Accepting\Rejecting\Viewing a Contract in the Faculty Center

Navigation: 
Main Menu> Self Service > Faculty Center> Contract Info
· Or  - 
Faculty Center located on the left side pane under the college logo. 
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On the Contract Info page in the Faculty Center all contracts (appointment letters) are displayed, listed by Term.
1. Find the contract to be signed, shown below as missing a check in the Contract Signed check box.
2. Click on the View Contract link to the right of the check box.
[image: http://ctclinkreferencecenter.ctclink.us/m/59976/l/615728/show_image?image_id=178431]
1. Scroll to the bottom of the electronic contract (appointment letter), under the contract generation date the Accept and Reject buttons are displayed.  
1. To the right of the contract generation date, in the Initials field, enter your initials, representing your electronic signature on the contract, which is stored in the contract along with the User ID and date/time stamp of the person signing the contract.
[image: http://ctclinkreferencecenter.ctclink.us/m/59976/l/615728/show_image?image_id=178446]
1. If the Accept button is clicked, a pop up message will appear, confirming the intention to accept the contract.  Click Yes to confirm.
[image: Message]
1. After accepting the contract, the Print button will appear, enabling the printing of the contract on a network printer.
1. To exit the contract and return to the Contract Info page on the Faculty Center.
[image: Return or Print button]
[image: http://ctclinkreferencecenter.ctclink.us/m/59976/l/615728/show_image?image_id=178449]
1. If the Reject button is clicked, a pop up message will appear, confirming the intention to reject the contract.  Click Yes to confirm.
1. The system requires Initials to be entered before clicking the Reject button, if not entered, an error message will appear enforcing the requirement.
[image: ]
1. When rejecting a contract, the system allows, but does not require entry of a reason for the contract rejection.
[image: Reason field]
[image: Look Up Reason]
1. Once a contract rejection reason is selected, it will populate both code and description on the page.
1. Click the Return button to exit the page and return to the Contract Info page.
[image: Return]
1. Once returned to the Contract Info page, a check will appear in the Contract Rejected check box.
[image: http://ctclinkreferencecenter.ctclink.us/m/59976/l/615728/show_image?image_id=178444]
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Welcome!

You have arrived at the ctcLink Gateway for
Washington's community and technical
colleges. The 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 the
top of the page as well

Your ID is what drives access to all of these
links and you'll have this same ID forever
Whether you attend 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 employee to student, your user ID wil
never change

Howdol...?

I you need know how to use some of the ctcLink
tools, check out the ctlink bsite. There
you'll find quick reference guides and training
exercises to get you on your way. More content will
be added to the training website as materials are
developed.
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