Instructions for Approving a Leave Report

= [7JMURRAY STATE

myGate will be down for maintenance from 6:00 N
AM. to 2:00 P.M. the third Sunday of every N
month.

e = Click here

Home CampuslLife Employee Finance

Financial Aid/Scholarships Money Resources

Employee Self-Service N |

To-Do List : N

v

Add your tasks

Create personal tasks and reminders.

OPEN EMPLOYEE DASHBOARD

Quick access to HR[and Payroll information.

Then, click here

ADD NEW TASK

Employee Dashboard
Employee Dashboard
_ Leave Balances as of 10/17/2025
Vacation in hours Sick in hours Holiday Comp Time in hours 000

Full Leave Balance Information

Pay Information

v .
7 My Activities
Latest Pay Stub: 08/22/2025 All Pay Stubs

Direct Deposit Information Deductions History

Earnings Click to apprOVe -

Approve Time
Benefits e n d i n I e ave — B Approve Leave Report
pending R E=

re p (e rts Electronic Personnel Action Forms (EPAF)
Job Summary ~ Leave and Time Reporting Forms.
Employee Summary ~ 2025 Bi-Weekly Calendar (pdf)

2025 Monthly Calendar (pdf)
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Approvals - Leave Report

Approvals Timesheet

Leave Report v || 10/09/2025 -10/3172025 (2025 MN 10) v A Deparments w || Al status ecept ot Startzd

In the Approvals section, choose
Leave Report and Select Pay Period in
the drop down menus

_In the Pending section, select the employee’s name

L Pending 1

Employee Name 1D

|| rour, Racer MO0Z07008
Racer Four Manager, 999223-00

In Progress 1
Employee Name 1D

Five, Racer M00000000
Racer Five Asst Manager

Returned 0

Error a

Approwved 0

Completed 0

Cancelled 0
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Leave Report Detail Summary

MO00207508, Four, Racer

Racer Four Manager, 999223-00, 1, W00404, Associate Dir Human Resources
Pay Period: |12.50 Hours Pending Submitted On 10/31/2025, 02:54 PM

Time Entry Detail Review all time entered for each leave category

Date Earn Code shift Total
10/0&6/2025 400, Vacation Pay 1 7.50 Hours
401, Sick Pay 1 £.00 Hours
Summary
Earn Code shift Week week Wweek Week week Total
Wacation Pay 1 T7.50 7.50 Hours

401, Sick Pay 1 5.00 5.00 Hours

Total Hours 7.50 5.00
Leave Report Detail Summary
M00207508, Four, Racer =]
Racer Four Manager, 999223-00, 1, W00404, Associate Dir Human Resources
PayPeriod: |1250Hours | pending Submitted On 10/31/2025, 02:54 PM
Time Entry Detail
oate carn cote shite Toral

400, Vacacion pay ' 7.50 Hours
41, Sk pay 1 500 Hours
Summary
Sarn coce e weskc week weskc weskc weec Torat
0, Vacation Pay 1 750 750 Hours
Sick pay 1 s 500 Hours

Totat ours 750 s00

Routing and Status

Name

Ste

Haley M.

Wilkins, Synthia M.

Comment (Optional):

2000 characars remainig,

O con

I l I( )

If the leave report is correct, select the “Approve” button. If the leave report is not correct, you have
the option to “Return for Correction” which will allow the employee to make changes and resubmit.
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Employee D. d Time Entry Approvals

Leave Report Detail Summary
M00207908, Four, Racer

Racer Four Manager, 999223-00, 1, W00404, Associate Dir Human Resources

Pay Period: | 12.50 Hours Completed Approved On 11/03/2025, 04:20 PM

Racer Four Manager, 99922300, 1, W00404, Associate Dir Human Resources

Preview

This confirmation will be
displayed after the leave
report has been successfully
approved.
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| ® Leave Report successfully approved.
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