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Creating Adjunct 
Teaching Agreements

Update

� Adjunct Teaching Agreements no longer require
written signatures from the adjunct or the
Associate Dean.
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Signing In � TEST Environment
A test environment has been created to allow you to practice how to create an Adjunct Teaching Agreement.

The test environment can be found here:

https://sasbot.slcc.edu/webforms/adjunctAgreementTEST/login.aspx

Signing In � LIVE Environment

When you are ready to create an Adjunct Teaching Agreement, go to the following website:

https://sasbot.slcc.edu/webforms/adjunctagreement/login.aspx

3

4



3

Creating a 
Contract

� Enter the adjunct�s First Name, Last Name and
S#, then click �Search�.

� You can also search with an S#.

Instructor Search

� Select the correct name
from the list in the box
on the right.

� Choose the semester
and year for the contract
using the drop-down
menus.

� Click �Select�.
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Generating the 
Agreement

� Any contracts generated for the semester
chosen should be listed under Saved
Contracts.

� If there is nothing listed, the adjunct has
not had a contract created.

� Click �Add Contract�.

Click on the 
�Add Course� 
button

Adding the 
Course
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Adding the 
Course

� You will need the CRN for the
section(s) being taught. Enter
the CRN and click �Search�.

� Double check the Split % to
make sure it is correct. If a
split is not 100%, enter the
correct Split %.

� Do not change the �Apply
Split %� field.

� Click �Save�.

Entering Split %

� If a split is not 100%, enter
the correct Split %.

� The credit hours and total
pay will be automatically
calculated for the CRN.

**If the calculated credit 
hours are not correct, please 
contact Katrina Green in 
scheduling.  
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� You can add another CRN to
the contract by clicking �Add
Course� and entering another
CRN.

� Once all CRN are listed, select
the Start Date and End Date
on the calendar.

**The Start Date and End Date on a 
contract can be modified if it is 
entered incorrectly, or if the adjunct 
does not fulfill his/her/their 
teaching agreement.  See 
�Modifying a Contract� for more 
information.

� Click �Create Contract�.

UPDATE:
Sending the 

Contract to the 
Associate Dean or 
Department Chair
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The initial search for contract signer 
is by INDEX. The index is the one 
found as the CRN is being added to 
the Contract  



UPDATE (continued):
Sending the 

Contract to the 
Associate Dean or 
Department Chair
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Email Confirmation

� If the contract
was sent
successfully, a
confirmation page
will appear.

� Click �Back to
Instructor Search�
to generate a
contract for
another instructor.
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General
Information

No Signature
Required!

Pay Amount

CRM, Credit
Hours
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Sending Contracts to Payroll

� Save a copy of each contract as a PDF. (As the originator,
you will receive a copy of the contract via email.)

� Compile all contracts into one electronic folder.

� Email your electronic folder to Payroll@slcc.edu

*In order to reduce the volume of emails to Payroll, please do not send contracts individually to Payroll
unless there is an update or change.

Modifying a 
Contract

� If you need to change a percentage on the contract,
click the calendar icon and make adjustments.

**If you do not see the Send button, Calendar icon or Delete icon, you are not the 
originator of the contract and do not have authorization in the system to make 
changes to the contract.
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Modifying a 
Contract

(Continued)

� After you have updated the
information, be sure to note the
reason for the change under
Additional Details and click �Save�.

� Once you�ve saved the contract, the
screen will prompt you to add the AD�s
S# or First Name and give you
recipient options as you type.  Select
the appropriate AD or Chair and press
�Send Contract�.

� A copy will go to the adjunct, the
originator, and the AD or Chair.

� Please save a PDF copy and email to
Payroll so they can process the
modification.
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Modifying 
a Contract 

(Continued)

� If an instructor does not complete the contract and needs
a pay adjustment, the contract needs to be modified to
reflect the percentage of days taught, which will also
adjust the pay. To do this, click the calendar icon and
change the dates on the calendar to reflect the number
of days taught by entering the correct effective date and
contract end date, then figure the percentage of days
taught and enter it in Split %.

� Please contact Payroll for help with these calculations.

� Once you�ve saved the contract, the screen will prompt
you to add the AD�s S# or First Name and give you
recipient options as you type.  Select the appropriate AD
or Chair and press �Send Contract�.

� A copy will go to the adjunct, the originator, and the AD
or Chair.

� Email a copy of the modified contract to Payroll so they
can process the change.

Deleting a Contract

� It is possible to delete a contract by using the red �X�, but only if payroll has not processed
the contract. Please check with payroll first.

**You must be the creator in order to delete the contract.
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Deleting a Contract (Continued)

� Upon deleting a previously emailed contract (pressing the red �X�), an email is
automatically sent to the originator, the Associate Dean/Department Chair, and the
adjunct instructor with the following message:

Dear Adjunct Instructor,

This email is to inform you that the Adjunct Teaching Agreement created for you has been
deleted. There is no further action required. Please contact your home department for further
information.

Deleting a Contract 
Payroll Has Processed

� If Payroll has processed a contract that you need to
delete, you must modify the contract instead.

� Click on the calendar icon.
� Select the effective date and the new end date of

the contract.
� Enter 0 as the new % and make sure to enter the

reason of the change in �Additional Details�.
� Click �Save� and the new agreement will be sent to

the adjunct instructor and the originator.
� The next screen will prompt you to send the

modified contract to the AD or Chair. Enter the AD�s
S# or First Name to send.

� Email a copy of the modified contract to Payroll so
they can make the necessary adjustments to the
adjunct�s pay.
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Common Errors

Prompt: �Course assignment exceeds 
100%� � someone else is assigned to the 

class. Update percentages or delete 
sections as needed.

Too many or too few contact hours?

This is a scheduling issue. Please contact 
Katrina Green.

Cannot get the CRN to pull up?

This is a scheduling issue. Please contact 
Katrina Green.

Need to delete a contract that has already 
gone to Payroll?

Do not delete! Please modify the contract 
% down to 0%.

Common Errors (continued)

Unable to delete the contract?

If you did not create the contract, you will 
not be able delete it. You will need to ask 

the originator to delete, or contact HR.

Different indexes require different 
contracts. For example, if you have an 

adjunct teaching in English and in 
Developmental Writing, you will need to 
create two contracts for that semester.

If you do not see the Send, Calendar Icon 
or Delete Icon, you are not the originator 

of the contract and do not have 
authorization in the system to make 

changes to the contract.

When creating a contract, please 
ensure you have selected the 

correct semester and year.
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Questions?

Contacts

James Broadbent � Director of Faculty Services, James.Broadbent@slcc.edu

 � HR Coordinator, @slcc.edu

Payroll payroll@slcc.edu

Katrina Green � Director of Scheduling, Katrina.Green@slcc.edu
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