How to establish an Honors Co-Curricular Experience Contract:
Co-Curricular contracts can take a variety of forms. To find a list of accepted Co-Curricular Experiences, refer to the KState University Honors Program website under the “Program Requirements” tab.
https://www.k-state.edu/ksuhonors/requirements
We encourage you to establish your Co-Curricular contract at the start of the experience. However, Co-Curricular
Contracts, unlike Course Contracts, can be created after completion of the experience. In that instance, select the current
term, but in the “Description of the Co-Curricular Activity” box, clarify the specific term in which you completed the
experience.

1. Go to the University Honors Program website (k-state.edu/ksuhonors/) and click on the Honors Administration
Link (HAL)

2. Go to the “Current Honors Students” section and click on Track Your Progress & Manage Your Project, Events,
and Contracts

Sign-in for
current students

3. Sign in using your K-State eID, just as you would with KSIS or K-State Online

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

4. Find the “Experiences” box, and click on the green Click Here to Add a New Co-Curricular Experience Contract

Click to navigate to the
Co-Curricular Contract form

5. Complete the form

If your experience is already complete, enter the
current term and specify the actual completion
term in the description space below.

6. Enter the name of your supervisor for the project: For Co-Curricular experiences, you have to designate
whether the supervisor was a K-State employee (“Activity Advisor”) or whether they were outside of K-State
(“External Contact”) since either is possible.
a. If your supervisor is a K-State employee:

Enter the correct contact
information for your
experience supervisor.

TWO CLICKS:
1. Save the
information
on the form.

2. Send your
contract for
proposal
approval.

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 completion of the experience.

Enter the correct contact
information for your
experience supervisor.

TWO CLICKS:
1. Save the
information
on the form.

2. Send your
contract for
proposal
approval.

7. Check eSign

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
Activity Advisor only signs after the experience is complete.

Congratulations! You have successfully started a Co-Curricular Experience Contract!

