mo na ang wastong trabaho, I-click ang Grey na Button na “Mag-ulat ng Oras (Report

Time)”
*SelectaJob SPEC, FINANCE & HCM ~
Enter Time Time Summary Exceptions Report Time
01/16/21 - 01731721 01/M6/21 - 01431721 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 - 0115/21

Total Hours 0 Hours

Estimated Gross 0

View Requests

Absence Balances

CTC Time

L]

IR}




7. Dadalhin ka sa page sa paglalagay ng oras. Tiyaking wasto ang araw. Kung hindi wasto ang araw,
gamitin ang mga arrow para mag-navigate sa pagitan ng mga araw.

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. Piliin ang ‘Regular’ bilang iyong “Code sa Pag-uulat ng Oras”.

Piliin lang ang ‘Mga Nasuspindeng Pagpapatakbo’ kung nag-uulat ka ng oras sa trabaho sa isang yugto ng
panahon kung saan sarado ang kolehiyo dahil sa Mga Nasuspindeng Pagpapatakbo.

< Time Report Time

»
Jo
@

4 Monday, Jan 25, 2021 4

w Reported Status

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

Last reported time was on Friday. Jan 22, 2021

9. llagay ang iyong kabuuang tagal ng oras na iginugol sa trabaho sa araw na iyon, at pagkatapos ay i-
click ang berdeng button na “Isumite” sa kanang sulok sa itaas.

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. Kung tapos ka na, puwede mong piliin ang button na “Oras (Time)” sa kaliwang sulok sa itaas para
bumalik sa pangunahing page sa oras.

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)



