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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 
queries 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: 
 

 no longer wish to work for SOAS or 

 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. 

 

 
  

https://www.soas.ac.uk/hr/fractional-teachers/fractional-key-contacts/
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Step 2:  Open and check your contract attached to the email 

 

 
 

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

 
 

 
 
 
 
  

Open and check your contract of 
employment 

Click on the hyperlink 
to open VTS to accept 

your contract 

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” 

 

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

 
 
  

1. Enter your SOAS user 
name (without the 
@soas.ac.uk) and 

password. 

Click on “Schedule Accept”.  
 
Note: “Schedule” is VTS terminology for contract.  

2. Click “Ok” 
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Step 6: Select the contract and click on “OK” 

 

 
  

1. Click on the line of text to select the contract. 
 
Once selected, the contract will be highlighted.  

2. Click “OK” 
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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” 

 

 
 
 

 

 

 

  

2. Check the 
hours/teaching 
activity 
summary 
information 

3.  Click in the tick box to confirm 
that you are accepting the terms & 

conditions of employment.  

4.  Click “OK” to accept your 
contract.  

1. Click on the “SOAS terms & 

conditions” to read the terms of the 
contract 
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Step 8:  Click “Close” and “Logout” 

 

 
 
 
 

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

accept.  

2. Click 
“Logout” 


