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Introduction

Web Time Entry is the new time keeping method for Hourly OPS employ&éwiaia
Gulf Coast UniversityHourly OPS employees will be responsible for entering and

submitting theirhow wor ked every pay period.

From

supervisor will be responsible for approving the hours worked. Once the supervisor has

approved the hours, they will then be processed by the Payroll Department.

It is solely the responsibiiitof theOPS hourly employeds enter and maintain an

accurate representation of the hours worked. If hours are not submitted on time, the

payroll department will notonsiderthem for that pay period. The hours will not be
processed until the next ppgriod is to be processed, thereby causing the OPS

empl oyeebs paycheck to be del ayed by

Falsification of your hours worked will be subject to discipline up to and including

termination of employment with the university.
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Logging on to Gulfline

Gulfine is a secure way for you to see your FGCU personal information. It also allows
you to access your time sheatd enter hours worked.

By simply logging orto Gulfline, you and only you will have access/tur information.

From any computer, at any time, you have the ability to access your personal
information.

First, connect to the Internet by using a Web browser (Internet Explorer, Netscape, etc.)

Next, log on to Gulfline by using the following link

http://qulfline.fgcu.edu

Click on Login to Gulfline.

2 http://gulfline.fgcu.edu:81/pls/ofgop/twbkwbis.P_GenMenuZname=homepage - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Login to Gulfline

Login here to view your personal information.

Apply for Admission

Enter a new application or return to complete an application
General Financial Aid

Financial Aid Application and Information Links.
Faculty and Staff Directory

Contact Information for campus employees.

Course Schedule

View the current schedule of courses.

Course Descriptions

View course information, including course description
Academic Calendar

View the university's academic calendar.

Admissions Status Inquiry

Check on the progress of your admissions application.

® Internet



http://gulfline.fgcu.edu/

Then, enteryour User ID* andPIN* (Personal Identification Number)
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> To Login to Gulfiihe, please enter your User Identification Number (ID) and your Personal Identification Number (PIN) below. Your User ID
should be entergd as XXX with no dashes or spaces. Your PIN will be entered as X2 When finished, click Login.

There is a 5-mirjute session timeout. If you do not use the system for 5 minutes, you will be required to login again. This is to ensure the
security of confidential information.

First-time usgrs - If you do not know your PIN, click here. After login, you will need to set up a Forgot PIN Question and Answer before
viewing the mgin menu.

Returning ugers - If you forgot your PIN use the Forgot PIN? button.
When you arg finished in Gulfline, please use the "Exit" button to close your browser to protect your privacy.

If you need gssistance or have questions about the use of Guifline, contact the Office of the Registrar at 239-590-7880 or 1-888-373-
2040. You gan send an email to ORR@fgcu edu If you experience problems while registering via Gulfline, refer to Registration

Students should read the Campus Security and Safety Guide and FERPA Annual Notice to Students.

User ID: ’7 ||
PIN: ’7

Login | Forgot PIN? |
€ K  Internet

|

Then, click on Login.
(Note: Session will be timed out after 5 minutegattivity)

*Your User ID is your FGCU identification number and can be found on your Eagle ID
card

*Your PIN is your sixdigit birth date, mmddyy. All PINs are initially set to your-six
digit birth date when you are hired.

When you log into Gulflinghe first time, you are required to change your PIN to
another six digit number, no letters. This will guarantee your privacy.




Can anybody else get access to my personal data?

The only way anybody can get access to your personal data through Gsiliine
entering your User ID and the PIN that is known only to yYaQ.NOT give anyone your
PIN.

What if | forget my PIN ?

I f you have forgotten your PIN and have s
the AForgot PI N?O0 DbFirgtyowmustpulin yoir &sed IDand then s c r
click on fAFor got Bédecunty giestion thvai ybulset bpdor a s k e d
yourself. You must answer this question correctly in order to have the system reset your
PIN to your sixdigit birth date. Yowan only use the birth date once to log in and then

you will be asked to change your PIN to a new number. Create a new PIN (six numbers
only, no letters) and click on Submit.

I f you do not have a célke HugmantResBurcEisoQffigtu e st i o
239.590.1400 ostop bythe HR office inHoward HallRm. 239. Before your PIN can be

reset, you will be asked to supply the last four digits of your social security number for
confirmation of your identity.Once you have gotten your PIN reset, gan log into

Gul fline and set up your AForgot PINO que




Once you are logged into Gulflineick on Employee
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Welcome /Jennifer L. Anderson, to the WWW Information System! Last web access on Sep 04, 2003 at
03:43 pm,

@ Studghnt & Financial Aid
App\ or Admission, REgIStEI’. View your academic records and Financial Aid
@ Employee
Time sheets, time off, benefits, leave OFIOD data, paystubs‘ W2 and T4 forms W4 data
@ Personal Information
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Helpful Tips

Beforeentering your time in Gulfline, pleasetethe following helpful tips.
e Use Navigation Buttons included in web page. DO NOT use browser
Back/Forward Buttons

e Select the Smallest TextView ™Text Size™Smallest Fontjo view the entire
screen at once.




Then, dick on Time Sheet.




