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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 Tab.  
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2.  In the Time Reporting box, click on the current pay period’s Time Sheet.  
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3. Entering hours on your Time Sheet:  
 

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:  
• Title and Position Number  
• Department and Department Number  
• Time Sheet Period  

B. For first week of pay period, identify correct earnings such as Regular Bi-Weekly Pay, 
Vacation Pay, Sick Pay, etc. 

 

C.  For each day that was worked, click Enter Hours for the appropriate earnings. 
 

 

 
Figure C 
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D. Enter the number of hours worked for the day (1.).  Click Save (2.).  Repeat these steps for 
each day and each earning type that needs hours entered (Figure D). Click Copy if you 
want to enter the same number of hours on the same earnings for multiple days to speed 
up this process and proceed to step E., otherwise proceed to F. 

 

Figure D 



Revised 11.2.16             6 

 

E.  Check all of the days that you worked the same hours and click Copy when all days 
applicable are checked. 

 

 

Make sure to get the successfully copied message. 
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To continue entering additional time or to submit your timesheet, click Time Sheet 
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F.  Enter additional earnings if applicable, i.e. Sick Time 
1. Identify Earnings Code 
2. Click on Enter Hours in the correct day 
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G. Click next to view the second week.  If you used the copy function earlier then you 
may already have entered hours on the second week.  Check and make sure you 
have all hours worked entered correctly. 
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Other components on the time on your Timecard: 
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Using the Restart Button:  
 
(a) Click Restart Entry. 
 
(b) The Restart Confirmation page is displayed when the Restart button is clicked. 
 
(c) Click on OK to return the employee to the Time Sheet page and refreshes the information on 

that page.  All data entered for the entire pay period will be deleted. 
 
(d) Click on Cancel to return to the Time Sheet page with no changes.  The information entered 

will not be deleted. 
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Submitting Time: 
Verify all hours are correct  

      Click Save 
Click Submit for Approval  

 
 

 
 
 
 

You will see “Your time sheet was successfully submitted.” 
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Entering Second Position:  
Select Position Selection on the screen that shows your first time card was 
submitted successfully 

Follow the same directions as entering your first position 
 

Logging Out: 

Click exit at top right of the screen 
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Using Self Service Banner to Access your Time Sheet: 
  
If you cannot find your time sheet using the Time Reporting channel on the Employee tab in 
myGate, you may need to use the Self Service Banner Link. 
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Select the current Pay period from the drop down menu. 
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FAQ: 
 
When will my time sheet be available for each pay period? 
 Time sheets are available on the first day of each pay period. 
 
Where do I find the submission and approval deadlines for each pay period? 
 The payroll calendar lists the pay periods, submission and approval deadlines, 
and pay check dates for each fiscal year. Copies of the payroll calendar can be found 
on the Accounting and Financial Services website or on the Employee tab of MyGate. 
 
What happens if I forget to submit my time sheet by the submission deadline? 
 If you open your time sheet for the current pay period but do not submit it, your 
supervisor can submit it for you after the submission deadline and before the approval 
deadline. If it is past the submission and approval deadline, and you have not 
submitted a time sheet for the current pay period, you will need to complete a Late 
Time Sheet Form and send it to the Payroll Office. A copy of the Late Time Sheet Form 
can be found on the Support Site. *NOTE: All late time sheets are NOT paid on the 
current pay period; hours submitted will be processed on the next paycheck. 
 
What happens if my supervisor does not approve my time sheet before the 
approval deadline? 
 You will need to complete a Late Time Sheet Form and send it to the Payroll 
Office. A copy of the Late Time Sheet Form can be found on the Support Site. *NOTE: 
All late time sheets are NOT paid on the current pay period; hours submitted will be 
processed on the next paycheck. 
 
What happens if I get an error when trying to access my time sheet? 
 Please call the Payroll Office at 4129.  
 
What do I need to do if I need to make a correction to a time sheet that has 
already been approved by my supervisor? 
 You will need to complete a Time Sheet Correction Form and send it to the 
Payroll Office. A copy of the Time Sheet Correction Form can be found on the Support 
Site.  
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How do I report time when there is a University Holiday? 
Did you work during the holiday? 

Yes – report hours worked as “Holiday Pay Worked” 
    And report scheduled hours as “Holiday Pay” 

No – report scheduled hours as “Holiday Pay” 
 

Example: 

 
 
 
How do I report time when there is a University Closure? 

Did you work during the university closure? 
  Yes – report hours worked as “University Closure Pay Worked” 
    And report scheduled hours as “University Closure Pay” 
  No – report scheduled hours as “University Closure Pay” 
 
 Example: 

 


