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Como informar el tiempo trabajado para los empleados por hora

1. Inicie sesién en ctclink, en https://gateway.ctclink.us/.

G ctelink
WASHINGTON COMMUNITY
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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. Aparecera una pantalla en la que debera seleccionar un mosaico. Seleccione el mosaico correcto.

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

3. Luego de iniciar sesidn en su ctclLink Gateway, seleccione “HCM Self-Service” (Autoservicio de la Administracién de
Capital Humano) para acceder a su pagina de “Employee Self-Service” (Autoservicio del empleado).

O ctcLink

My Institution View

SEATTLE COLLEGES

Central- North - South

|
Student Homepage Welcorsel
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 :
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 mosaico “Time” (Tiempo) de su pagina de Autoservicio del empleado.
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5. Consulte la parte superior de la pantalla para asegurarse de haber seleccionado el empleo correcto. En la mayoria de
los casos, figurara un solo empleo en ese menu desplegable, por lo que la casilla aparecerd en color gris.

Enter Time Time Summary Exceptions Report Time
01101721 - 01115721 01101721 - 01115721 Monday, Jan 11, 2021
———
@ Reported 0.00 No Time Reported 0 ® Reported 0.00
@ Scheduled 120.00 @ Scheduled 8.00
«> Report Time
Payable Time Request Absence Cancel Absences

Last Time Period 12/16/20 - 12/31/20
Total Hours 0 Hours lil l
Estimated Gross 0

View Requests Absence Balances CTC Time

e |

6. Una vez que haya seleccionado el empleo correcto, haga clic en el mosaico “Enter Time” (Ingresar tiempo).

*Selecta Job v
Enter Time Time Summary Exceptions Report Time

01/01/21 - 01115/21 01/01/21 - 01/15/21 Monday, Jan 11, 2021

1
@ Reporte: No Time Reported O @ Reported 0.00
@ Schedu @ Scheduled 8.00
«> Report Time
Payable Time Request Absence

Cancel Absences
Last Time Period 12/16/20 - 12/31/20

Total Hours 0 Hours li I I
Estimated Gross 0

View Requests Absence Balances

| g I}

CTC Time




7. Aparecera la pagina en la que debe ingresar el tiempo trabajado. Ingrese los horarios de ingreso, almuerzo (salida y
regreso) y salida.

e “In” (Ingreso): Horario en el que empezé a trabajar.

e  “Lunch” (Almuerzo): Horario en el inicid su pausa para almorzar.

e “In” (Ingreso): Horario en el que volvié a trabajar luego de su pausa para almorzar
e “QOut” (Salida): Horario en el que termind su jornada laboral.

Si no se tomd una pausar para almorzar, complete Unicamente el primer campo “In” y el campo “Out”.

‘ 1 January - 13 January vz »

Semi-Monthly Period

Scheduled 120.00 | Reported 0.00 Hours
Clear Submit |
Day Summary In Lunch In Out Time Reporting Code Quantity Time Detalls Comments
0 1 Friday
O} v | 4 -
Jan Reported 0.00 /Scheduled 8.00 v >
02 Saturday
O) v. -
Jan  Reported 0.00 /Scheduled 8.00 v r +
0 3 Sunday
v " -
Jan Reported 0.00 /Scheduled 8.00 - +
0 4 Monday
® ¥ r -
Jan  Reported 0.00 /Schedused 8.00 - +

8. Seleccione el “Time Reporting Code” (Cddigo de notificacion de tiempo) y configurelo en “01 HRY — Hourly” (por
hora). Deje el campo “Quantity” (Cantidad) en blanco.

« 1 January - 15 January 2021 »
S » hly Pe J
Schedule Reporte "
Chear Submit
Day Summary In Lunch in Out Time Reporting Code Quaptity Time Detalls Comments
01 Friday
Jan Reponed 0.00 /Scheduled 8.00 -
02 Saturday
Reponed 0.00 /Scheduled 8.00 o D L d + -

9. Luego de ingresar todas las horas trabajadas en el dia, seleccione el botdn “Submit” (Enviar) que se encuentra en la
esquina superior derecha.

« 1 January - 15 January 2021 »

Clear Submit

Day Summary L] Lunch in Out Time Reporting Code Quantity Time Details Comments
01 Friday
@  B00:00AM 12:00:00PM 12:30:00PM 4:30-00PM 01 HRY « Hourly v r -
Jan Reporied 0.00 /Scheduied 8.00 = +

02 Seturdey R



10. Luego del envio, los dias en los que completd las horas trabajadas aparecerdn en verde. Esto quiere decir que se
enviod un correo electronico a su gerente en el que se le notifica que usted presentd las horas trabajadas en el dia.

‘. 1 January « 12 vanuary £ues »
Semi-Monthty Period
Scheduled 12000 Reported 8.00 Hours
Clear Submit
sy Summary In Lunch In out Time Reporting Code Guantity Time Details  Comments
01 Friday
- ® 800 00AM 12 00:00PM 12 30:00PM 430 00PM 01 HRY . Howrty v ' + —
Jan Reported 8.00 /Scheduled 8.00
02 Saturday
lan  Reported 0.00 /Scheduled 8.00 b L 4 + -

11. Si termind con esta tarea, puede seleccionar el botén “Time” (Tiempo) que se encuentra en la esquina superior
izquierda, para regresar a la pagina principal del tiempo. Tendra que ingresar las horas trabajadas todos los dias.

E. URLY ASSISTANT |

‘ 1 January - 15 January 2021 »
Semi-Monthly Period
Scheduled 12000  Reported 8.00 Hours
Clear Submit
Day Summary n Lunch n Out Time Reporting Code Quantity Time Detalis Comments
01 Friday
8.00:00AM 12:00.00PM 12:30.00PM 4:30.00PM 01 HRY « Hourly ~ 7 *| -

Reported 8 00 /Scheduled 8 00







