
How to Establish an Honors Co-Curricular Experience Contract  
 
Our menu of eligible co-curricular experiences includes 1) internships and other pre-professional work 
experiences 2) undergraduate research experiences 3) work as a TA or formal tutor 4) study or service 
abroad or 5) participation for a season on an academic competition team.  For a fuller discussion, refer to 
Program Requirements on our website.  
 
You can record co-curricular experiences in HAL after they have been completed!   
 
1. Go the University Honors Program website and select the “Current Students” section in HAL  

    
 
2. Select HAL Login 

 

https://www.k-state.edu/ksuhonors/requirements
https://www.k-state.edu/ksuhonors/requirements/


 
3. Go the “Current Students” sec�on in HAL 
 

 
 
4. Sign in using your K-State eID and password 
 

 

 
5. Find the “Experiences” box and click on Click Here to Add New Co-Curricular Experience (in green)   

 

 

 
  

  

Use your eID and password 
just like you do for KSIS or 
K-State Online 

 
  

  

Click the green link to 
navigate to the contract 
form 

  
  



6. Complete the form 
Tell us how much �me was involved in the experience (number of weeks/hours per week).  We generally 
expect an experience to be at least 100 hours.   
 
Tip: use the text boxes to rehearse the task of explaining how the experience helped you.  Treat it as 
prac�ce for resumes, cover leters and interviews.  

 
 

  

   

  

If you have already completed the experience, 
enter the current semester and include the 
actual term in the descrip�on below.   



7. Enter the name of your supervisor for the project 
To record a Co-Curricular Experience, you have to designate whether the supervisor was a K-State 
employee (“Ac�vity Advisor”) or whether they were outside of K-State (“External Contact”) since either 
is possible.   
 

a. If your supervisor is a K-State employee 

 

b. If your supervisor is outside of K-State 
External contacts will not have access to HAL; instead, the College Coordinator will reach out to 
them and verify comple�on of the experience.   
 

 
   
 
 

    

  

Enter the correct contact  
informa�on for your   

experience supervisor.   

1.   Save the  
informa�on  
on the form.   

2 .  Send your  
contract for  

proposal  
approval.    

TWO   CLICKS:   

  

Enter the correct 
contact info for the 
person who can verify 
your experience   

TWO CLICKS:   

1.   Save the  
informa�on  
on the form.   

2 . Send your  
contract for  

approval 
  



8.  Check the e-Sign  
 

 
Keep an eye on your contract as it moves through the approval process.   

 
At any stage, you can see who has already signed and who has yet to sign. The Ac�vity Advisor  

only signs a�er the experience is completed. 
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