Accounting & Financial Services
Payroll Office

WEB TIME ENTRY
HOURLY TIME SHEETS
INSTRUCTION MANUAL



Introduction---

Web Time Entry is the method of reporting time for both hours worked and leave time. All
hourly employees (students and hourly staff) will be responsible for entering and submitting
hours worked every pay period. From that point, the hourly employee’s supervisor will be
responsible for approving the hours worked. Once the supervisor has approved the hours,
they can then be processed by payroll.

It is the sole responsibility of the hourly employee to enter and maintain an accurate

representation of the hours worked. It is also the employee’s responsibility to submit their time
sheet and make sure their time sheet is approved before the deadline each pay period.

Instructions
1. After you log into myGate click on the Employee Tab.
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2. In the Time Reporting box, click on the current pay period’s Time Sheet.
| Content Layout | Preferences | Help | Sign Qut
eMURRAY ‘ Welcome to myGﬂte

Select appropriate Time Sheet [ Home WEIETEERY Admin Tools | Money | myTab |

Benefits g Click here to log in to Self-Service Banner
Direct Depasit Job Title , Position# - Approver's Title - g S °
A W
Pay Stub . WO
Job Details < BiI-\Weekly - 17, Due Date : Aug 13, 2010
Leave Details Bi-Weekly - 16, Due Date : Jul 30, 2010 Banner INB EEE
Employee Directory More

Click here to log in to INB

Bookmarks Plus EEE Time Approval EEEB

£ Employment Information
Forms Central
Hiring Procedures
Human Resources General Information
Legal Downloading Resources
B+ MsU Benefits Informatian

Personnel Matters ECE
Update Approval Proxies  Act as Superuser

Summer Hours, Fall Break & Energy Savings
Day

Summer hours will start on Monday, June 7
; A and end on Friday, July 30. The new
B office of Equal Opportunity summer office hours will be 7:30 to 4:00.
B procedures Central Fall Break has been extended so that
- : faculty & staff have Friday, October 1 as a
&Tralnlng Information haliday. In addition, faculty have Thursday,
September 30 as a holiday.
Also, 3 days of holiday time off have been
arranged for the 2010 Christmas holidays.

Called "Energy Savings Days,” these are

FOAPAL Crosswalk not a change in policy and they may not be
The link above is to the FOAPAL Crosswalk, which implemented in future years. ]
is used to cross reference old and new account + See the full list of holidays and details
numbers. regarding summer hours on the HR
website: www.murraystate.edu/hr.
Digital Measures [E EH
A Electronic W-2 Forms
iDigitalVeasures s = 5 B
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3. Entering hours on your Time Sheet:
Note: You must enter all hours worked and submit a timesheet for EACH pay period worked.
A. Verify the following information is correct before proceeding:
* Title and Position Number
* Department and Department Number
* Time Sheet Period

B. For first week of pay period, identify correct earnings such as Regular Bi-Weekly Pay,
Vacation Pay, Sick Pay, etc.

C. For each day that was worked, click Enter Hours for the appropriate earnings.

| Preferences | Help | Sign Ou

eMURRAY Welcome to myGﬂ_tC

Time Sheet

Title and Number: Position Title -- Position Number

D_epartment anq Number: 1. Determine type of Approver's Title -- W Org 2. For eac.h day

Time Sheet Period: eamings worked. Jul 31, 2010 to Aug 13, 2010 worked, click on

Submit By Date: — Aug 17, 2010 by 12:00 P.M. Enter Hours

) Shift Default Total Total Saturday  Sunday Monday Tuesday Wednesday Thursday Friday
Hours or Hours Units Jul 31, Aug 01, Aug 02, R Aug 04, Aug 05, Aug 06,
Units 2010 2010 2010 2010 2010

Regular Bi-weekly 1 0 o] Enter Hours Enter Hours rHours Enter Hours Enter Hours Enter Hours
Pay

Vacation Pay 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Sick Pay 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Holiday Pay 1 0 o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Holiday Worked 1 0 o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Military Leave 1 0 o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Jury Duty 1 0 o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Death in Family 1 0 o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Excused w/pay 1 0 o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Excused w/o pay 1 0 o] Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours
Unexcused w/o 1 0 o] Enter Hours Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours
pay

Total Hours: 0 0 0 0 0 0 0 0
Total Units: 0 0 0 0 0 0 0 0
[ Position Selection ] [ Comments ] [ Preview ] [ Submit for Approval ] [ Restart l [Next]

Submitted for Approval By:

Figure C
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D. Enter the number of hours worked for the day (1.). Click Save (2.). Repeat these steps for
each day and each earning type that needs hours entered (Figure D). Click Copy if you
want to enter the same number of hours on the same earnings for multiple days to speed
up this process and proceed to step E., otherwise proceed to F.

| Preferences | Help | Sign Ou

@MURRAY

Welcome to myGﬂtC

w Backto

Employee Tab
Time Sheet Period: Jul 31, 2010 to Aug 13, 2010
Submit By Date: Aug 17, 2010 by 12:00 P.M.
Earning: Regular Bi-weekly Pay

pate: 2. After hours are Aug 02, 2010

shift:  entered, click Save |t 1. Enter hours here

Hours:

ﬂ Save N Copy ] [ Account Distribution ]

S~—

Earning Shift Default Total Total Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Hours or Hours Units Jul 31, Aug 01, Aug 02, Aug 03, Aug 04, Aug 05, Aug 06,
Units 2010 2010 2010 2010 2010 2010 2010

Regular Bi-weekly 1 o] 0 Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours Enter Hours

Pay

Vacation Pay 1 o] 0 Enter Hours Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours

Sick Pay 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours

Holiday Pay 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours

Holiday Worked 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours

Military Leave 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours

Jury Duty 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours

Death in Family 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours

Excused w/pay 1 o] 0 Enter Hours Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours

Excused w/o pay 1 0 0 Enter Hours Enter Hours Enter Hours Enter Hours  Enter Hours  Enter Hours Enter Hours

Unexcused w/o 1 o] 0 Enter Hours Enter Hours Enter Hours Enter Hours  Enter Hours Enter Hours Enter Hours

pay

Total Hours: 0 0 0 0 0 0 0 0

Total Units: 0 0 0 0 0 0 0 0

Figure D
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E. Check all of the days that you worked the same hours and click Copy when all days
applicable are checked.

SITE MAP | HELP | EXIT

&R Copy options include ability to copy to the end of the pay period, include Saturdays or Sundays, or copy by date. If
you select the same date you are copying from, your hours will be deleted. When you select Copy, the Hours or Units
and the Account Distribution is also copied.

Earnings Code: Regular Bi-weekly Pay, Shift 1
Date and Hours to Copy: Aug 16, 2008, 7.5 Hours
Copy from date displayed to end of the pay period: O
Include Saturdays: Check all dates which to copy O
Include Sundays: the hours i
Copy by date
Saturday Sunday Monday, uesday Wednesday Thursday Friday
Aug 16, 2008 Aug 17, 2008 Aug 18, 08 Au 9, 2008 ug 20, 2008 Aug 21, 2008 Aug 22, 2008
O O O O
Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Aug 23, 2008 Aug 24, 2008 Aug 25, 2008 Aug 26, 2008 Aug 27, 2008 Aug 28, 2008 Aug 29, 2008
O O
/ Click copy once you selected all
’ Time Sheet ] ’ Previous Menu ] ’ Copy] days to copy the hours

Make sure to get the successfully copied message.
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H1

my(GATE

SITE MAP | HELP | EXIT
&R Copy options include ability to copy to the end of the pay period, include Saturdays or Sundays, or copy by date. If
you select the same date you are copying from, your hours will be deleted. When you select Copy, the Hours or Units

and the Account Distribution is also copied.
You will get "Your hours have been copied
/ successfully” message

A Your hours have been copied successfully.

Earnings Code: Regular Bi-weekly Pay, Shift 1
Date and Hours to Copy: Aug 16, 2008, 7.5 Hours
Copy from date displayed to end of the pay period: O

Include Saturdays: O

Include Sundays: O

Copy by date:

Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Aug 16, 2008 Aug 17, 2008 Aug 18, 2008 Aug 19, 2008 Aug 20, 2008 Aug 21, 2008 Aug 22, 2008
O O O O O O O
Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Aug 23, 2008 Aug 24, 2008 Aug 25, 2008 Aug 26, 2008 Aug 27, 2008 Aug 28, 2008 Aug 29, 2008
O O O O O O O

_Click Time Shee_t to return_backto your
Time Shee Tevious Menu_] [Copy] T oninue to submi your feheet

To continue entering additional time or to submit your timesheet, click Time Sheet

Revised 11.2.16



F. Enter additional earnings if applicable, i.e. Sick Time

1. Identify Earnings Code
2. Click on Enter Hours in the correct day

sk
myGATE

SITE MAP | HELP | EXIT

&R Sclect the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the
period.

2. Click Save for one day or copy to copy the
Time Sheet hours to multiple days

Title and Number:

Department and Number,
Time Sheet Period:
Submit By Date:

Admin Secretary III Acct/Fin -- 998995-00
Admin Secretary III Acct/Fin -- W00009
Aug 16, 2008 to Aug 29, 2008

MNov 01, 2009 by 01:00 P.M.

Earning: Regular Bi-weekly Pay

Date: Aug 18, 2008

Shift: 1. To Enter other earnings type click the
. appropriate eamning, ie. sick pay, and the

Hours: click enter hours for the appropriate day

and enter the sick hours.

’ Save ] ’ Copy] [ Account Distribution ]

Wednesday Thursday Friday
ug 20, Aug 21, Aug 22,

Earning Shift Default Total Total Satur Sunday Monday Tues
Hours or Hours Units 16, Aug 17, Aug 18, Aug 19,

Units 2008 2008 2008 2008 2 2008 2008

Regular Bi- 1 Enter Enter 7.5 7.5 Enter Enter

weekly Pay Hours Hours Hours Hours

Vacation 0 Enter Enter Enter Enter Enter Hour Enter Enter

Pay Hours Hours Hours Hours Hours Hours

Sick Pay 1 0 15 Enter Enter Enter Enter Enter Hours 7.5 7.5
Hours Hours Hours Hours

Holiday Pay 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
Hours Hours Hours Hours Hours Hours

Holiday 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter

Worked Hours Hours Hours Hours Hours Hours

Military 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter

Leave Hours Hours Hours Hours Hours Hours

Jury Duty 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
Hours Hours Hours Hours Hours Hours

Death in 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter

Family Hours Hours Hours Hours Hours Hours

Excused 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter

w/pay Hours Hours Hours Hours Hours Hours

Total Hours: 75 0 0 7.5 7.5 7.5 7.5 7.5

Total Units: 0] 0 0 0 0] 0] 0 0

Position Selection ][ Comments ][ Preview ] [ Submit for Approval ] ’ Restart ] [Next]

Submitted for Approval By:

Approved By:

Waiting for Approval From:

- powsred by
RELEASE: 7.2.1.1 SUNGARD' HIGHER EDUCATION
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G. Click next to view the second week. If you used the copy function earlier then you
may already have entered hours on the second week. Check and make sure you
have all hours worked entered correctly.

it ®

myGATE

SITE MAP | HELP | EXIT

&R Sclect the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the
period.

Time Sheet

Title and Number:
Department and Number:
Time Sheet Period:
Submit By Date:

Earning: Holiday Worked
Date: Aug 19, 2008
Shift: 1

Hours: 7.5

’ Save ] ’ Copy] [ Account Distribution ]

Earning Shift Default Total Total Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Hours or Hours Units Aug 16, Aug 17, Aug 18, Aug 19, Aug 20, Aug 21, Aug 22,

Units 2008 2008 2008 2008 2008 2008 2008
Regular Bi- 1 0 52.5 Enter Enter 7.5 Enter 7.5 Enter Enter
weekly Pay This N Hours Hours  Hours
. IS5 15 your noarmal nours
Vacation | pake sure 0 0 worked for holiday pay Enter Enter Enter Hours Enter Enter
Pay your total Hours Hours Hours Hours
Sick Pay hours for ——aP» 15 Enter Enter nter Enter Enter Hours 7.5 7.5
each L e Mo g Hours
) category is | If you worked the holiday
Holiday Pa corect H\T* 7.5 enter both holiday pay for 7.5 Enter Hours Enter Enter
\ wour normal hours and Hours Hours
Holiday T 7.5 holiday worked for the 7.5 Enter Hours Enter Enter
Worked actual number of hours Hours Hours Hours
Military 1 0 0 worked. r Enter Enter Enter Hours Enter  Enter
Leave Hours Hours Hours Hours Hours Hours
Jury Duty 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
Hours Hours Hours Hours Hours Hours
Death in 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
Family Hours Hours Hours Hours Hours Hours
Excused 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
w/pay Hours Hours Hours Hours Hours Hours
Total Hours: 82.5 0 0 7.5 15 7.5 7.5 7.5
Total Units: 0 0 0 0 0 0 0 0
Position Selection ][ Comments ][ Preview ] [ Submit for Approval ] ’ Restart ] [Next]
Submitted for Approval By:
Approved By:
Waiting for Approval From:
- owered by
RELEASE: 7.2.1.1 SUNGARD' HIGHER EDUCATION
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period.

Time Sheet

Title and Number:
Department and Number:
Time Sheet Period:
Submit By Date:

Earning:

Date:

Shift:

Hours:

Holiday Worked

Aug 16, 2008

[ ]

’ Save ] ’ Copy] [ Account Distribution ]

SITE MAP | HELP | EXIT
&R Sclect the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the

Earning Shift Default Total Total Saturday Sunday Monday Tuesday Wednesday Thursday Friday

Hours or Hours Units Aug 16, Aug 17, Aug 18, Aug 19, Aug 20, Aug 21, Aug 22,
Units 2008 2008 2008 2008 2008 2008 2008
Regular Bi- 1 0 52.5 Enter Enter 7.5 Enter 7.5 Enter Enter
weekly Pay Hours Hours Hours Hours Hours
\acation 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
Pay Hours Hours Hours Hours Hours Hours
Sick Pay 1 0 15 Enter Enter Enter Enter Enter Hours 7.5 7.5
Hours Hours Hours Hours
Holiday Pay 1 0 7.5 Enter Enter Enter 7.5 Enter Hours Enter Enter
Hours Hours Hours Hours Hours
Holiday 1 0 7.5 Enter Enter Enter 7.5 Enter Hours Enter Enter
Worked Hours Hours Hours Hours Hours
Military 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
Leave Hours Hours Hours Hours Hours Hours
Jury Duty 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
Hours Hours Hours Hours Hours Hours
Death in 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
Family Hours Hours Hours Hours Hours Hours
Excused 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
w/pay Hours Hours Hours Hours Hours Hours
Total Hours: 82.5 0 0 7.5 15 7.5 7.5 7.5
Total Units: 0 0 0 0 0 0 0 0
Position Selection ][ Comments ][ Preview ] [ Submit for Approval ] ’ Restart ] [Next]
Click next to start the second week of the pay |
Submitted for Approval By: period, if you did not do it by copying hours. If you
A d By: are on the second week this button will be ]
pprove Y: "previous” instead of "next”. Use this to navigate
Waiting for Approval From: back and forth between week one and week two of |
. the pay period. owered by
RELEASE: 7.2.1.1 SUNGARD' HIGHER EDUCATION
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Other components on the time on your Timecard:

i ~
my(GATE

SITE MAP | HELP | EXIT

&R Sclect the link under a date to enter hours or days. Select Next or Previous to navigate through the dates within the
period.

Time Sheet

Title and Number:
Department and Number:
Time Sheet Period:
Submit By Date:

Admin Secretary III Acct/Fin -- 998995-00
Admin Secretary III Acct/Fin -- W00009
Nov 08, 2008 to Nov 21, 2008

Nov 24, 2008 by 01:00 P.M.

Earning Shift Default Total Total Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Hours or Hours Units Nov 08, Nov 09, Nov 10, Nov 11, Nov 132, Nov 13, Nov 14,
Units 2008 2008 2008 2008 2008 2008 2008
Regular Bi- 1 0 75 Enter Enter 7.5 7.5 7.5 7.5 7.5
weekly Pay Hours Hours
Vacation Pay 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
Hours Hours Hours Hours Hours  Hours
Sick Pay 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
Hours Hours Hours Hours Hours  Hours
Holiday Pay 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
Hours Hours Hours Hours Hours  Hours
Holiday 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
Worked Hours Hours Hours Hours Hours  Hours
Military 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
Leave Hours Hours Hours Hours Hours  Hours
Jury Duty 1 0 Cetar Enter Enter Enter Enter Hours Enter Enter
To add comments onjrs Hours Hours Hours Hours  Hours
Death in 1 o Yourtimecard for yourke, Enter Enter Enter Enter Hours Enter  Enter
Famiy  [Toenterhours}  [@Pprover. Do not usejrs Hours Hours Hours Hours  Hours
Excused |Onasecond [ g this t.?h{;ﬁmmun":l?te Enter Enter Enter Enter Hours Enter  Enter
w/pay position wi € payro s Hours Hours Hours Hours  Hours
depariment!
Total Hours: 0 7.5 7.5 7.5 7.5 7.5
Total Units: 0 0 0 0 0 0 0 0
—— e To Toggle back
Position Selection )[( Comments I[ Preview ]I Submit for Approval ] Restart () Next | ) ef— and forth
between week 1
S
* and weekZ_ of |
Submitted for Approval By: - - . IF you need to erase the the pay period )
Approved By: To Preview you fime whole timesheet and
iting f I . sheet t_}e_fore restart with a blank |
Waiting for Approval From: submitting timesheet I
: powsred by
RELEASE: 7.2.1.1 SUNGARD' HIGHER EDUCATION

Revised 11.2.16
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Using the Restart Button:

(a) Click Restart Entry.
(b) The Restart Confirmation page is displayed when the Restart button is clicked.

(c) Click on OK to return the employee to the Time Sheet page and refreshes the information on
that page. All data entered for the entire pay period will be deleted.

(d) Click on Cancel to return to the Time Sheet page with no changes. The information entered
will not be deleted.

Revised 11.2.16
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Submitting

Time:

Verify all hours are correct
Click Save

Click Submit for Approval

’Save ] ’ Copy] [

Account Distribution

Earning Shift Default Total Total Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Hours or Hours Units Aug 16, Aug 17, Aug 18, Aug 19, Aug 20, Aug 21, Aug 22,
Units 2008 2008 2008 2008 2008 2008
Regular Bi- 1 0 52.5 Enter Enter 7.5 Enter 7.5 Enter Enter
weekly Pay Hours Hours Hours Hours  Hours
Vacation | Make sure 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
Pay your total | Hours Hours Hours Hours Hours  Hours
sick Pay hDUFSthF —a 15 Enter Enter Enter Enter Enter Hours 7.5 7.5
eac Hours Hours Hours Hours
) category is \v

Holiday Pay .orect. 7.5 Enter Enter Enter 7.5 Enter Hours Enter Enter

**Remember | Hours Hours Hours Hours  Hours
Holiday This is total 7.5 Enter Enter Enter 7.5 Enter Hours Enter Enter
Worked forboth | Hours Hours Hours Hours  Hours
Military “Szik;eﬁfuglf 0 0 Enter  Enter Enter Enter Enter Hours Enter  Enter
Leave ) Hours Hours Hours Hours Hours  Hours
Jury Duty 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter

Hours Hours Hours Hours Hours  Hours
Death in 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
Family Hours Hours Hours Hours Hours  Hours
Excused 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
w/pay Hours Hours Hours Hours Hours  Hours
Total Hours: 82.5 0 0 7.5 15 7.5 7.5 7.5
Total Units: o] 0 0 0 0 o]
Position Selection ] ’ Comments ][ Preview ] [ Submit for Approval ] [ Restart ] [Next]
Submitted for Approval By: | 4 ‘Click submit for approval
Approved By:
Waiting for Approval From:
. owered by

RELEASE: 7.2.1.1 SUNGARD' HIGHER EDUCATION

You will see “Your time sheet was successfully submitted.”

Revised 11.2.16
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i~
my(GATE

&® select the link under a date to enter hours or days. S

period.

You will see this message if your time
was submitted successfully

@ sheet was submitted successfully.

Time Sheet

Title and Number:

Department and Number:

Time Sheet Period:
Submit By Date:

SITE MAP | HELP | EXIT

ct Next or Previous to navigate through the dates within the

Earning Shift Default Total Total Saturday Sunday Monday Tuesday Wednesday Thursday Friday

Hours or Hours Units Aug 16, Aug 17, Aug 18, Aug 19, Aug 20, Aug 21,
Units 2008 2008 2008 2008 2008 2008
Regular Bi- 1 0 52.5 Enter Enter 7.5 Enter 7.5 Enter
weekly Pay Hours Hours Hours Hours
Vacation 1 0 0 Enter Enter Enter Enter Enter Hours Enter
Pay Hours Hours Hours Hours Hours
Sick Pay 1 0 15 Enter Enter Enter Enter Enter Hours 7.5
Hours Hours Hours Hours
Holiday Pay 1 0 7.5 Enter Enter Enter 7.5 Enter Hours Enter
Hours Hours Hours Hours
Holiday 1 0 7.5 Enter Enter Enter 7.5 Enter Hours Enter
Worked Hours Hours Hours Hours
Military 1 0 0 Enter Enter Enter Enter Enter Hours Enter
Leave Hours Hours Hours Hours Hours
Jury Duty 1 0 0 Enter Enter Enter Enter Enter Hours Enter
Hours Hours Hours Hours Hours
Death in 1 0 0 Enter Enter Enter Enter Enter Hours Enter
Family Hours Hours Hours Hours Hours
Excused 1 0 0 Enter Enter Enter Enter Enter Hours Enter
w/pay Hours Hours Hours Hours Hours
Total Hours: 82.5 0 0 7.5 15 7.5 7.5
Total Units: 0 0 0 0 This shows you 0
e submitted your timecard
[ Position Selection ]D Comments H Previe'.L] Next / Once your approver

Submitted for Approva
Approved By:

RELEASE: 7.2.1.1

Revised 11.2.16
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Waiting for Approval From:

If you need to
start a
timecard for
another
position click
Paosition
Selection

You on Nov 13, 2008

approves the timecard their
name with the date will

appear hear

Aug 22,
2008

Enter
Hours

Enter
Hours

7.5

Enter
Hours

Enter
Hours

Enter
Hours

Enter
Hours

Enter
Hours

Enter
Hours

7.5
0

This shows if your time card is awaiting
approval and who will approve it.




Entering Second Position:

Select Position Selection on the screen that shows your first time card was
submitted successfully

Follow the same directions as entering your first position

Logging Out:

Click exit at top right of the screen

You will see this message if your time
was submitted successfully

SITE MAP | HELP | EXIT

&Q Sclect the link under a date to enter hours or days. Sefect Next or Previous to navigate through the dates withi e
period.

@ sheet was submitted successfully. To exit out of time entry

Time Sheet

Title and Number: Admin Secretary III Acct/Fin -- 998995-00
Department and Number: Admin Secretary III Acct/Fin -- W00009
Time Sheet Period: Aug 16, 2008 to Aug 29, 2008

Submit By Date: Nov 01, 2009 by 01:00 P.M.

Earning Shift Default Total Total Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Hours or Hours Units Aug 16, Aug 17, Aug 18, Aug 19, Aug 20, Aug 21, Aug 22,

Units 2008 2008 2008 2008 2008 2008 2008
Regular Bi- 1 0 52.5 Enter Enter 7.5 Enter 7.5 Enter Enter
weekly Pay Hours Hours Hours Hours Hours
Vacation 1 0 0 Enter Enter Enter Enter Enter Hours Enter Enter
Pay Hours Hours Hours Hours Hours Hours
Sick Pay 1 0 15 Enter Enter Enter Enter Enter Hours 7.5 7.5
Hours Hours Hours Hours
Holiday Pay 1 0 7.5 Enter Enter Enter 7.5 Enter Hours Enter Enter
Hours Hours Hours Hours Hours
Holiday 1 0 7.5 Enter Enter Enter 7.5 Enter Hours Enter Enter
Worked Hours Hours Hours Hours Hours
Military 1 0 o] Enter Enter Enter Enter Enter Hours Enter Enter
Leave Hours Hours Hours Hours Hours Hours
Jury Duty 1 0 o] Enter Enter Enter Enter Enter Hours Enter Enter
Hours Hours Hours Hours Hours Hours
Death in 1 0 o] Enter Enter Enter Enter Enter Hours Enter Enter
Family Hours Hours Hours Hours Hours Hours
Excused 1 0 o] Enter Enter ' Enter Enter Enter Hours Enter Enter
w/pay Hours Hours Hours Hours Hours Hours
Total Hours: 82.5 0 0 7.5 15 7.5 7.5 7.5
Total Units: 0 0 0 0 0 o] 0 0
Position Selection ] ’ Comments ] ’ Preview ] [Next]
Submitted for Approval By: You on Nov 13, 2008

Approved By:

Revised 11.2.16
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Using Self Service Banner to Access your Time Sheet:

If you cannot find your time sheet using the Time Reporting channel on the Employee tab in
myGate, you may need to use the Self Service Banner Link.

MURRAY STATE
U

IVERSITY

Employee  AdminTools  Money  Financial Aid  Academics  Time/Leave Reporting

VST Iy S EU IS RIS S LS u S S

Internal Job Listings

Building Services Technician [
Director for International Recruitment and Operations Manager

Coordinator of McNair Scholars Program
Note: Internal postings for regular employees only.

For more information on internal job postings, dick here.

Revised 11.2.16
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Create a new EPAF
Approve an EPAF
Originator Summary

alMeasures

DigitallVieasures

nsight Login

Digital Measures is an activity reporting system for faculty and professional
staff. Please click the image above to login to Digital Measures.

1f you wish to obtain access to Digital Measures, please contact
riza.marjadi@murraystate.edu.

Self Service Bank Link

The regulations require that the University survey two groups: its applicants
for open positions at the time they apply for the pasition, and its entire
workforce annually. The University invites all employees to self-identify a
disability.

To participate, please visit "Veteran and Disability Status" on or before
Friday, October 28, 2016.

Please contact the Office of Institutional Diversity, Equity and Access (IDEA)
with guestions at x3155.

Strategic Plan

Strategic Initiatives Plan (PDF)

Approved by the Murray State University Board of Regents, June 5, 2015.

Self-Service Banner

Click here to log in to Self-Service Banner

Banner INB

Note: If your myGate password contains a / (forward slash) character, you
will need to change your password to access INB through myGate or directly
via the blue screen.

Click here to log in to INB

Electronic W2 Forms

To receive your W-2 electronically, complete this Consent Form
View/Print Your Electronic W2

Printing Instructions

Receive a Printed W-2

W-2 Notice to Employee



E‘MURRAY

STATE UNIVERSITY

Personal Information Student Financial Aid Employee Finance

Search Go

ACCESSIBILITY SITE MAP HELP EXIT

Main Menu

Personal Information
Update addresses, contact information or marital status; review name or social security number change information

Student
Register for Classes, Viegl your Academic Regord nrollment Verification, Apply to Graduate.
Financial Aid
Apply for Financial Ag
Employee
Time sheats, time 3
Finance

Create or review financial

RELEASE: 8.8

ity, accept award offers, and view loan applications.

Click on Employee

W2 and T4 forms, W4 data.

dbcuments, budget information, approvals.

2016 Ellucian Company L.P. and its affiliates.

eMURRAY

STATE UNIVERSITY

Personal Information Student Financial Aid g3gH%7-1% Finance

Search Go

RETURN TO MENU  SITE MAP HELP EXIT

Employee

Time Sheet Select Time Sheet
Absentee Report

Benefits and Deduction

Click here to view Retirement, He3

Pay Information
Click here to view your Direct Deposit Allacation, Earnings and Deductions History and Pay Stubs.

Tax Forms
Click here to view and/or update W4 information.

Leave Balances

Salary Planner

Electronic Personnel Action Forms

Labor Redistribution

Veteran/Disability Status
RELEASE: 8.8

h, Other Deductions and your Summary of Benefit Statement.

2016 Ellucian Company L.P. and its affiliates.

Revised 11.2.16
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EMURRAY

STATE UNIVERSITY

7 Select a name from the pull-down list to act as a proxy or select the check box to act as a Superuser.

Selection Criteria

My Choice
Access my Time Sheet: @
Access my Leave Report:

Access my Leave Request:
Approve or Acknowledge Time:

Select Access my Time Sheet

Approve All Departments: ]
Act as Proxy: |Se|f j
Act as Superuser: [}

Select

Proxy Set Up

RELEASE: 8.12.1.5

2016 Ellucian Company L.P. and its affiliates.

Select the current Pay period from the drop down menu.

Revised 11.2.16
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FAQ:

When will my time sheet be available for each pay period?
Time sheets are available on the first day of each pay period.

Where do | find the submission and approval deadlines for each pay period?

The payroll calendar lists the pay periods, submission and approval deadlines,
and pay check dates for each fiscal year. Copies of the payroll calendar can be found
on the Accounting and Financial Services website or on the Employee tab of MyGate.

What happens if | forget to submit my time sheet by the submission deadline?

If you open your time sheet for the current pay period but do not submit it, your
supervisor can submit it for you after the submission deadline and before the approval
deadline. If it is past the submission and approval deadline, and you have not
submitted a time sheet for the current pay period, you will need to complete a Late
Time Sheet Form and send it to the Payroll Office. A copy of the Late Time Sheet Form
can be found on the Support Site. *NOTE: All late time sheets are NOT paid on the
current pay period; hours submitted will be processed on the next paycheck.

What happens if my supervisor does not approve my time sheet before the
approval deadline?

You will need to complete a Late Time Sheet Form and send it to the Payroll
Office. A copy of the Late Time Sheet Form can be found on the Support Site. *NOTE:
All late time sheets are NOT paid on the current pay period; hours submitted will be
processed on the next paycheck.

What happens if | get an error when trying to access my time sheet?
Please call the Payroll Office at 4129.

What do | need to do if | need to make a correction to a time sheet that has
already been approved by my supervisor?

You will need to complete a Time Sheet Correction Form and send it to the
Payroll Office. A copy of the Time Sheet Correction Form can be found on the Support
Site.
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How do | report time when there is a University Holiday?

Did you work during the holiday?
Yes — report hours worked as “Holiday Pay Worked”
And report scheduled hours as “Holiday Pay”

No — report scheduled hours as “Holiday Pay”

Example:

Time Sheet

Earnings

Shift

Special
Rate

Total
Hours

Total
Units || |,
Nov

Saturday

21,2015

Sunday

NOV
22,2015

Monday

NOV
23,2015

Tuesday

NOV
24,2015

Wednesday,
Nov
25,2015

Thursday

NOV
26,2015

Friday ,
Nov
27,2015

Regular 1
Bi-weekly
Pay

49

7.5

7.5

Sick Pay 1

3.5

—

Holiday Pay

22.5

7.5

7.5 7.5

Total Hours:

75

7.5

7.5

7.5

7.5 7.5

Total Units:

How do | report time when there is a University Closure?

Did you work during the university closure?
Yes — report hours worked as “University Closure Pay Worked”

And report scheduled hours as “University Closure Pay”

No — report scheduled hours as “University Closure Pay”

Example:

Time Sheet

Earnings |Shift

Special
Rate

Total
Hours

Total
Units | |,

Saturday

Nov
21,2015

Sunday

NOV
22,2015

Monday

NOV
23,2015

r
Nov

Tuesday

24,2015

Wednesday,
Nov
25,2015

Thursday
, Nov
Nov

26,2015

Friday ,

27,2015

Regular 1
Bi-weekly
Pay

60.5

9.5

g

(=

Holiday Pay

24

Holiday 1
Worked

Total Hours:

9.5

11

Total Units:
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