Instructions for Submitting a Leave Report
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Welcome to

myGate

First time here?

Learn how to customize your site to your needs by watching
the video below or reading this guide.

& People Finder

[ OPEN EMPLOYEE DASHBOARD Once you've learned the basics, you can remove
this bookmarked card.

Quick access to HR and Payroll infRrmation.
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Click here

Employee Dashboard

Leave Balances as of 11/13/2025

My Profile Vacation in hours 275.12 Sick in hours 1,350.00

Full Leave Balance Information

Pay Information v

s I the MY AGLIVItieS ..o
section, clickon g
Approve Time

Enter Leave Report N Pr—

Leave and Time Reporting Forms

7° My Activities

Earnings

Taxes -~

Job Summary ~

Employee Summary ~



Leave Report

Approvals Leave Report

Leave Report Period
Leave Period Hours/Days/Units Submitted On

) Prior Periods
11/01/2025 - 11/30/2025

Not Started Start Leave Report

Select Start Leave /
Reportin the

Appropriate Month

1.) Click the calendar day
leave is taken

11/01/2025 - 11/30/2025 @ O] /
SATURDAY SUNDAY MONDAY TUESDAY

4

WEDNESDAY

2.) Choose the Leave Type from the
drop-down menu

Leave Type / Hours

|
Sick Pay ~ 7.5 ‘

(® Add Leave Type

A

3.) Enter the amount of
leave hours for that day

No Time Taken

Sick Pay
Vacation Pay
Jury Duty

Military Leave

4.) Click “Save”

/

B

Repeat steps 1-4 if additional leave/days need to be reported. When all time has been entered,
continue to step 5.



11/01/2025 - 11/30/2025
SATURDAY
1

15.00 Hours (3)

2

SUNDAY MONDAY

3

7.50 Hours

TUESDAY
4

7.50 Hours

Leave Type

Select Leave Type

Exit Page

Pay Period:  15.00 Hours

Time Entry Detail
Date
11/03/2025

11/04/2025

Summary
Earn Code

401, Sick Pay
400, Vacation Pay

Total Hours

Routing and Status

Name

Kelly, Matthew L.

Wilkins, Synthia M.

Comment (Optional):

@ Add Leave Type

WEDNESDAY

THURSDAY

In Progress  Submit By 12/05/2025, 03:00 PM

7

FRIDAY

5.) When all hours have been
entered, click “Preview” to review

accuracy

6.) Review Earn Code and hours entered

In Progress  Submit By 12/05/2025, 03:00 PM

Earn Code
401, Sick Pay

400, Vacation Pay

Shift

Week Week Week
7.50
7.50
15.00
Action

Originated On 11/13/2025, 06:42 PM by Frederick, Eric D.

Shift

Week

Total
7.50 Hours

7.50 Hours

Week

Submit By 12/05/2025, 03:00 PM

In the Queue

In the Queue

7.50 Hours

7.50 Hours

Preview

Add Comment

7.) Click “Back” to return, if needed, to
make changes

\

l

Back

T

8.) After the leave report has been reviewed and is

correct, click on the “Submit” button



9.) This confirmation will be

Employee Dashboard Leave Report

v

@ Leave Report successfully submitted.

displayed after the leave repoit‘has

Leave Report Detail Summary

been successfully submitted.
Pay Period:  1.00 Hours Pending Submitted On 11/13/2025, 07:13 PM

Time Entry Detail



	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4

