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Welcome to E-Time, DGSI’s online timesheet management tool. E-Time enables you to: 

 Create, save, edit, and submit timesheets  

 Modify and resubmit timesheets that have been rejected by an approver 

 Review previous timesheets 

 

User Name and Password 

An email from the E-Time system (etime@dgsi.ca) will provide you with your default user name and 

password. If you have not received this email, please contact E-Time at etime@dgsi.ca. 

 

Logging In 

To access the E-Time website, use this link: https://e-time.dg.ca/ 

1. If logging in for the first time, enter your default user name and password provided to you in the 

email and click  . 

2. You may receive a password expiry message. Please set a new password on that page by 

entering it twice in the boxes provided. Your new password must contain letters and numbers 

and cannot be the same as your user name. 

NOTE: 

 If you forgot your password: 

- From the main login page, click 

- Enter your user name and then click     . 

- An automated email with a temporary password will be sent to the email address you 

provided. 

- Go back to the main login page, enter your user name and temporary password and 

click             . 

- You may receive a password expiry message. You will be able to set a new password 

there on that page by entering it twice in the boxes provided. Your new password must 

contain letters and numbers and cannot be the same as your user name. 

 If you forgot your user name, please contact E-Time at etime@dgsi.ca. 

mailto:etime@dgsi.ca
mailto:etime@dgsi.ca
https://e-time.dg.ca/
mailto:etime@dgsi.ca
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Creating a new Timesheet 

If you are working on more than one job or pay cycle, you may see a screen similar to the picture below. 

Please check the company, job title and other information to select the job you wish to continue with. 

Click on the box to select the job. 

 

       Click here to select the pay cycle / job 

If you are working under one pay cycle only, you may not see this screen and will be taken to the main 

menu page directly. 

If you are accessing E-Time from the full website you will be directed to the main menu page. If you are 

accessing E-Time from a mobile device, you will be directed to a black login screen. You will need to 

enter your login details again here to proceed to the main menu page. 

Creating a timesheet using the full desktop website: 

1. In the main menu on the left side of the page, under Timesheets, click on Create New. 

 

 

2. A calendar view similar to the picture below will load. Select a date for which you want to create 

a timesheet. The date shaded in beige indicates the current date. To go to a previous month or 

following month, you can click the navigation arrows at the top left of the calendar view              . 
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To go back to the current date, you can click on      , and the calendar view will reset to 

the current date. 

 

 

3. Once a date is selected, the timesheet entry page will load for the specific pay period. If you are 

working in multiple jobs within that pay cycle, you will see tabs on the left side of the page 

similar to the picture below, one for each job. You can click on the tabs to switch between jobs 

and enter time for them for that specific pay period. 

 

     Multiple job tabs, 

one for each job. 
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4. Once you have selected your job, you may begin entering your hours. Start by selecting a date 

from the drop-down list in the Date column. NOTE: If you did not work on a particular date, do 

not select the date and enter 0 hours. Simply do not select that date from the drop-down list. 

5. If you have more than one pay type (e.g. Regular Time, Overtime, Travel Hours, etc.), you can 

select your relevant pay type from the drop-down list in the Pay Type column. The available pay 

types will differ for each contractor based on their setup within the system. NOTE: If you have a 

Stat Holiday or similarly named pay type, please only enter hours for that pay type if you worked 

on the stat holiday. If you need to enter hours for more than one pay type for a single date, 

please enter it in a new entry line. 

6. Enter the total hours worked for the date, making sure you subtract any time for unpaid breaks 

such as lunch breaks. 

7. Enter any comments that are applicable. 

8. If you are required to enter other information such as Project #, Work Order (WO) #, or Project 

Code, there may be an additional box that appears to the right side of that timesheet entry line. 

You may enter this information here. 

9. If you require more timesheet entry lines to enter more hours, click on           . 

To remove lines you do not want, click on the      icon on the left side of the entry line. 

10. Once you have finished entering your time, you can select one of the following options: 

(a)              : This will save your timesheet and will allow you to return to it later and make 

changes. After logging in, if you have any saved timesheets, they will be displayed in a list on 

the Recent Timesheets page under Open. This does not send your timesheet for approval. 

(b)                   : This will submit your timesheet to your approver for final approval and payment. 

You cannot make any changes to the timesheet once it is submitted. NOTE: If you realize 

you have missing days in your timesheet for which you forgot to add hours after your 

timesheet is submitted, you will be able to create another timesheet for the same period 

and include the missing date/s. 

(c)                  : This will not save or submit the timesheet. Any changes made to a saved 

timesheet will be undone and will revert back to when it was last saved. 

(d)                  : This option will only appear for a saved or rejected timesheet. This deletes the 

entire timesheet and allows you to recreate a new timesheet to replace the deleted one. 

(e)                   : This option will only appear for a saved or rejected timesheet. This creates a 

summary of the timesheet in PDF format which you can save or print. 

11. Once the timesheet is submitted, an email will be sent to your approver/s to approve your 

pending timesheet. 
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Creating a timesheet using the mobile version: 

1. After successfully logging in from the black screen on your mobile device, click the icon at 

the top right corner of the screen. 

2. Click on the date box next to Period to bring up the calendar view. The mobile calendar 

functions very similarly to the desktop version. Select a date for which you want to create a 

timesheet. 

3. Select the company you wish to enter hours for from the box next to Account. 

4. Select the job number you wish to enter hours for from the box next to Job click Continue. A 

blank timesheet for that particular pay period will load. 

5. Click on the     icon at the top right of the screen to begin entering your hours. A Detail 

screen will load. 

6. Click the Select Date drop-down menu and select the date for which you want to enter your 

hours. 

7. Select your pay type from the Pay Type drop-down menu. 

8. Enter your hours, any comments, and any Project #s, Work Order #s, or Project Codes you may 

have, if applicable. 

9. Click           to enter your hours for that day and go back to the overall timesheet view. 

10. To add more hours to the timesheet, click the        icon and repeat from step 6. 

11. If you wish to save your timesheet for further review and editing later, click the        icon at the 

top right corner of the screen and click             . All your open and reject timesheets will be 

displayed on your My Timesheets screen. You will be able to come back to the timesheet later 

and make changes to it or submit it for approval. 

12. If you are satisfied with the timesheet and wish to submit your hours for approval, click            

to send your timesheet to your approver. 

13. If you wish to delete your timesheet, click       . 

 

Rejected Timesheets 

If your approver reviewed and rejected your timesheet, you will be notified by email with reasons for 

the rejection. 

To resubmit a rejected timesheet: 
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1. After logging in to your account, you will see your rejected timesheet on the Recent Timesheets 

page under Rejected. Click on the timesheet to open and view it. 

2. Make any changes you require. 

3. Click on    to apply the changes to the timesheet. 

4. You may leave the timesheet as is for further review and editing, or if you are satisfied with the 

changes you made, you may resubmit for approval your timesheet by clicking  . You 

will not be able to make any more changes once the timesheet is submitted. 

5. An email will be sent to your approver notifying them of your resubmission. 

 

Other Functions 

You can also perform the following functions using the other links in the main menu: 

 Under Timesheets, you can view current and archived timesheets. Click on   

 to search for timesheets with various filter options such as timesheet status and date range. 

After selecting your options, click on   , and any timesheets matching your options will 

be listed below. You can click on              to see the timesheet in greater detail. You can click on 

    from both the search view and the detailed view to generate a PDF file which you can 

save or print. 

 Under Preferences, you can change your password to ensure the confidentiality of your account. 

Click on     and follow the prompts. 

 

Types of Email Notifications 

You will receive different types of email notifications from etime@dgsi.ca for the following reasons: 

 Initial setup email with your default login details. 

 

 Reminder email if you have not submitted a timesheet for the current pay period. 

 

 Notification email informing you that your approver has approved your timesheet. 

 

 Notification email informing you when your timesheet has been rejected by your approver. This 

email will also list the reasons for rejection. 

mailto:etime@dgsi.ca

