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quick reference guide

Some employees work in more than one position. If you are dual employed, you must 
enter time separately for each role. These instructions apply to entering time for your 
second position.

1. Click on the Timesheet tile on the Employee Dashboard landing page. 
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2. Once in the Time and Leave Carousel, click the pick-list icon      next to the 
    Appointment ID.
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3. A window will pop up showing the other positions the employee has, select the one       
 that has a '2' under the appointment ID and hit OK.



vantage.employee.utah.gov 

3

You’ll be taken back to the Time and Leave carousel for the other postion. You can tell 
by looking at the Appointment ID - it now says '2'.

 4. Click the Create Timesheet button.
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 5. Select the current pay period you are entering, and click Create.
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The timesheet opens for the selected pay period ready to be filled out, in the Time Entry 
tab.

6. Enter the Event type. 

7. Enter hours worked for the appropriate days.  

8. Click Save. 

9. Click Validate to check for errors. 

10. Click Submit if error-free. 
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Note: If a dual time employee does not work 40 hours with the primary agency but works 
the hours in the secondary agency then those hours will make up for the missing hours 
in the primary position. If they have 40 hours with the primary agency and work hours in 
the secondary (dual time hours) then those hours will be paid out as overtime hours. If 
they do not have 40 hours between the two agencies in that work week then either 
annual, sick or comp time hours can be entered to bring them up to the 40 hours in the 
work week. 


