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Kako se prijavljuje vreme rada za zaposlene sa zaradom po satu

1. Prijavite se na ctcLink na veb-sajtu 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. Bi¢ete usmereni na ekran sa moguénoscu izbora opcije. lIzaberite odgovarajucu opciju.

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

3. Kada se prijavite na svoj ctcLink mreZni prolaz, izaberite ,,HCM Self-Service” (Samostalni pristup upravljanju ljudskim
kapitalom) da biste pristupili svojoj stranici ,Employee Self-Service” (Samostalni pristup zaposlenih).

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. |zaberite opciju ,, Time“ (Vreme) sa svoje stranice za samostalni pristup zaposlenih.

v Employee Self Service

Seattle Careers Time Payroll
! =
- «©

Personal Details Benefit Details

A *




5. Pri vrhu stranice proverite da li je izabran odgovarajuéi posao. Za vecinu osoba izabran je samo jedan posao pa ce to

padajuce polje biti zasenceno.
*Selecta Job HOURLY ASSISTANT | v P

Time Summary Exceptions

Enter Time

Report Time
0101721 - 011521 0101721 - 0111521 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

(R |

6. Kada se uverite da je izabran odgovarajuci posao kliknite na opciju ,,Enter Time“ (Unos vremena)

*SelectaJob SPEC, FINANCE & HCM ~
Enter Time Time Summary Exceptions Report Time
01/01/21 - 0111521 01/01/21 - 0111521 Monday, Jan 11, 2021
1
@ 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 li l I
Estimated Gross 0
View Requests Absence Balances CTC Time

| g 5!




7. Bi¢ete usmereni na stranicu za unos vremena. Unesite vrednosti za vreme pocetka rada, vreme pocetka pauze, vreme
povratka sa pauze i vreme odlaska sa posla.

e _In“: Ovo je vreme pocetka rada.

e ,Lunch”: Ovo je vreme pocetka pauze za rucak.
e ,In“: Ovo je vreme povratka sa pauze za rucak.
e ,Out”: Ovo je vreme odlaska sa posla tog dana.

Ako niste koristili pauzu za rucak, popunite samo prvo polje , In“ (vreme pocetka rada) i polje ,,Out” (Vreme odlaska sa
posla).
‘4 1 J.lllll.lly =10 January 200 »

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 L 4 -
3o Reported 0,00 /Scheduled 8.00 v *
02 Saturday
O v 7 -
Jan Reported 0.00 /Scheduled 8.00 © +
0 3 Sunday
v F —
Jan Reported 0.00 /Scheduled 8.00 - +
04 Monday
~ v -
Jan  Reported 0,00 /Scheduled 8.00 - E *

8. lzaberite , Time Reporting Code” (K6d za prijavljivanje vremena) i postavite ga na vrednost ,,01 HRY — Hourly” (Na sat).
Ostavite prazno polje ,Quantity” (Koli¢ina).

‘ 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 8:00:00AM 12:00:00PM 12:30.00PM 4:30:00PM 01 HRY - Hourly v " =

02 Saturday

9. Kada unesete sve svoje sate za taj dan, kliknite na dugme ,,Submit” (Posalji) u gornjem desnom uglu.

L] 1 January - 15 January 2021 >
Schedule ) W
Clear Submit
Day Summary L] Lunch in Out Time Reporting Code Quantity Time Details Comments
01 Friday
) 8 00 00AM 12:00:00PM 12:30:00PM 4:30-00PM 01 HRY <« Hourty - F —
o Reporied 0.00 /Scheduled 8.00 - +

02 Seturdey PR



10. Kada se dani za koje ste prijavili vreme posalju, bic¢e prikazani u zelenoj boji. Time se oznacava da je vasem
rukovodiocu upravo poslata e-poruka sa informacijom da ste poslali svoje vreme za taj dan.

. 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

v " * =

Reported 0.00 /Scheduled 8 00

11. Kada zavrsite, mozete da kliknete na dugme , Time“ (Vreme) u gornjem levom uglu da biste se vratili na glavnu

stranicu za vreme. Moracete da unosite vreme svog rada za svaki dan.

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







