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Hello, Welcome to Colleague Self-Service!
Choose a category to get started. Click Employee

%

Student Finance
Here you can view your latest statement and make a payment online.

Employee
Here you can view your tax form consents, earnings statements, banking information, timecards and leave balances.

| Course Catalog M Advising
= Hereyou canview and search the course catalog. Here you can access your advisees and provide guidance & feedback on their academic planning.
A \ Retention Alert g fFinancial Management
Here you can work retention cases or contribute retention information for a student. Here you can view the financial health of your cost centers and your projects.
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Welcome to Colleague Employee Self-Service! ,
|

m Tax Information
Here you can change your consent for e-delivery of tax information.

Click on Time Approval to
view employee’s timesheet
entry

Time Approval

Here you can approve or reject timecards for the people y

.s Employee Proxy
Here you can delegate certain types of work tasks 1o another employee.

Leave Approval
MEr2 Yol Can dpprove or Meject legwve re

Click on Leave Approval to
view employee’s leave request
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Employee
Here you can view your tax form consents, earnings statements, banking information, timecards and
leave balances,

Time Approval

Here you can approve or reject timecards for the people you supervise

ok W IN

™

Click on Employee
Click on Time Approval
Select Pay Cycle

Select Status

Click on Apply Filters
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Pay Cycles

Faculty Staff

] 11172024 -
| 21112024 -
] 31172024 -
| 4112024 -
(] 5172024 -
6/1/2024 -

1/31/2024
22912024
3/31/2024
4/30/2024
5/31/2024
6/30/2024

:| 12/1/2023-12/31/2023 (3

CRCNCRCHC

|:| Monthly Hourly/Student

Status

Submitted

®

Not Complete ()
No Time Entered (3
Apprcved ®
Rejected (3

Reset Filters
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Faculty Staff 06/01/2024-
06/30/2024

6/24/2024
11:59 AM

© nNot Complete

" Approve @ Reject (=) Comments <+« View

ese View




Work week hours should always total to 40
hours or more (if approved for comp time)

Week 06/01/2024 - 06/07/2024
38.00 Total hours

This week does NOT total 40

Mot Complete hours
Week 06/08/2024 - 06/14/2024 This week does total to 40 hours, click right
< 40.00 Total hours ? arrow for the next week
|_ Submitted |
Week 06/15/2024 - 06/21/2024 This week does total to 40 hours, click right
< 40.00 Total hours %
0.00 Total hours arrow for the next week
|_ Submitted |
Week 06/22/2024 - 06/28/2024 This week does total to 40 hours, click right
< 40.00 Total hours 2 arrow for the next week
Not Complete
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f Approver must review each week’s timesheet
hours. Approvers must Approve and/or Reject
and add Comment for each weekly timesheet

N period )

Other Actions N ‘

Correct hours

Approve

Reject Incorrect hours, Reject to send back for

correction. Always add comment for

! Comments _/F_I_tenn-_nmg timesheet

N




@ Employee

Here you can view your tax form consents, earnings statements, banking information, timecards and

leave balances,

@ Leave Approval
Here you can approve or reject legve requests for people you supervise.

-

1. Click on Employee
2. Click on Leave Approval

then click on Apply Filtets

A
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3. Check mark ‘Submitted’ and

)

Leave Approval Riter Options

Leawe Balance
Lesve Request
Submitted
Approved
Rejected

Withdrawal Pending

nclude Employees with no
Qutstanding Leave Requests

| Reset Filters | | Apply Filters




Vacation 6/12/2024




Employee Leave Requests

Leave Type

Actioner

Kinder, Rhonda L




' Vacation 6/12/2024

Leave Type

Vacation




NOTES

Time Sheets are a DAY to DAY entry!

Time Sheets must be submitted at the END OF EACH WEEK!
Timesheet Approvals must be completed on Monday morning,
Leave is accrued at the end of each month.

An email will be sent each month regarding the time sheet, leave
report, and approval deadline.




Questions?

Contact:
Employment Services

(580) 559-5260
es(@ecok.edu
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