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Cach bao cao thoi gian lam viéc cho nhan vién dwogc phan loai

1. Pang nhap vao ctclink theo dia chi https://gateway.ctclink.us/

G 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? Eirst Time User?

2. Ban s& dugc chuyén dén mdt man hinh dé lya chon mot 6. Chon 6 “Seattle Colleges”.

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

3. Khi d3 dang nhap vao ctcLink Gateway, chon HCM Self-Service dé truy cip trang Tu phuc vu cho nhan vién cda ban.

O ctcLink

My Institution View
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Your Gateway to ctcLink

Canvas

udent Homepage ‘elcomel
Student Hi g Well |
You have arrived at the ctcLink Gateway fo

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

: 5 : you will have this same ID forever. Whether you attend
Financials Self-Service :
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. Chon O “Time” tur trang Ty phuc vu cho nhan vién cla ban

* Employee Self Service

Seattle Careers Time Payroll
r__,-——-‘ .
o | «© oz
Personal Details Benefit Details
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5. & d3u trang, hdy dam bao chon dung cong viéc. DSi vdi hau hét moi ngudi, chi cé mot cong viéc nén
hép danh sach tha xuéng nay s& dwoc td mau xam.

*SelectaJob HOURLY ASSISTANT | ~

Enter Time Time Summary Exceptions Report Time
0101721 - 01115121 M -0 Monday, Jan 11, 2021
@ Reported 0.00 Ma Time Reported 0 ®Reported 0.00
@ Scheduled 120,00 ® Scheduled B.00
o Report Time

Payable Time Request Absence Cancel Absences

Last Time Period 12(16/20 - 12/31/20

Total Hours @ Hours lil I
Estimated Gross 0

View Requests Absence Balances CTC Time

| sl . |

6. Khi ban da chon dugc cong viéc dung, hdy Nh3p vao Nut “Report Time” mau xam

*SelectaJob SFEC, FINANCE & HCM ~

Enter Time Time Summary Exceptions Report Time
0116121 - 01731121 01M6/21 - 01131721 Monday, Jan 25, 2021
Regular
@ Reported 40.00 40,00 @ Reparted 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 lil l
Estimated Gross 0
View Requests Absence Balances CTC Time

| g5 Ll




7. Ban s& duoc chuyén dén trang nhap thoi gian. Dam bao rang ban chon ngay chinh xac. Néu ban chua
c6 ngay chinh xac, h3y st dung cac mii tén dé diéu hudng gitra cac ngay.

Report Time

4 Monday, Jan 25, 2021 b

« Reported Status

®Reported 0.00 @ Scheduled 8.00
“Time Reporting Code - Guantity
} Time Details
Submitted 0 Hours
Comments (0} >

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

8. Chon ‘Regular’ Iam “Time Reporting Code cua ban”.

Chi chon ‘Suspended Operations’ néu ban dang bao cdo thoi gian lam viéc trong khodng thoi gian
trudng déng clra do Hoat déng bi tam ngirng.

< Time Report Time a Q @ @

4 Monday, Jan 25, 2021 4

w Reported Status

® Reported 0.00 @ Scheduled 8.00
Sl
*Time Reporting Code s Quantity
b Time Detat I
Submitted 0 Hours Regutar
| Suspended Operations
Comments (0) >

Last reported time was on Friday. Jan 22, 2021

9. Nhap téng s6 gi® lam viéc cha ban trong ngay hém do, sau dé nhap vao nat “Submit” mau xanh 13 cay
@ goc trén bén phai.

Report Time

4 Monday, Jan 25, 2021 b

w Reported Status
® Reponed 0.00 ® Schaduled 8.00

*Time Reporting Code  Regular ol Quantity Hours

¥ Time Details
Submitted 0 Hours

Comments (0) ¥
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10. Khi d3 hoan tat, ban cé thé chon nat “Time” & gdc trén bén trai dé quay lai trang thoi gian chinh.

Report Time

1 Monday, Jan 25, 2021 L4

» Reported Status

® Reported 8.00 ® Scheduled 8.00

“Time Reporting Code e ‘Quantity E\

*» Time Details
Submitted 8,00 Hours

Summary Detail

Regular E.00 Hours

‘Comments (0)



