INSTRUCTIONS TO E-SIGN YOUR CONTRACT

1.  Go to the school website, www.acgcschools.org
2. Click the AC Weblink or GC Weblink icon at the bottom of the page listed under Staff Resources
3. Login Page- Your user ID is the first three letters of your last name and the first three letters of your first name…..all lowercase and no spaces.  Password is the last four of your SS#.  
4. You will come to this screen:  

[image: ]
5.  Hover your mouse over Employee Information, move down to Personal Information, click on View/Add File Document
[image: ]
6.  Click on View Documents 

		[image: ]
7.  Double click on the 2024-2025 Contract.  Contract will be displayed.
8. Click the E-Sign symbol[image: ]at the top of the page.  This will change symbols at the top left of the page to allow you to create your signature.  
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1.       2.      3.     4.  




· Click on symbol 1 to create a freehand signature using your mouse OR click symbol 2 to type in your name and choose the style of signature.  The “Save for Later” box will be checked to save your signature for future use.  Click Save
· Click symbol 3 to place the signature on the signature line.  Your cursor will turn into a pencil.  Click the screen and your signature will appear.  Click the signature again and you will have blue dots around your signature.  From there you can move the signature and resize to fit on the signature line.  Click outside the signature to remove the blue dots once finished.  
· Click Symbol 4 to place the date.  Your cursor will turn into a pencil.  Click the date line and the date will appear.  Click the date again to resize and place on the date line.  
· Click the green box “Save E-Sign” 
[image: ]
A message will appear stating the changes were saved; click OK.  
· To Print a copy of your contract, select View in the upper left corner, then select the printer symbol on the upper right hand corner.  
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GUTHRIE CENTER COMMUNITY SCHOOL DISTRICT
CONTRACT WITH SCHOOL BUSINESS OFFICIAL

THIS CONTRACT is entered into by and between Sarah Sheeder, the School Business Official, and the Board of School Business
Officials, (hereinafter called the "Board,") of the Guthrie Center Community School District, located at Guthrie Center, County of
Guthrie, State of lowa.

WITNESSETH, that in consideration of a salary of $92,700.00 per school year, or more specifically, a monthly salary of $7,725.00 for

twelve (12) months, payable in equal installments on the 20t day of each calendar month for a period of twelve (12) consecutive
months, the first payment to be made on the 19t day of July, 2024.

FOR SUCH CONSIDERATION, the School Business Official agrees to well and faithfully perform the duties of School Business
Official and such other duties connected with the District as may be assigned.

AND IT IS FURTHER AGREED:
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FOR SUCH CONSIDERATION, the School Business Official agrees to well and faithfully perform the duties of School Business
Official and such other duties connected with the District as may be assigned.

AND IT IS FURTHER AGREED:

1.

2.

3.

6.
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That said term shall commence on the 1st day of July, 2024, ending on the 30t day of June, 2025 and shall include 260
days of annual service, of which 1/260t of the annual salary shall be considered as pay for one day of service.

That deductions for absence for which pay is not allowed shall be made in an amount equal to the pay for one day of service
for each day of absence.

if said School Business Official is lawfully discharged or is released by mutual agreement before the completion of said

term, final settlement shall be made so the total amount which the School Business Official shall have received shall be an
amount equal to the product of the number of days of service multiplied by the amount considered as pay for one day of
service.

the use to be made of the days in said term shall be assigned by the Board or it's duly authorized representative and

may be stated in a school calendar adopted by the Board.
That where required, the School Business Official shall present a certificate as required by law to the secretary of the Board

chool Business Officials of the School District before accepting payment of any part of the annual salary.
this contract shall be invalid if the School Business Official is under contract with another Board of School Business

Officials in the State of lowa covering the same period of time.
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Start here! Tutorials are available to help you navigate the Web Link
module. Learn more about entering data, generating reports, and

retrieving your pay stubs, government forms, and leave balance
information.
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