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2. From the Global Navigation search bar, type ATLM for Time and Leave Management.

p
- | arm Q
ATLM Time And Leave Management

3. Enter the Employee ID to search for the employee.

4. Click Apply when you've completed your search.

Time and Leave Management + & Back
- Filters &
Employee ID First Name i !_ast Name :
Bl I J
» show More Apply Clear
5. From the Grid Actions results, click the View button.
Grid Actions e i@
1-1of 1R i View per Page: @ 50 100 Page1of1 >
Home Unit % Employment Status % From To 5

FirstName LastName ¥ Home Department

Employee ID % Appointment D %

12/15/2025 12/31/9999
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1. Click the Timesheet Roster (Existing Timesheets) tab.

2. Verify that there is no timesheet entered for the pay period.

Time and Leave Management < © Back

Wayne, Bruce B | Employee ID: 010005 | Appointment ID: - | Home Department: 250 | Home Unit: 3848 | Title: 10938

Employee Timesheet Roster (New Timesheet Roster Timesheet Certification Daily Activity Report Equipment Usage Leave Request
Timesheets) (31) (Existing Timesheets) (Approved) >
Timesheet Ros... (31)
- Filters ©
Transaction Code Transaction ID Status

» Show More Reset I:

The TIMEI (Timesheet) Transaction page opens.

Once you have determined there is no timesheet, you can proceed with creating the new
timesheet. On the carousel you will need to select the Timesheet Roster (New
Timesheets) tab

1. Click the Timesheet Roster (New Timesheets) tab.
2. Select the 3-dot menu - on the side of ANY of the pay period lines.

3. Click the Related Actions and then the Create New Timesheet.

i y Back
Time and Leave Management ¢ e
Wayne, Bruce B | Employee ID: 010005 | Appointment ID: - | Home Department: 250 | Home Unit: 3848 | Title: 10938

Employee Timesheet Roster (New [Timesheet Roster Timesheet Certification Daily Activity Report Equipment Usage Leave Request
Timesheets) (31) (Existing Timesheets) (Approved) >
Grid Actions =] i B
1-20 of 31 Records View per Page - @ 50 100 « < Pagelof2 > >
[l PayPeriod StartDate + Pay Period End Date % Short Description & Assignment From Assignment To 2
| 12/06/2025 12/19/2025 Bi-Weekly 1 12/15/2025 i I

12/20/2025 01/02/2026 Bi-Weekly 1 12/15/2025 Related Actions > I
Create New Timesheet

01/03/2026 01/16/2026 Bi-Weekly 1 12/15/2025 LTS Related Pages >

The TIMEI (Timesheet) Transaction page opens. Enter in the missing information.

4. Once new time is entered, hit Validate then Submit.
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i = ass Validate Submit @) Save Save & Close :
Timesheet (TIMEI) ¢ oo el | 3 B3
Wayne, Bruce B & i ID: - | ion ID: 2 | Version: 1

Time Entry (1) Daily Activity Summary

Total Hours Total Hours

00:00 00:00 -
Pay Period Start Date: 12/06/2025 | Pay Period End Date: 12/19/2025
+ ] G #
1-10f 1 Records View per Page- 20 @ 100 < < Pagelof1l > » I
O Line & Event & Sat Sun n Tue Wed Thu Fri Sat Sun Mon Tue Wed u Fri Week 1 Week 2 Total Time Atta
- 12/06 12/07 12/08 12/09 12110 121 12712 1213 1214 12,15 12716 1217 1218 12/19 Total Total Hours  In/Out I
Total Hours 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00 00:00

This timesheet will then go through the approval process.

Once the timesheet is approved, you'll see it in the Timesheet Roster (Existing Timesheet) in the
'Final' phase.

Grid Actions = B
1 -2 of 2 Records. View per Page - @ 50 100 € < Pagelof1 > >

O Transaction Code + TransactionID % Phase & Status Pay Period Start Date = Pay Period End Date & Assignment From Assignment To

Held

20260222000000069396 Submitted

12/06/2025

Verify changes went through

1. From the Global Navigation search bar, type PAYM for Payroll Management page.

- | rav ‘ﬂ Q
PAYM Payroll Management
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12/19/2025

12/15/2025

12/31/9999

2. Enter the Employee ID to search for the employee.

3. Click Apply when you've complete your narrowed search.

Time and Leave Management +¢ € Bask

v Filters &

Employee ID First Name Last Name

| =l | |

» Show More Apply Clear
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4. From the Grid Actions results, click the View button.

Grid Actions =i @
1-10f 1 Records View per Page @ 50 100 € ¢ Pagelofl »
] Employee ID ¥ Appointment ID % First Name + Last Name % Home Department + Home Unit < Employment Status % From To pA

010005 - [ 12/15/2025 12/31/9999

1. Click on Pending Payments tab.

2. Review the Pending Payments for the employee.

Payroll Management come

Wayne, Bruce B | Employee ID: 010005 | Appointment ID: - | Home Department: 250 | Home Unit: 3848 | Title: 10938

Employee Pending Payment Issued Checks/Advices Pay Distribution Detail Pay Details Deduction Details Fringe Details

Check Date >

> Filterg
Grid Actions o] It @
1-30 0f 30 Records View per Page- 20 e 100 & < Pagelofl >
Event Date %+ Pay Type % Supplemental Pay % Input Amount Contract Pay Amount % Hold % Transaction C¢ 4

» § 110472025 WORK Regular Pay Type 800 No TIMEL

» [l 110572025 WORK Regular Pay Type 800 No TIMEL

» Q1170672025 WORK Regular Pay Type 800 No TIMEL

» @ 10772025 WORK Regular Pay Type 800 No TIME!

vantage.employee.utah.gov



