
1. After you log into myGate, click on the Employee category.



2.  In the Employee Self-Service card, click on Open Employee Dashboard.



3.  In the My Activites section, click on Approve Time.



4.  Under the status Pending, click on each Employee Name to review the Timesheet for accuracy.



5.  Carefully review the Date, Earn Code, and Hours reported for each employee to ensure accuracy.  Then click on desired action at the bottom of the Timesheet.  
Repeat for each pending Timesheet.



6.  "Timesheet successfully approved." message will appear once Timesheet has been approved.
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