Van’rage Learn

Create a Template of
Your Work Schedule

Instructions

1. Click on the Timesheet tile on the Employee Dashboard landing page.

quick reference guide

Name, Your E Appointment ID:

View Timesheet

Leave Request

r—
()
View Leave
Balance

View Timesheet

Profile Timesheet Pay Summary View Leave SAP Paycheck Employee Performance
Balances Stubs Request
J U A A O
= B 2 a 4a &%
Use or Lose URS PEHP Health Employee Ask HR (ERIC) Ask DTS
Annual Leave Retirement... Benefits Gateway
l—l. A
w B % = \ \
2. To create a new timesheet, click the Create Timesheet button.
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for your entry, then click Create.

3. Awindow will appear showing available time periods. Choose the correct time period
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A new Timesheet (TIMEI) will populate.

Timesheet (TIMEI) # (owa Re=al s I=E=y) [==eel iy
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|I| Time Entry Reminder
Flease enter your time in minutes, and round to the nearest quarter hour (:00, 15, :30, :45)
For example, enter 1 hour and 27 minutes as 1:30, not 1.27.
This ensures accurate payroll and reporting. Thank you!
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4. Use the plus icon + to add an additional line for different event types.
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**NOTE: Time will no longer be entered in hundredths. Please enter your time in
minutes, rounded to the nearest quarter hour (:00, :15, :30, :45)
For example, enter 1 hour and 27 minutes as 1:30, not 1.27.

Entering Holiday pay (optional, depending on your agency)

* Holiday pay will be automatically generated for employees during payroll processing.
No holiday pay entries need to be entered on any timesheet, UNLESS you actually
worked physical hours on the holiday.
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* Most full-time employees will not need to enter their standard daily hours on the day
of the holiday.

* If you work actual hours on the holiday, enter the hours worked for that day.

* If you have questions on what your agency policy is, please reach out to your agency
payroll coordinator for clarification.
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5. Expand ' the line to view additional coding or add comments.
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Click on the Comments subsection to enter any comments needed/required for each

line used.
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6. After entering in ALL data fields (all coding/funding strings) You would use in a pay
period. Click on the 3-dot menu : in the upper-right corner.

7. Click on Save as My Template.
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Save as my Template will record any event types and coding strings you have entered on
your timesheet.

8. To use your template in the next Pay period, click on the 3-dot menu : on the right
side of your Time Entry field and click Populate from My Template.
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Total Hours Total Hours

00:00 00:00 -

Related Actions
Pay Period Start Date: 01/03/2026 | Pay Period End Date: 01/16/2026
Easy Fill
- E_. v ') Copy From
1-1of 1 Records View per Page- 20 @ 100 L4 Quick Entry
Line Event & Sat 001"" :: =) T;E: Mon01/05  Tue01/06  Wed01/07  Thu01l || Populate from My Template

This will populate all event types and coding strings you have copied to a template.

If you need to change an event type on a line, simply click in that line and change it.

If you are not using one to the lines of coding, best practice is to delete that line for the
pay period, deleting that line will not change your template, only the current timesheet
you are working on.

To delete a line, make sure the line you are wanting to delete has a check mark, click the
Delete icon. i
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A confirmation will pop up to confirm you want to delete.
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Delete Confirmation

E Are you sure you want to delete the select record(s)?

Clicking Yes will permanently delete the selected records.

Also, any data that is unsaved will also be deleted.

9. Once you've entered your time, select Save then Submit.
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