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WebTime Entry 
Instructions for entering hours



WebTime Entry in Self-Service Banner 9

• Access Self-Service Banner 9 by opening Gavilan College’s 
home page

• Using your Gavilan ID number log in to you MyGav portal

• Click on the yellow box “Gavilan Self-Service link on the left side of 
your screen, then click on Gavilan Self-Service Banner



At the top of the page, you’ll find the Employee Dashboard. You’ll see 
your available leave balances and can view more detailed information 
by clicking on Full Leave Balance Information. 
Click on the box “Enter Time” under My Activities to begin entering your 
hours.



Choosing the job and pay period you’re reporting hours for.

• If you have multiple jobs, they’ll display  
on this page. 

• Choose the available pay period 
you’re reporting hours for.

• If you’ve already started your timesheet 
select the box “In Progress”.

• If you haven’t started your timesheet, 
click on the box “Start Timesheet”.

Class Group 1 Group 2

Class 1 82 95

Class 2 76 88

Class 3 84 90



Click on the day you want to record time for and select an 
option from the Earn Code dropdown list. You can change 
between weeks by clicking on the left or right arrow next to 
the dates.

Be aware of due date



You can enter time manually or by clicking 
on the clock icon to bring up a time entry 
tool. Click on Set to save the time.

*Note* If you want to enter time manually, you have to format it as shown. For example, 

you must enter 8am as 08:00 AM or it will not save the time.



You can add another row for a second shift by clicking on 
Add More Time. Click on the Delete button (the minus sign 
inside of a circle) to delete a row. When you’re finished 
entering time for that earn code, click on Save at the bottom 
right.



You can add another earn code, for 
example Sick Leave, for the same day by 
clicking on Add Earn Code and choosing the 
corresponding Earn Code from the drop-
down list in the new earn code box.



Edit                      Copy                    Delete  



The Copy feature  allows you to copy the same time entry from 
one day to multiple days. For example, you’ve entered 8 hours 
of sick on the 28th, and you were also out sick on the 29th and 
6th. Make sure you’re curser is on the day you wish to copy.
Clicking the Copy button will bring up the Copy interface shown 
below. Simply select the two days by clicking on them (now 
highlighted) then click on Save. The two days should now have 
the same time entry as the 28th. 



You can also restart/delete your time entry for the pay 
period or double check your current leave again by clicking 
on the corresponding option in the top right.



Once you’re complete entering all of your hours for 
the pay period, scroll to the bottom of the screen 
and click on preview.



A box will pop up with a 
general overview of 
your time entry for the 
pay period. 

Scroll down to the 
bottom to enter your 
comments. Click the 
check box next to the 
certification 
acknowledgement and 
click on Submit.



Need to adjust your time after submitting 
your timesheet? You can click on Recall 
Timesheet at the bottom right corner of your 
WebTime Entry screen, to return to your 
timesheet.
Note – This can only be done if it’s before the 
deadline for submitting your timesheet. If it’s 
after the deadline you’ll need to submit a 
paper timesheet.


