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oyee, you need to limithatthaotal n u m b e r  o f  l 5 
 a s  w o r k e d  t o  3 0  l 5 
 a s  p e r  w e e k  w h e n  c l a s s  s t o r  f i n a l  
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T h e  d e p a r t m e n t s  l i s t e d  h e r e  u s e  t i m e  c l o c k  s y s t e m s  t o  t r a c k  w o r k  h o u r s .   I f  y o u  a r e  e m p l o y e d  i n  o n e  o f  t h e s e  d e p a r t m e n t s ,  y o u  m a y  n o w  e n d  t h i s  p r e s e n t a t i o n .     I f  y o u  a r e  e m p l o y e d  i n  a n o t h e r  d e p a r t m e n t ,  p l e a s e  c o n t i n u e  t h i s  p r e s e n t a t i o n  t o  r e c e i v e  i n s t r u c t i o n s  f o r 8  r c o r d i n g  w o r k  h o u r s  u s i n g  a n  e l e c t r o n i c  t i m e  d o c u m e n t  o r 8 a  p a p e r  t i m e  d o c u m e n t .
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Report Actual Hours Worked

Here is an example of work hours recorded in quarter hour 
increments.

The example indicates that the employee worked 4 hours on 
Monday

4.25 hours on Tuesday (4 and 1 quarter hours)

4.50 hours on Wednesday ( 4 and 2 quarter hours)

4.75 hours on Thursday (4 and 3 quarters hours)

2.50 hours on Friday (2 and 2 quarter hours)

For a total of 20.00 hours for the week.
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The Human Resource Information System and K-State Employee Self Service sign
in page will appear.  

Sign in using your K-State eID and password.    
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eTime Entry Page

In Employee Self Service/HRIS the Earn Types are:






