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Welcome to myEKU
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Logging in to myEKU

Log 1n 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://1t.eku.edu/myekuinfo

myEKU 1s a part of the Single Sign-On (SSO)
and will automatically sign 1n the user logged into
the computer.
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http://my.eku.edu/
https://it.eku.edu/myekuinfo

Web Time Entry

* Locate the Employee

i Employee

box in myEKU.
g Self-service * Under Self-Service,
- _mp_%:‘_ Hal‘ -D-.:I' b (q4
. Enter Leave Report locate and click on “Web
Lo lime D Time Entry” to enter
Human Resources regular hours, sick,
ey vacation, floating
. Online Employment System (OES) h()l]_day, EKU t]_me’ or

bereavement time.

T Exy




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.

Employee Dashboard « Timesheet

Timesheet
Approvals
Pay Period
Pay Period Hours/Units Submitted On Status
Test Job, TEMPCL-00, E, 600400, Human Resources, Rate: null Prior Periods

01/23/2022 - 02/05/2022 h Not Started

7



* 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 (1.e. morning vs. afternoon hours).

1

Employee Dashboard « Timesheet « TestJob, TEMPCL-00, E, 600400, Human Resources, Rate: $0.000000 @ Timesheet successfully created.

Test Job, TEMPCL-00, E, 600400, Human Resources, Rate: $0.000000 Restart Time {0) Leave Balances

01/23/2022 - 02/05/2022 | { | ) nProgress  Submit By 02/07/2022, 10:00 PM

SUNDAY MONDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
30 31 3 4 5
(®) Add Earn Code
Earn Code Start Time* End Time* Hours

Hourly Input - Taxable Local v hh:mm a ® | hhmma O] h




If you need to add a comment, click on the
comment quote box icon (top left).

03/20/2022 - 04/02/2022 O nProgress  Submit By 04/04/2022, 10:00 PM
SUNDAY MM DAY TUESDAY WEDMESDAY THURSD&Y FRIDAY SATURDAY
2 23 24 pl
(+) Add Earn Code
Earn Code Start Time* End Time* Hours
Regular Pay v hh:mm a (&) hh:mm a (@)
Exit Page Prndlew
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After entering all time worked that day, click “Save”.

start Time* End Time* Hours
08:00 AM ©| | 11:00 AM ©
12:00 PM ©| | 0430 PM ©| | 4r
(® Add More Time

01/23/2022 - 02/05/2022 | 7.50 Hours (i)

Cancel Preview
SUNDAY MONDAY TUESDAY

< - All entered hours will

save and appear below
:—Iourlylnput-Taxai)\e Loca(@ 08:00 AM - 11:00 AM | 3.00 Hours the Selected date.

) 12:00 PM - 04:30 PM | 4.50 Hours

(® Add More Time
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The status of your timesheet and deadline to
submit will display in the top right corner.

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

Test Job, TEMPCL-00, E, 600400, Human Resources, Rate: $0.000000 <) Restart Time {0 Leave Balances




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

Timesheet Detail Summary

Test Job, TEMPCL-00, E, 600400, Human Resources, Rate: $0.000000
Pay Period: 01/23/2022 - 02/05/2022 7.50 Hours n Proj

i

Submit By 02/07/2022, 10:00 PM

Time Entry Detail

Date Earn Code shift Total

02/01/2022

22 HRS, Hourly Input - Taxable Local 1 7.50 Hours

Time Information

Date Earn Code Shift Hours/Units Time In System In Comment In Time Out System Out Comment Out
HRS, Hourly Input - Taxable Local 1 08:00 AM 11:00 AM
HRS, Hourly Input - Taxable Local 1 4.50 12:00 PM 04:30 PM

Summary

Earn Code Shift Week 1 Week 2 Total

HRS, Hourly Input - Taxable Local 1 7.50 7.50 Hours

Total Hours 7.50

Routing and Status

Name Action Date & Time
Last Name, First Name Originated 02/01/2022, 11:04 AM
Supervisor In the Queue

Zomment (Optional):

Return




Successful submissions will see a success
message 1n the top right corner.

: $0.000000 ‘ ® The timesheet has been successfully submitted. E:J
>rogress  Submit By 02/07/2022, 10:00 PM

shift Total

.ocal 1 7.50 Hours

Hours/Units Time In System In Comment In Time Out System Out Comment Out

08:00 AM 11:00 AM
4.50 12:00 PM 04:30 PM
Week 2 Total
7.50 Hours

mn Date & Time

inated 02/01/2022, 11:04 AM




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

Test Job, TEMPCL-00, E, 600400, Human Resources, Rate: $0.000000

01/23/2022 - 02/05/2022 = 7.50 Hours (i)
SUNDAY MONDAY TUESDAY
30 3

Hourly Input - Taxable Loca(@) 08:00 AM - 11:00 AM | 3.00 Hours

(©) 12:00 PM - 04:30 PM  4.50 Hours

Exit Page

WEDNESDAY

THURSDAY

Leave Balances

Pending Submitted On 02/01/2022, 11:26 AM

FRIDAY SATURDAY

Total: 7.50 Hours Account Distribution

Recall Timesheet Preview




Questions may be directed to the
Human Resources Operation Team.

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

/Yy, 9/4
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http://www.hr.eku.edu/
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