
East Central University 

Colleague Self-Service

Employee Instructions



Scheme

• Colleague Self-Service login

• Review/submit Leave hours

• Submit time off  

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



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 



Click to add Leave hours, 

hours not worked



Click on drop down 

to  select Leave Type



Click on date of  

leave

Click the Leave Type



Select an End date to populate the 

week’s leave report range



For each day of  leave, put in the number of  

hours missed from work



Click the Save button

Confirmation the leave was saved

Click on the Submit button 

to submit leave hours



Request additional time 

off





Click Save

Click Submit



If  you have 

additional 

time off, 

click on 

‘New 

Request’

Outstanding leave requests, 

waiting for approval



• Leave Request must be completed prior to requesting 

off.

• 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.

NOTES



Questions

Contact:

Employment Services 

(580) 559-5260

es@ecok.edu


