
 

  

East Central University 

Colleague Self-Service 

Non-Exempt Time Sheet Instructions 



                           

Overview 

❖Where to locate Colleague Self-Service 

❖ How to review/submit Time Sheets 

❖ How to request/submit time off 

Questions? Employment Services Phone: (580)559-5260 Email: es@ecok.edu 

mailto:es@ecok.edu


Click Login on ECU main page 





ECU 

user name 

and password 



Click Employee 



Click Time Entry 



Click on the proper week 



 Enter hours worked for each day 



  

 

Regular Hours 

Enter hours worked for each day 

Hours should equal 40.00 

Did you take time off ? Check the next slide for information.. 



Take time off ? 

Choose Earn Type… 



  Click the drop down to see the different types of leave. 



 

 

 

   

Enter hours for leave 

Leave type shown here 

Total hours should equal 40.00 

Comments, if any, must be entered before you “Submit.” 



 

 

Total hours should equal 40.00 

Make sure hours are listed correctly before submitting! 





  

Make sure all weeks have been submitted! 

Time Sheets are a DAY to DAY entry! 

Time Sheets must be submitted at the END OF EACH WEEK! 



 

 

 

 

NOTES 

• Time Sheets are a DAY to DAY entry! 

• Time Sheets must be submitted at the END OF EACH WEEK! 

• Time accrual is at the end of  each month. 

• An email will be sent each month regarding the time sheet deadline. 

• If  you do not have leave available, you must use earnings code “Leave 

Without Pay”. 



Questions? 

Contact: 

Employment Services (580) 559-5260 

es@ecok.edu 

mailto:es@ecok.edu



