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Input Future Pay Periods’ Timecards 
 
Employees can view the next three pay periods’ timecard including the current pay period. 
 

1. Select Time then Timecard 
2. At the far right side of the screen, in the drop down box select the pay period end date. 
3. Fill in the timecard. 
4. Click “Submit” so VTI can check for errors in the timecard. 
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5. If the timecard has an error, correct the error and resubmit the timecard. If your timecard is correct, click the “Override” button to 
override the warning. Unless the warning is informational (ex. EPT, PT hours, Vacation Elect), please input an explanation in the 
Description box. 
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6. After clicking “Submit” or “Override”, the Employee’s Certification appears. If you do not want to submit your timecard to your 

supervisor yet, click on the “Return” button. Your timecard will continue in “Saved” status. 
 

 
 


