ELECTRONIC CONTRACT SIGNING
(FLAC-Faculty Load and Compensation)
STEP-BY-STEP

Attached is a demonstration and explanation of the electronic contract signing.  You will need to log in to your ATLAS account to complete this electronic signing.

The FLAC system (Faculty Load & Compensation), is the tool that allows part-time faculty to confirm contracts to process payment for courses taught at the college. An email will be sent to you requiring your acknowledgement for the entry. Please note: Until the acknowledgment has been completed payment(s) will not process.

To acknowledge your class(es):

· Login to Atlas
· Select the Employee Tab
· Select Time, Leave, & Personnel Action Processing
· Select Faculty Overload and Part-time Assignment and Payment (FOPAP) processing (2nd bullet item)
· Select Faculty Assignment Acknowledgement
· Select Term – For example: 202020 – Spring 2020 Credit Courses (if required)
· [bookmark: _GoBack]Review/verify each class
· Place a check mark in the “Faculty Acknowledgement” box for EACH CRN if you are teaching multiple classes
· Select “Acknowledge Selected Positions” near the bottom left of the screen
· You will see a green check mark near the top left of the screen indicating the information was saved
