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How to Acknowledge Faculty Contracts 
(Please note: For Summer term – all faculty are designated as Part-Time)  

 
 

1. Login to the myGav Portal with your GavID (G00xxxxxx) and PIN. 
2. Click on the Employee tab. 

 

 

 

 
3. Click on the yellow Gavilan Self-Service Banner box. 

 
 

4. Click on the Employee tab. 
5. Click on Faculty Load and Compensation link. 
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6. Click on Compensation and Acknowledgment link. 
7. Review the contract language. 
8. At the bottom of page, select desired Term from the dropdown list and click Go. 

 

 

 
 

 
 

9. Courses or activities to which you have been assigned appears. Review the course detail and 
compensation for each assignment and ensure that there are no errors. If there is a problem, notify 
your supervisor as soon as possible.  
• To review your placement, click on the link listed under “Subject and Course”  
• Your placement will be listed on the next page, under “Faculty Level”  

o For credit courses: T = Track, S = Step, L = Lab 
o For non-credit courses: NC = Non-credit, BA = Bachelor’s Degree Placement, MA = Master’s 

Degree Placement 
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• If the compensation and other information are correct, check the checkbox Faculty Acknowledgement 
for each section.  

• Then, go to the bottom of the page and click on Acknowledge Selected Positions. Once this has been 
done, the process is complete.  
 

 
 

10. To confirm that you have acknowledged your contract(s), refresh the Self-Service Banner screen. The 
“Faculty Acknowledgement” box will be checked and the date your contract was acknowledged will 
appear. 

 

 


