Introduction---

Web Time Entry is the method of reporting time for both hours worked and leave time. All hourly employees (students and hourly staff) will be responsible for entering and

submitting hours worked every pay period. From that point, the hourly employee’s supervisor will be responsible for approving the hours worked. Once the supervisor has approved
the hours, they can then be processed by payroll.

It is the sole responsibility of the hourly employee to enter and maintain an accurate representation of the hours worked. It is also the employee’s responsibility to submit their time
sheet and make sure their time sheet is approved before the deadline each pay period.

Instructions
1. After you log into myGate, click on the Employee category
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2. In the Employee Self-Service card, click on Open Employee Dashboard
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3. In the My Activites section, click on Enter Time
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4. Under the desired position, click on the current pay period's Start Timesheet button
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5. Entering hours on your Timesheet:
Note: You must enter all hours worked and submit a timesheet for EACH pay period worked.

A. Verify the following information is correct before proceeding:
e Title and Position Number
e Approver W Org
¢ Time Sheet Period

B. For each day that was worked, click on the calendar day.

C. Determine correct earnings such as Regular Bi-weekly Pay, Vacation Pay, Sick Pay, Holiday Pay, etc.
D. Enter the number of hours worked for the day.

E. Click Save.

F. Repeat these steps for each day and each earning type that needs hours entered. Remember to click on the calendar arrow to access Week 2.
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6. When all time has been entered, confirm the total hours is correct then click on Preview.
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7. Review all time that is entered. If changes need to be made, click the back button and make necessary changes. You can also make add a comment if needed.
When timesheet is correct, click the Submit button.
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Date Earn Code Shift Total
10/06/2025 400, Vacation Pay 1 7.50 Hours
10/07/2025 101, Regular Bi-weekly Pay 1 7.50 Hours
10/08/2025 401, Sick Pay 1 7.50 Hours
10/09/2025 101, Regular Bi-v 1 7.50 Hours
10/10/2025 101, Regular Bi-weekly Pay 1 5.00 Hours
10/10/2025 400, Vacation Pay 1 2.50 Hours
10/13/2025 402, Holiday Pay 1 7.50 Hours
10/14/2025 101, Regular Bi-weekly Pay 1 7.50 Hours
10/15/2025 101, Regular Bi kly Pay 1 7.50 Hours
10/16/2025 101, Regular Bi-weekly Pay 1 7.50 Hours
10/17/2025 101, Regular Bi-weekly Pay 1 7.50 Hours
-

summary

Earn Code Shift Week Week Total

400, Vacation Pay 1 10.00 10.00 Hours

101, Regular Bi- 1 20.00 30.00 50.00 Hours

Pay

401, sick Pay 1 7.50 7.50 Hours
402, Holiday Pay 1 7.50 7.50 Hours
Total Hours 37.50 37.50

Routing and Status

Name Action
Originated On 10/01/2025, 02:49 PM by One, Racer
Submit By 10/21/2025, 12:00 PM

Four, Racer n the Queue

Comment (Optional):

Review Time Entry Detail
and Summary. If no
changes are needed, click
on Submit P
2000 characters remaining

Back




8. Look for confirmation message that your timesheet was successfully submitted.
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Earn Code shift Week Week Total Confirm that timesheet was

successfully submitted

400, Vacation Pay 1 10.00 10.00 Hours

101, Regular Bi-weekly 1 20.00 30.00 50.00 Hours

Da}.-

401, Sick Pay 1 7.50 7.50 Hours

402, Holiday Pay 1 7.50 7.50 Hours

Total Hours 37.50 37.50

Routing and Status

Name Action
Qriginated On 10/01/2025, 02:43 PM by One, Racer
Submitted On 10/02/2025, 09:19 AM by One, Racer
Approve by 10/22/2025, 12:00 PM

Four, Racer Pending Approval
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