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Welcome to myEKU



Logging in to myEKU
Log in here: http://my.eku.edu; or      
• Go to EKU’s home page (eku.edu), click on the 

dropdown menu on the right side and choose 
“myEKU”. 

Find navigation help here: 
https://it.eku.edu/myekuinfo

myEKU is a part of  the Single Sign-On (SSO) 
and will automatically sign in the user logged into 
the computer.

http://my.eku.edu/
https://it.eku.edu/myekuinfo


Time Approvals

• Locate the Employee 
box in myEKU.

• Under Self-Service, 
locate and click on 
“Employee 
Dashboard”.



Find the “My Activities” on the Employee 
Dashboard. Select “Approve Time” for 

Student and Bi-Weekly Approvals.



Find the “My Activities” on the Employee 
Dashboard. Select “Approve Leave Report” 

for Semi-Monthly and Faculty approvals.



After selecting approve time or leave report, 
click on “Proxy Super User”.



Next, use the dropdown box under “Act as a Proxy 
For” to select the person for whom you need to act 

as a proxy.



Once you have selected the person you need to act as 
proxy for, click “Navigate to Time & Leave 

Approvals Application”.



Approvals

• Status of  the time entry will 
show. 

• Pending time sheets/ leave 
reports are ready to be 
approved or returned

• Select time sheet to approve 
or return.

• Refer to Approver 
Instructions for more details.



Click “Proxy Super User” to return to menu 
to select another approver to proxy or to return 

to your own approvals.



Reminder

• You must select “Self ” 
in “Act as Proxy for” 
drop down to return to 
your own approvals.



www.hr.eku.edu

Questions may be directed to the 
Human Resources Operation Team.

Phone: (859)622-5094
Email: Human.Resources@eku.edu

http://www.hr.eku.edu/
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