
1. Click on the Timesheet tile on the Employee Dashboard landing page. 
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2. To create a new timesheet, click the Create Timesheet button. 

  3. A window will appear showing available time periods. Choose the correct time period  
    for your entry, then click Create.
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4. Your default coding is Event type: TTIME. Do not enter hours using WORK or TW.

    Use the plus icon        to add an additional line if you’re adding sick or annual leave.

A new Timesheet (TIMEI) will populate.
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5. Expand         the line to add any comments you may want to include.  

Click on the Comments subsection to enter any comments needed/required for each 
line used.
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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. 
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7. Once your timesheet is complete for the pay period, click Save and Submit to route it 
    to your manager for approval.
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TIPS FOR SUCCESS

  • Enter your time in hours and minutes hh:mm
  • Double-check hours entered for the work week are complete.
• Add comments only if required by your department.

  • Submit promptly, so approvals are completed before payroll deadlines.

6. After entering the total hours, click Validate in the upper-right corner. Vantage will 
    automatically populate, during the second pay period of the super cycle, any overtime hours 
    you accrued.
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