
Instructions on Acknowledging your contract: 

 

1. Go to www.southwest.tn.edu  

2. Click on My.Southwest Portal: 

 

3. Log into Self-Service: 

 
 

4. Select:  Employee 

 

 

 

http://www.southwest.tn.edu/


 
 

5. Select Faculty Load and Compensation 

 

 

 

 

 

 

 

 

 

6.  Click on Faculty Load and Compensation again: 

 

 

 

 

  

 

 

7. Scroll down to the bottom of the page, and make sure the term is correct – then click “Go”: 

 



 

 

8.  Then scroll down to the bottom of the page and check the course number, the amount, and 

other course information.  Once you confirm that it is correct, check “Faculty 

Acknowledgement” box. 

 

 

 

 

 

 

9.  If you are teaching more than one class, there will be information for each course you are 

scheduled to teach.  You will want to check the faculty acknowledge box for each course. 



10. Once you have check the acknowledge box for each course you are teaching, then scroll to the 

bottom of the page and select the acknowledge selected positions box. 

 

 

  

 

11.  Print the page if you wish for your records. 


