
Printing CE Contracts
Payroll or Contract

Basic Steps

For class instruction

• FASC 
– Instructors name (person must be on vendors 

list or registered with Human Resources)

– Percent will default 100% (can be changed 
if there are two instructors)

– Load is the dollar amount that they are being paid 
for this class 

– Section information will default 

XPCC
– Before you begin you need to know:

• Printer number
• Payroll or Contract
• Term
• Section number
• Instructor Datatel Id



XPCC

•Choose Printer
•Choose Section
•Enter Section Number
•Choose Payroll or Contract
•Enter term
•Instructor & Coordinator sign

Paying instructor for teaching class



Paying a Person for Coordination

XPCC

• Choose Printer

• Choose Coordination
• Enter term

• Enter  Coordinator Id (must be in Datatel)

• Enter Hours of Coordination
• Enter hourly rate of pay

• Enter beginning & ending dates

• Enter GL number to draw money from 
to pay for coordination

• Instructor & Coordinator sign


