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Introduction  
 

Web Time Entry is the new time keeping method for Hourly OPS employees at Florida 

Gulf Coast University. Hourly OPS employees will be responsible for entering and 

submitting their hours worked every pay period.  From that point, the employeeôs 

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 responsibility of the OPS hourly employees to enter and maintain an 

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

payroll department will not consider them for that pay period.  The hours will not be 

processed until the next pay period is to be processed, thereby causing the OPS 

employeeôs paycheck to be delayed by an additional two weeks.    

 

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 sheet and enter hours worked. 

 

By simply logging on to Gulfline, you and only you will have access to your 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://gulfline.fgcu.edu 

 

 

 

Click on Login to Gulfline . 

 

 

 
 

 

 

http://gulfline.fgcu.edu/
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Then, enter your User ID*  and PIN* (Personal Identification Number). 

 

 

 

 
 

Then, click on Login. 

(Note:  Session will be timed out after 5 minutes of inactivity) 

 

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

card. 

 

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

digit birth date when you are hired. 

 

 When you log into Gulfline the first time, you are required to change your PIN to 

another six digit number, no letters. This will guarantee your privacy.  
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Can anybody else get access to my personal data? 

 

The only way anybody can get access to your personal data through Gulfline is by 

entering your User ID and the PIN that is known only to you. DO NOT give anyone your 

PIN. 

 

 

What if I forget my PIN ? 

 

If you have forgotten your PIN and have set up your ñForgot PINò question, you can use 

the ñForgot PIN?ò button on the login screen. First you must put in your User ID and then 

click on ñForgot PIN?ò You will be asked the security question that you set up for 

yourself. You must answer this question correctly in order to have the system reset your 

PIN to your six-digit birth date. You can 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. 

 

If you do not have a ñForgot PINò question set up, call the Human Resources Office at 

239.590.1400 or stop by the HR office in Howard Hall Rm. 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, you can log into 

Gulfline and set up your ñForgot PINò question for future PIN resets. 
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Once you are logged into Gulfline, click on Employee. 

 

 

 

 
 

 

 

Helpful Tips 

 

Before entering your time in Gulfline, please note the following helpful tips. 

 

 Use Navigation Buttons included in web page.   DO NOT use browser 

Back/Forward Buttons. 

 Select the Smallest Text (View Text Size Smallest Font) to view the entire 

screen at once. 
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Then, click on Time Sheet. 

 

 

 

 
 

 

 

 

 

 

 

 

 


