() CJ[C Ll n k SEATTLE COLLEGES
Central - North - South

Cach Bao Cao Thoi Gian Lam Viéc Cho Nhan Vién Lam Viéc Theo
Gio
1. Dang nhap vao ctclink tai https://gateway.ctclink.us/

© ctcLink

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. Ban sé dugc dua d&€n mot man hinh dé chon mét 6. Chon 6 thich hop.

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

m ] NORTH SEATTLE | WM SEATTLE CENTRAL
SEATTLE COLLEGEYQ|#M COLLEGE = | COLLEGE

Central - North - South



https://gateway.ctclink.us/

3. Sau khi ddng nhap vao Céng théng tin ctcLink, hdy chon HCM Self-Service dé truy cap trang Employee Self Service cla

O ctcLink

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. Chon 6 “Time” (Thoi gian) trén trang Employee Self Service

Canvas

v Employee Self Service

Seattle Careers Time Payroll

Personal Details Benefit Details

@ +f



5. O dau trang, hdy dam bao ban d3 chon dung cong viéc. D8i véi hau hét moi ngudi, vi chi cé mot cong viéc nén hdp tha

xuéng nay s& cé mau xam.
Iw.m HOURLY ASSISTANT | ~ I.

Enter Time Time Summary Exceptions Report Time
0101721 - 01115121 0101721 - 011521 Monday, Jan 11, 2021
I
@ 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
Estimated Gross 0

View Requests

I

Absence Balances CTC Time

6. Khi ban d3 chon ding cdng viéc, hdy nhap vao 6 “Enter Time” (Nhap thoi gian)

*SelectaJob SPEC, FINANCE & HCM

Enter Time

Time Summary Exceptions
01/01/21 - 01115/21

Report Time
01/01/21 - 01115721

Monday, Jan 11, 2021

I
@ Reported 0.00 No Time Reported O

® Reported 0.00
@ Scheduled 88.00 @ 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

| g5 5!




7. Ban s& dugc dua dén trang nhap thoi gian. Nhap cac thong tin sau: Start time (B3t dau), Lunch (Nghi trua), In (Vao) va
Out (Ra).

e "In": DAy |a thoi gian ban bat dau lam viéc.
e "Lunch": Pay la thoi gian ban bt d3u nghi trua.
e "In": Day la thoi gian ban quay lai lam viéc sau khi nghi truva.
e "Out": Day la thoi gian ban két thic gio 1am viéc cta ngay hém dé.
Né&u ban khéng nghi trwa, vui long chi dién vao tredng “In” dau tién va trudng “Out”.

4 1January - 13 January vl »

Semi-Monthly Period

Scheduled 120.00 ' Reported 0.00 Mours
Clear Submit
Day Summary In Lunch In Out Time Reporting Code Quantity Time Detalls Comments
01 Friday
O) v 7 -
Jan Reported 0,00 /Scheduled 8.00 @ +
02 Saturday
- v —
Jan Reported 0.00 /Scheduled 8.00 v E +
03 Sunday
v
L -
Jan Reported 0.00 /Scheduled 8.00 - >
04 Monday
S v k4 -
Jan  Reported 0,00 /Scheduled 8,00 - +

8. Chon “Time Reporting Code” (M3 béo cdo thoi gian) va d6i ma nay thanh “01 HRY - Hourly”. Vui long dé tréng trwong
“Quantity” (S8 luvgng).

‘ 1 January - 15 January 2021 »
Semi-Monthly Period
Scheduled 120.00 | Reported 0.00 Hours
Clear Submit
Day Summary In Lunch in Out Time Reporting Code Quaptity Time Detalls Comments
01 Friday
o  80000AM  120000PM  123000PM  4:3000PM v -

Jan Reported 0.00 /Scheduied 8,00 A +

02 —
Reponed 0.00 /Scheduled 8.00 < [:] > v + -

Jan

9. Khi d3 nhap tat ca s6 gio' lam viéc cla ban trong ngay, hdy chon nit Submit (Gli) & gdc trén bén phai.

‘ 1 January - 15 January 2021 »
< v y P ]
Schedule Repocted "
Clear Submit
Day Summary n Lunch In Out Time Reporting Code Quantity Time Detalls Comments
0 1 Friday
= 8:00:00AM 12:00:00PM 12:30.00PM 43000\ 01 HRY . Mourly v F -

Jan Reporied 0 00 /Scheduied 8 00 » =



10. Sau khi gtti, nhitng ngay ban d3 hoan thanh viéc nhap thoi gian s& chuyén sang mau xanh 3. Trang thai nay nghia la
mot email d3 dwoc glri cho ngudi quan ly cia ban dé cho biét rang ban d3 glri bdo cdo thoi gian lam viéc trong ngay.

. 1 vanuary « 13 vanuary £ugi ’
Semi-Monthyy Period
Scheduled 120.00 | Reported 8.00 Hours
Clear Submit
Sap Summary in Lunch in Out Time Reporting Code Guantity Time Detalis  Comments
01 Friday
- ® 800 00AM 12:00:00PM 12 30:00PM 4:30 00PM 01 HRY .« Howrty - 4 + -
Jan Reported 8.00 /Scheduled 8.00

02 Saturday

@ M r + -

Reported 0.00 /Scheduled 8 00

11. N&u da xong, ban c6 thé chon nut “Time” (Thdi gian) & gdc trén bén trai dé quay lai trang thoi gian chinh. Ban sé& can

phai nhap thoi gian 1am viéc ca minh mdi ngay.

E‘ URLY ASSISTANT |

‘ 1 January - 15 January 2021 »
Semi-Monthly Period
Scheduled 120.00 | Reported 8.00 Hours
Clear Submit
Day Summary n Lunch n Out Time Reporting Code Quantity Time Detalis Comments
01 Friday
© 80000AM 12:00.00PM 12:30.00PM 4:30.00PM 01 HRY + Hourly v 7 *| -

Reported 8 00 /Scheduled 8 00







