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Welcome to myEKU



Logging in to myEKU
Log in here: http://my.eku.edu; or      
• Go to EKU’s home page (eku.edu), click on the 

dropdown menu on the right side and choose 
“myEKU”. 

Find navigation help here: 
https://it.eku.edu/myekuinfo

myEKU is a part of  the Single Sign-On (SSO) 
and will automatically sign in the user logged into 
the computer.

http://my.eku.edu/
https://it.eku.edu/myekuinfo


Web Time Entry

• Locate the Employee 
box in myEKU.

• Under Self-Service, 
locate and click on “Web 
Time Entry” to enter 
regular hours, sick, 
vacation, floating 
holiday, EKU time, or 
bereavement time.



Web Time Entry
All current positions should appear under the current pay 
period.

Click on “Start Timesheet” to enter regular hours, sick, 
vacation, floating holiday, EKU time or bereavement time.



• Click on the day you need to enter time worked.

• Use the Start Time and End Time boxes to enter all hours 
worked for that day. Use arrow keys to help select time.

• Use the “Add More Time” box to add additional Start and 
End Time fields (i.e. morning vs. afternoon hours).



After entering all time worked that day, click “Save”. 

All entered hours will 
save and appear below 
the selected date.



The status of  your timesheet and deadline to 
submit will display in the top right corner.

When you are ready to submit, click “Preview”.



Review your Timesheet Summary and click 
“Submit” before the deadline.

Last Name, First Name
Supervisor



Successful submissions will see a success 
message in the top right corner.



If  you need to make corrections after a timesheet 
has been submitted, click “Recall Timesheet”.



www.hr.eku.edu

Questions may be directed to the 
Human Resources Operation Team.

Phone: (859)622-5094
Email: Human.Resources@eku.edu

http://www.hr.eku.edu/
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