1. After you log into myGate, click on the Employee category.
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2. In the Employee Self-Service card, click on Open Employee Dashboard.
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3. In the My Activites section, click on Approve Time.

s MURRAY STATE UNIVERSITY

e Qe

Four, Racer

Employee Dashboard

Employee Dashboard

Four, Racer

Pay Information

Latest Pay Stub: 07/31/2025 All Pay Stubs

Earnings
Benefits

Taxes

Leave Balances as of 10/02/2025

Vacation in hours

Direct Deposit Information

© 2013-

Sick in hours

Full Leave Balance Information

/" My Activities

Enter Leave Report

v
Click Here

Deductions History

N
Approve Time

» Approve Leave Report
Proxy Approval

-~ Y App

Electronic Personnel Action Forms (EPAF)

2025 Ellucian Company L.P. and its affiliates. All rights reserved.




4. Under the status Pending, click on each Employee Name to review the Timesheet for accuracy.

MURRAY STATE UNIVERSITY o] & Four, Racer

Employee Dashboard Time Entry Approvals

rnesnee. Ledve Report
Timesheet v All Departments v 10/04/2025 - 10/17/2025 (2025 BW 22) hd All Status except Not Started v
Distribution Status Report - Timesheet -~
2
Click each Employee Name 0 0 0 0 0 R 0
to review Timesheet Pending Pending - In n Progress Returned Errar Pending - Approved Completed
/ the Queue Approved
D Pending 2 s
Employee Name, ID Organization Hours/Units
Two, Racer 75.00 Hours :
M99999999 1-WW99999, Racer Manager £ H
Racer Twa Specialist, 999999-00
One, Racer 99999998 199999 R " 75.00 Hours D H
W - , Racer Manager .
Racer One Specialist, 999998-00 g




5. Carefully review the Date, Earn Code, and Hours reported for each employee to ensure accuracy. Then click on desired action at the bottom of the Timesheet.
Repeat for each pending Timesheet.

MURRAY STATE UNIVERSITY

& Four, Racer

Employee Dashboard Time Entry Approvals Racer One Specialist, 999998-00, 1, W33999. Racer Manager Preview

Timesheet Detail Summary

M99999938, One, Racer

Racer One Specialist, 999998 -00, 1, W99999, Racer Manager
Pending Submitted On 10/02/2025, 09:19 AM

Pay Period: 75.00 Hours

Time Entry Detail

Date Earn Code Shift Total
10/06/2025 400, Vacation Pay 1 7.50 Hours
101, Regular Bi- 1 7.50 Hours
401, Sick Pay 1 7.50 Hours
101, Regular Bi- 1 7.50 Hours
10/10/2025 101, Regular Bi- 1 5.00 Hours
10/10/2025 400, Vacation Pay 1 2.50 Hours
1013 5 402, Holiday Pay 1 7.50 Hours
10714/ 5 101, Regular Bi- 1 7.50 Hours
10/15/2025 101, Regular Bi- 1 7.50 Hours
10/16/2025 101, Regular Bi- 1 7.50 Hours
10/17/2025 101, Regular Bi- 1 7.50 Hours
Summary
Earn Code Shift Week Week Total
400, Vacation Pay 1 10.00 10.00 Hours
101, Regular Bi 1 20.00 30.00 50.00 Hours
401, Sick Pay 1 7.50 7.50 Hours
402, Holiday Pay 1 7.50 7.50 Hours
Total Hours 37.50 37.50
Routing and Status
Name Action
Originated On 10/01/2025, 02:49 PM by One, Racer
Submitted On 10/02/2025, 09:19 AM by One, Racer
Approve by 11/10/2025, 12:00 PM Review Timeshest
Four, Racer Pending Approval acu_"a‘:y ar?d click on
desired action
Comment (Optional):
P
2000 characters remaining
Confidential Comment
Back I l Details I l Delete I l Return for correction ‘ Approve




6. "Timesheet successfully approved." message will appear once Timesheet has been approved.

2 MURRAY STATE UNIVERSITY

Racer One Specialist, 999998-00, 1, W99999, Racer Manager

Employee Dashboard Time Entry Approvals

Timesheet Detail Summary

M99999998, One, Racer

Racer One Specialist, 999998 -00, 1, W99999, Racer Manager

Preview

o N X

Four, Racer

@ Timesheet successfully approved.

Look for confirmation

Pay Period: |75.00 Hours

Time Entry Detail

Approved Approved On 11/10/2025, 09:52 AM

Date Earn Code Shift Total

10/06/2025 400, Vacation Pay 1 7.50 Hours
10/07/2025 101, Regular Bi-weekly Pay 1 7.50 Hours
10/08/2025 401, Sick Pay 1 7.50 Hours
10/09/2025 101, Regular Bi-weekly Pay 1 7.50 Hours
10/10/2025 101, Regular Bi-weekly Pay 1 5.00 Hours
10/10/2025 400, Vacation Pay 1 2.50 Hours
10/13/2025 402, Holiday Pay 1 7.50 Hours
10/14/2025 101, Regular Bi-w 1 7.50 Hours
10/15/2025 101, Regular Bi-weekly Pay 1 7.50 Hours
10/16/2025 101, Regular Bi-w 1 7.50 Hours
10/17/2025 101, Regular Bi-w 1 7.30 Hours

Summary

Earn Code

Shift Week Week

Total

that Timesheet was
successfully
approved

Back I I Details l l Recall
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