
1. To obtain your timesheets from VATAS, log into the system.  

VATAS SSO Login Page  

2. On the Employee Main Menu, select “Archive/Reports server (opens in new window)”.   

 
3. In the new window, select “reports” 

 
4. In the new screen, select “Timesheet Summary” 

 

 

https://ssologon.iam.va.gov/centrallogin/Default.aspx?appname=core&URL=https://ssologon.iam.va.gov/centrallogin/core/redirect.aspx&TYPE=33619969&REALMOID=06-db04009f-bad7-41d0-8621-812e5b531b54&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=$SM$8G2vBvh2w0Jc4Nff8W2sS53AvJJndaKGtTBRsPKu%2f8Qp7ur9HAYffUi5b1m87aNF&TARGET=$SM$https%3a%2f%2fvatas%2eva%2egov%2fwebta%2fLogin


5. Select the pay period from the drop down menu that includes the date you need a timecard for.  If you need it 
for multiple pay periods, you will have to do this more than once.  Then click “run report”.   

 

 
NOTE: After selecting “run report”, you should see this banner at the top of the screen. 
 

\ 
 

6. Next, click reports at the top of the screen to return to the main reports screen. 

 

 

 

 

 

 

 

 



7. In the main menu, select “My saved and Scheduled Reports”. 

 

 

8. Check the box next to the report you want and click the “download” button.  You’ll have to repeat this step for 
each additional timesheet summary. 

 

 
9. A new window will open asking where you would like to save the document and what name you wish to give it.  

Select somewhere you will be able to easily find the document (perhaps your computer’s desktop) and give the 
timesheet a name.  
 

10. Open the file you just saved.  It opens as a web-based html file.  To save the file as a pdf, press the ctrl button 
and the letter p at the same time.  

 



 For the printer, select adobe pdf and then click print. A new window should open asking where you want to 
save the file.  Select a place you’ll remember and name the file as you wish.  Then click save.  This new 
document is able to be uploaded. 

 
 

 


