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�,�Q�W�U�R�G�X�F�W�L�R�Q��������
��
�:�H�E���7�L�P�H���(�Q�W�U�\���L�V���W�K�H���P�H�W�K�R�G���R�I���U�H�S�R�U�W�L�Q�J���W�L�P�H���I�R�U���E�R�W�K���K�R�X�U�V���Z�R�U�N�H�G���D�Q�G���O�H�D�Y�H���W�L�P�H�����$�O�O��
�K�R�X�U�O�\���H�P�S�O�R�\�H�H�V�����V�W�X�G�H�Q�W�V���D�Q�G���K�R�X�U�O�\���V�W�D�I�I�����Z�L�O�O���E�H���U�H�V�S�R�Q�V�L�E�O�H���I�R�U���H�Q�W�H�U�L�Q�J���D�Q�G���V�X�E�P�L�W�W�L�Q�J��
�K�R�X�U�V���Z�R�U�N�H�G���H�Y�H�U�\���S�D�\���S�H�U�L�R�G�������)�U�R�P���W�K�D�W���S�R�L�Q�W�����W�K�H���K�R�X�U�O�\���H�P�S�O�R�\�H�H�¶�V���V�X�S�H�U�Y�L�V�R�U���Z�L�O�O���E�H��
�U�H�V�S�R�Q�V�L�E�O�H���I�R�U���D�S�S�U�R�Y�L�Q�J���W�K�H���K�R�X�U�V���Z�R�U�N�H�G�������2�Q�F�H���W�K�H���V�X�S�H�U�Y�L�V�R�U���K�D�V���D�S�S�U�R�Y�H�G���W�K�H���K�R�X�U�V����
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�������(�Q�W�H�U�L�Q�J���K�R�X�U�V���R�Q���\�R�X�U���7�L�P�H���6�K�H�H�W������
 

�1�R�W�H�����<�R�X���P�X�V�W���H�Q�W�H�U���D�O�O���K�R�X�U�V���Z�R�U�N�H�G���D�Q�G���V�X�E�P�L�W���D���W�L�P�H�V�K�H�H�W���I�R�U���(�$�&�+���S�D�\���S�H�U�L�R�G���Z�R�U�N�H�G����
 

�$���� �9�H�U�L�I�\���W�K�H���I�R�O�O�R�Z�L�Q�J���L�Q�I�R�U�P�D�W�L�R�Q���L�V���F�R�U�U�H�F�W���E�H�I�R�U�H���S�U�R�F�H�H�G�L�Q�J������
�‡���7�L�W�O�H���D�Q�G���3�R�V�L�W�L�R�Q���1�X�P�E�H�U����
�‡���'�H�S�D�U�W�P�H�Q�W���D�Q�G���'�H�S�D�U�W�P�H�Q�W���1�X�P�E�H�U����
�‡���7�L�P�H���6�K�H�H�W���3�H�U�L�R�G����

�%���� �)�R�U���I�L�U�V�W���Z�H�H�N���R�I���S�D�\���S�H�U�L�R�G�����L�G�H�Q�W�L�I�\���F�R�U�U�H�F�W���H�D�U�Q�L�Q�J�V���V�X�F�K���D�V���5�H�J�X�O�D�U���%�L���:�H�H�N�O�\���3�D�\����
�9�D�F�D�W�L�R�Q���3�D�\�����6�L�F�N���3�D�\�����H�W�F. 

 

�&���� ���)�R�U���H�D�F�K���G�D�\���W�K�D�W���Z�D�V���Z�R�U�N�H�G�����F�O�L�F�N��Enter Hours���I�R�U���W�K�H���D�S�S�U�R�S�U�L�D�W�H���H�D�U�Q�L�Q�J�V����
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To continue entering additional time or to submit your timesheet, click Time Sheet 
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�)���� ���(�Q�W�H�U���D�G�G�L�W�L�R�Q�D�O���H�D�U�Q�L�Q�J�V���L�I���D�S�S�O�L�F�D�E�O�H�����L���H�����6�L�F�N���7�L�P�H��
������ �,�G�H�Q�W�L�I�\���(�D�U�Q�L�Q�J�V���&�R�G�H��
������ �&�O�L�F�N���R�Q���(�Q�W�H�U���+�R�X�U�V���L�Q���W�K�H���F�R�U�U�H�F�W���G�D�\��
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�*�����&�O�L�F�N���Q�H�[�W���W�R���Y�L�H�Z���W�K�H���V�H�F�R�Q�G���Z�H�H�N�������,�I���\�R�X���X�V�H�G���W�K�H���F�R�S�\���I�X�Q�F�W�L�R�Q���H�D�U�O�L�H�U���W�K�H�Q���\�R�X��
�P�D�\���D�O�U�H�D�G�\���K�D�Y�H���H�Q�W�H�U�H�G���K�R�X�U�V���R�Q���W�K�H���V�H�F�R�Q�G���Z�H�H�N�������&�K�H�F�N���D�Q�G���P�D�N�H���V�X�U�H���\�R�X��
�K�D�Y�H���D�O�O���K�R�X�U�V���Z�R�U�N�H�G���H�Q�W�H�U�H�G���F�R�U�U�H�F�W�O�\����
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Other components on the time on your Timecard: 
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Using the Restart Button:  
��
���D�����&�O�L�F�N���5�H�V�W�D�U�W���(�Q�W�U�\����
��
���E�����7�K�H���5�H�V�W�D�U�W���&�R�Q�I�L�U�P�D�W�L�R�Q���S�D�J�H���L�V���G�L�V�S�O�D�\�H�G���Z�K�H�Q���W�K�H���5�H�V�W�D�U�W���E�X�W�W�R�Q���L�V���F�O�L�F�N�H�G����
��
���F�����&�O�L�F�N���R�Q���2�.���W�R���U�H�W�X�U�Q���W�K�H���H�P�S�O�R�\�H�H���W�R���W�K�H���7�L�P�H���6�K�H�H�W���S�D�J�H���D�Q�G���U�H�I�U�H�V�K�H�V���W�K�H���L�Q�I�R�U�P�D�W�L�R�Q���R�Q��

�W�K�D�W���S�D�J�H�������$�O�O���G�D�W�D���H�Q�W�H�U�H�G���I�R�U���W�K�H���H�Q�W�L�U�H���S�D�\���S�H�U�L�R�G���Z�L�O�O���E�H���G�H�O�H�W�H�G����
��
���G�����&�O�L�F�N���R�Q���&�D�Q�F�H�O���W�R���U�H�W�X�U�Q���W�R���W�K�H���7�L�P�H���6�K�H�H�W���S�D�J�H���Z�L�W�K���Q�R���F�K�D�Q�J�H�V�������7�K�H���L�Q�I�R�U�P�D�W�L�R�Q���H�Q�W�H�U�H�G��

�Z�L�O�O���Q�R�W���E�H���G�H�O�H�W�H�G����
��
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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.” 
��



Revised 11.2.16             

14 

 

��

 



Revised 11.2.16             

15 

 

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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�6�H�O�H�F�W���W�K�H���F�X�U�U�H�Q�W���3�D�\���S�H�U�L�R�G���I�U�R�P���W�K�H���G�U�R�S���G�R�Z�Q���P�H�Q�X����
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FAQ: 
 
When will my time sheet be available for each pay period? 
 




