
 
 

How to Log Field Practicum Hours 

eValue Student Users 

 

Navigation: Time Tracking > Log Time or Home > Log Time 

Step One: Click on “Log Time” in your eValue homepage 

 

 

 

 

 

 

 

 

 

 



 
 

Step Two: Complete ALL prompts with a red asterisk to the right.  

 

Enter all data for the required fields with the red asterisk.  Use the calendar and click the day which you 

want to log hours.  Course is always the Field Practicum class and Supervisor is your Field Instructor or 

Task Supervisor. 

Note:  Field hours must be logged no later than two weeks after a shift. 

 

 



 
 
The calendar appears with the completed time below.  Verify that the hours are accurate.  To make an 

adjustment click the red dot after the logged hours.

  

 

For example, the calendar below shows logged time corrected from 1pm-5:30 pm to 1pm-5pm. 

 



 
 
 

 

Use caution if you enter data in the comment field as this information is not confidential.  The “rough 

day” comment can be viewed by all administrative users. 

 


