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Entering Hours for a Student or Temporary
Employee
Supervisor Guide

1 Navigate to: https://hr.ku.edu

2 From the homepage, select "Team & Time Absence."
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3 Select "Enter Time" and click on the Employee's Name from your list.

4 Click the calendar icon or use the arrows to navigate to the date the employee
worked.
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5 Click the "In" and the "Out" box and enter the times the employee worked.

6 If you are unsure what hours the employee worked, but know how many hours
they worked, you can enter that number in the "Quantity" box.
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7 Always add a comment when editing an employee's timesheet. Click the
"Comments" field.

8 Enter your comment in the box and click the blue "Add Comment" box.
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9 When finished, close the text box.

10 When all changes have been made, click "Submit"
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11 Click "Return to Select Employee" or select the arrow to go back.


