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Welcome to myEKU

Q E
advisor accept awards action items add course admin advancements advisee advising alumni awards balance ba »
Advancement Officers H Advisor H Communications & Brand Man.. i M
Self-Service Self-Service After submitting a project request, a project
- Advising_Search manager from our team will contact you to

. Searches « Degreeworks conduct further assessment.

» Add a Contact « Advisor Roster & RAC

- Contacts + The Loop - Student Information Design Request

» My Prospects » Progress Reports I need help with ads, brochures, flyers, social

» Moves Management media graphics, postcards ar University-

+ Alumni Events Upload Resources approved logos.

» APASPUR Upload
» Inactivate Phone Upload
» PHRSP upload

Advising_Colleges

Registration and Advising_Dates
Drop/Add semester deadlines
Transfer Advising

Photo Request
I need professional photos taken of people,
programs or University events.
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Logging in to myEKU

Log 1n 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://1t.eku.edu/myekuinfo

myEKU 1s a part of the Single Sign-On (SSO)
and will automatically sign 1n the user logged into
the computer.
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http://my.eku.edu/
https://it.eku.edu/myekuinfo

Time Approvals

Empl i
TPOrEe * Locate the Employee

Self-Service box 1n myEKU

+ Enter Leave Report (Instructions) ® Under Self-serVice,
« Web Time Entry (Instructions) .
+ Student Employees Working_During_Class locate and Clle on
- “Employee
Human Resources Dashboard”.

+ EKU Job Search

+ HR Homepage

« Online Employment System (OES)
+ Performance Management

+ Employee Benefits
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Find the “My Activities” on the Employee
Dashboard. Select “Approve Time” for
Student and Bi1-Weekly Approvals.

Pay Information o
J | 7' My Activities

Latest Pay Stub: 02/14/2022 Al Pay Stubs Direct Deposit Information Deductions History
Enter Leave Report
Earnings A
A

Benefits Approve Leave Report

Approve Leave Request
Taxes | l

Pay Stub Administrator
JobSummry Campus Directory

Employee Menu
Employee Summary A )
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Find the “My Activities” on the Employee
Dashboard. Select “Approve Leave Report”’
for Semi-Monthly and Faculty approvals.

Pay Information o
J | 7' My Activities

Latest Pay Stub: 02/14/2022 Al Pay Stubs Direct Deposit Information Deductions History
Enter Leave Report
Earnings A
Approve Time
A
Benefts Approve Leave Repart
Approve Leave Request
Taxes A
Pay Stub Administrator
A ;
JobSummry Campus Directory
Employee Menu
Employee Summary A )
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After selecting approve time or leave report,
click on “Proxy Super User”.

Employee Dashboard « Time Entry Approvals

Proxy Super User Iy Reports
Approvals - Timesheet I

Approvals Leave Report
Timesheet v All Departments v 02/06/2022 - 02/19/2022 (2022 ST 5) v All Status except Not Started v Enter ID/Name
Distribution Status Report - Timesheet s
2
Q 0 Q Q Q Q
Pending Pending - In In Progress Returned Error Approved Completed
the Queue
Pending 0 v
Pending - In the Queue 0 v
In Progress 2 -




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

Employee Dashboard Proxy or Super User
Proxy or Superuser
Application Selection

Time & Leave Approvals v

Act as a Superuser

Act as a Proxy for

as]

ST FTOXTE

Add a new proxy alete proxies
Select single/multiple names and dick on Delete Praxies to remave from list

Employee Name - [Home Organization]

() steele, Lucy J. - [Human Resources]

Navigate to Time & Leave Approvals application




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

Employee Dashboard Proxy or Super User
Proxy or Superuser
Application Selection
Time & Leave Approvals v
Act as a Superuser

(O Act as Time Entry Approvals Superuser

E] Act as Leave Report Approv Iperuser
Act as a Proxy for
Self -Caudill, Krista D. - [Human Resources] v

Self -Caudill, Krista D. - [Human Resources]
Adams, Caleb A. - [Human Resources]
Exrsurig Froxme

Add a new proxy elete pr

Select single/multiple names and dick on Delete Praxies to remave from list

Employee Name - [Home Organization]

() steele, Lucy J. - [Human Resources]

( Navigate to Time & Leave Approvals application
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Approvals

Employee Dashboard » Time Entry Approvels

Proty Super Usar [ Reports
Approvals - Timesheet

« Status of the time entry will

* 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.

Employee Dashboard Time Entry Approvals

Approvals - Timesheet

Approvals Leave Report
Timesheet v All Departments v 02/06/2022 - 02/19/2022 (2022 ST 5) v All status except Not Started v Enter ID/Name
Distrik Status Ref Times} ~
0 0 0 a 0 0 1
d Pending - | In P Returned E Pending - Apy mpleted
he Que proved
Pending 0 h
Pending - In the Queue 0 N
-

In Progress 1




Reminder

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

[:] Act as Time Entry Approvals Superuser
[:] Act as Leave Report Approvals Superuser

Act as a Proxy for




Questions may be directed to the
Human Resources Operation Team.

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

/¥y, 9/4
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http://www.hr.eku.edu/
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