
East Central University

Supervisor Timesheet and Leave 
Report Approval



Login | East Central University 

(ecok.edu)

Click on Colleague Self-

Service, Login icon

https://www.ecok.edu/login


ECU 

user name 

and password



Click Employee



Click on Leave Approval to 

view employee’s leave request

Click on Time Approval to 

view employee’s timesheet 

entry



1. Click on Employee

2. Click on Time Approval

3. Select Pay Cycle

4.  Select Status

5.  Click on Apply Filters
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Timesheets will be waiting 

in the approver’s page

Click View to look at the 

entire timesheet



Work week hours should always total to 40 

hours or more (if  approved for comp time)

This week does NOT total 40 

hours

This week does total to 40 hours, click right 

arrow for the next week

This week does total to 40 hours, click right 

arrow for the next week

This week does total to 40 hours, click right 

arrow for the next week



Approver must review each week’s timesheet 

hours.  Approvers must Approve and/or Reject 

and add Comment for each weekly timesheet 

period

Correct hours

Incorrect hours, Reject to send back for 

correction.  Always add comment for 

returning timesheet



1. Click on Employee

2. Click on Leave Approval

3.  Check mark ‘Submitted’ and 

then click on Apply Filters
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Click on View to review the leave 

report time period

Approve or Reject the 

Leave Report





You will receive an 

Approved notice 



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


