VTS Teachers’ Guidance

How to accept your contract on VTS

This guidance explains how to accept your contract on VTS, the fractional teacher payment
system.

When your hours change or you take on additional work, you will be emailed your revised
contract for information; you will not need to accept the variation on VTS. If you have any
gueries about your variation (for example, you wish to decline any additional hours or there
is an error on the variation), please contact your employing department as soon as possible.

You cannot reject contracts online using VTS. If you:

e no longer wish to work for SOAS or
e think the contract is incorrect and needs revising

please notify your employing department administrator immediately.

You will not receive any pay for your contract until you have accepted it.

Step 1: You will receive an email telling you that you have contracts ready for
authorisation.

vts@soas.ac.uk = 14:01 (13 minutes ago) -
to me -

UTHIS IS A TEST MESSAGE - PLEASE IGNORE ™

Dear NICK,
The attached list shows contracts waiting for you to accept.
To accept the contract, you will need to log in to VTS at hitps://vistest soas ac.uk

If the contract is incorrect or you no longer wish to work for SOAS, please contact your departmental administrator (https:(fwoww scas ac ulk/hr/fracti
fractional-key-contacts/) as soon as possible.

MNo payments will be made until you've accepted this contract.

Thank you.

= -:3|E1':c:"l'33|:. v

Page 1 of 6

Version 1.3
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Step 2: Open and check your contract attached to the email

vts@soas.ac.uk = 1401 (13 minutes age) [ « [ -]

tome -

***THIS IS A TEST MESSAGE - PLEASE IGNORE ™

Dear NICK,
The attached list shows contracts waiting for you to accept.
To accept the contract, you will need to log in to VTS at hitps://vistest soas ac.uk

If the contract is incorrect or you ne lenger wish to work for SOAS, please contact your departmental administrator (https:/fwww soas ac.uk/hrifractional-teachers/
fractional-key-contacts/) as soon as possible.

MNo payments will be made until you've accepted this contract.

Thank you.

Open and check your contract of

employment

Step 3: Click on the link in the email to access VTS.

vts@soas.ac.uk = 14 inutes ago Lo -]
tome - o .
F**THIS IS A TEST MESSAGE - PLEASE IGNORE " CIICk on the hy erllnk

to open VTS to accept
Dear NICK, your contract

The attached list shows contracts waiting for you to acceak

To accept the contract, you will need to log in to VTS alhtlgs:ﬂﬂsiestsoas.ac.uk

If the contract is incorrect or you ne lenger wish to work for SOAS, please contact your departmental administrator (https:/fwww soas ac.uk/hrifractional-teachers/
fractional-key-contacts/) as soon as possible.

No payments will be made until you've accepted this contract.

Thank you.

If you do not want to accept the contract (e.g. do not want to
work for SOAS) or it is incorrect, please contact your
departmental administrator immediately.

If your contract needs revising, please notify your administrator
at once to minimise any delays to your payments.
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Step 4: Enter your normal SOAS user id and password into the login screen, then

click “Ok”

*¥*% TEST SOAS, University of London ***

Please Login

SOAS

University of Londan

1. Enter your SOAS user

User name |

2. Click “Ok”

If you can't login please contact IT Service Desk on itservicedesk@soas.ac.uk

name (without the

@soas.ac.uk) and
password.

Step 5: Click on “Schedule Accept” in the menu bar

*#%% TEST SOAS, University of London *** SOAS
VTS University of Londan

& Work Schedule + Schedule Accept £ Payment Advice
P ay!

Please Select the Contract yo§ want to Accept and Click OK.

Click on “Schedule Accept”.

Note: “Schedule” is VTS terminology for contract.

| Total Hrs | Value

8550 458643

=" Close

© Copyright Brevueral echwolitY® 20072013, A rights reserved.  About VTS

Nick Mallory
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Step 6: Select the contract and click on “OK”

*** TEST SOAS, University of London *** §qum§

B Work Schedule | + Schedule Accept | # Payment Advice & Logout

Please Select the Contract you want to Accept and Click OK.

Contracts awaiting Acceptance

Contract Ref | Faculty,/School Department Taotal Hrs Valus

15/FAH/0013 FAH / Faculty of Arts and HIS ¢ History Department 85.50 458643
Humanities
—

1. Click on the line of text to select the contract.

Once selected, the contract will be highlighted.

2. Click “OK”

© Copyrgn B aeieral e HOlOY B 20672013, an rghts reserved. About VTS Nick Mallory
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Step 7: Read the terms and conditions, check the details, confirm you are accepting
the terms & conditions and then click “OK”

**% TEST SOAS, Universit

[ Work Schedule |+ Schedule Accept % Payment Advice
p ay

1. Click on the “SOAS terms &
conditions” to read the terms of the
contract

Contract Ref Department
15/FAH/0013 HIS / History Department

This work schedule is subject to the SOAS terms and condifions

Contract Sessions

Course ‘ Day ‘ Dates | Times. Dly Hrs ‘ Weeks ‘ Total Hours ‘ Rate ‘ Total Cost

153901263-A15/16 / History and Culture of  Fx 03 0ct 16 250 1915 47.88

Korea to the late 19th Century 24 Apri17 2. Check the

155901263-A15/16 / History and Culture of Fx  100ct16 7700 5745 442365 hours/teaching

Korea to the late 19th Century 24 apr17 activity

153901263-A15/16 / History and Culture of  Fx 03 Jan17 6.00 1915 11490 summary

Korea to the late 19th Century 24 Apr 17 information
Total 85.50 458643

.. Cancel

4. Click “OK” to accept your

contract.

3. Click in the tick box to confirm
that you are accepting the terms &
conditions of employment.
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Step 8: Click “Close” and “Logout”

*** TEST SOAS, University of London *** §O,Wﬁ.§_"

[ Work Schedule =+ Schedule Accept | #% Payment Advice & Logout

Please Select the Contract you want to Accept and Click OK.

Contracts awaiting Acceptance

Contract Ref | Faculty/5chool ‘ Department ‘ Total Hrs | Valus

VAN

There are no Contracts awaiting acceptance at this time.

1. Click “Close” unless there are 2. Click
further contracts for you to “Logout”
accept.

© Copyright B geuered lechnolosy B 2007 5013 A vghts reserved.  Absut VTS JOHN OKELL
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