
Web Time Entry
(WTE)

TRAINING MANUAL 

FOR STUDENT WORKERS



- Click on MyGav from Gavilan’s home page

- Log in to MyGav with your G# and Password



- Click on Student

- Then click on the yellow box “Gavilan Self-Service Banner”



- Click on the tab “Employee”
- Click on “Time Sheet”



All of your positions held will 
display here on the Time Sheet 
Selection screen.

If you have multiple jobs, your 
supervisors will tell you which 
position to use.

• Choose one job at a time to 
enter your hours. You’ll need 
to enter hours separately for 
each position.

• Select the correct Pay Period

• Click Time Sheet

If you get an error message, please 
contact the Payroll Department at 
408-852-2899.  You must fill out a 
paper timesheet. Updates will take 
affect the following pay period. 
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Be sure you’re on the Regular Pay line and the correct date, then click on 
the blue link labeled Enter Hours 

If you need to report sick time use the Hourly Sick Pay AB1522 line and click 
on Enter Hours.



- Enter your time in and out using 2 digit hours and 2 digit minutes, rounded to the nearest quarter of 
an hour.  Change AM/PM if necessary.  Click Save and go on to the next day.

- If you work more than 6 hours you must take a 30 minute unpaid meal break. If you take a meal 
break, show it by reporting your time in and out. 

- Don’t enter hours on holidays or campus closure days

- Even if you use sick time, select    
report the hours you were scheduled to 
work that day. 

- Please make sure your hours don’t 
overlap between multiple positions.

- Click Save then Next Day
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Once you’ve entered all of your 
hours, click “Submit for Approval”.

Using the “Preview” button allows 
you to view the whole time sheet and 
print. 

Students must submit their WTE by 
the 21st of the month. 

If you’re past the due date, please fill 
out a paper time sheet.

If you’ve already submitted for 
approval and you need to change 
your WTE, you must fill out a paper 
time sheet and write “WTE 
Amendment” on it. 



 
- Students’ paydays are on the 10th of the 
month.  If it lands on a weekend or holiday, 
payday is the day before.  “Live” checks (not 
direct deposits) are available for pick up on 
payday at the Business Office MP118 from 
10am -3pm.  Checks that aren’t picked up are 
mailed at 3pm 

- Blank Student Worker timesheets are 
available from the Gavilan website . Click on 
Faculty & Staff, then Payroll Services, then 
Student Worker Timesheet. 

- Direct Deposit forms are available at the 
Business Office MP118.  Direct Deposits take 2 
pay cycles to process. Deposit stubs are 
available to view in Self Service Banner under 
“Pay Information”.

- Students who claim “Exempt” on their W-4, 
must fill out a new W-4 every year by 2/15. 

For additional questions
Lisa Zanella 408.852.2899
lzanella@gavilan.edu
Margie Mastrini 408.848.4718 
mmastrini@gavilan.edu
Laura Hagan 408.852.2896 
lhagan@Gavilan.edu
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