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Login At Pipeline MT 

http://mtsu36.mtsu.edu/cp/home/loginf
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http://mtsu36.mtsu.edu/cp/home/loginf


Click The RaiderNet Tab
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Click The Employee Tab Then 

Select Leave Report. 
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If you are an approver, select this option to approve 

leave. Then click select.

If you are a proxy, choose 

appropriate approver from drop 

down box.  Then click select



6

Note:  Records for leave period will not appear until at least one employee within the 

Timekeeping organization has started their leave report.
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To view employees leave report in detail click on employee name.



If the information is correct select approve



If the information is incorrect there are two options

Return for Correction – Clicking on this button will return the leave report to the employee for 

correction. The employee is not electronically or automatically notified when a leave report is 

returned for correction, so be sure to notify the employee should you do this. Keep the payroll 

calendar in mind when the leave report needs to be corrected. The leave report should be corrected 

and approved by the Leave Period Leave Entry Status Date that appears on the Department 

Summary. Only send the leave report back to the employee for correction if there is sufficient time to 

receive it back for approval by this date. Otherwise, the approver should make the necessary 

corrections, notify the employee about the corrections, and document the corrections made using the 

comments option. 

• 

Change Record – This option will allow you to change the leave report for the employee. You are 

not encouraged to change a leave report, however, if the Leave Period Leave Entry Status Date has 

passed, the approver must change the leave record because the employee can no longer make 

changes. Be sure to notify the employee that you have changed his/her record. Once this link has 

been accessed, the approver is taken to a leave entry screen in which he/she will act as the employee 

and make the necessary corrections to the employee’s record. Save any changes to the record, and 

once it is in Pending status, you may then approve the record. If you make changes, leave a comment 

in the Comments field indicating what you changed, for what reason, and place your initials after the 

comment to identify who made the comment through the approval process. 

Option 1

Option 2

Option 1 Option 2



10

Login to Pipeline MT. Click on the Raider Net tab. Click on employee. Click on leave report. Proxies 

will choose appropriate approver by using drop down menu.  From the Approver Selection screen select 

the option to approve or acknowledge and click on Select.



For Additional Assistance Please Call 

Tammie Dye  5727

Susan England 5791

Lisa Jones     2168
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End Of Session
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