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 Ensure employees, supervisors, and Department Managers understand
their responsibilities in the timekeeping process

o Understand impacts of transitioning to the new system-wide UCPath and
Campus Shared Services environments.

 Introduce employees and supervisors to key TARS enhancements.

Please contact Timesheetfeedback@ucr.edu if you have guestions or concerns!
RIVERSIDE
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Learning Objectives (1 of 2)

Understand employee/supervisor roles and
responsibilities.

Understand the roles and responsibilities of the Campus Shared
Services Centers.

Understand the roles and responsibilities of the new system-wide
UCPath Center (UCPC).

UCRIVERSIDE @3
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Learning Objectives (2 of 2)

Understand changes to the monthly and biweekly A
timesheet periods, and how to submit time and absences.

/

Understand what will happen if a timesheet is re-
routed or an adjustment is made.

submitted timesheets

Understand how to request adjustments to previously j

UCRIVERSIDE @9
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ARS FOM Process

Roles and Responsibilities

(

2. Supervisor 2> TARS

1. Employee -> TARS or feeder system

| I i ]
3: Shared Services TAA 2> TARS
> 1 (
4: UCPath Center - UCPath J

Employee

It is the employee’s responsibility
to accurately record hours worked
and/or leave taken and submit to
their supervisor by the published
deadlines. A reminder notification
email of due dates will continue to
be sent to all employees.

Important:

* In the name of organizational
excellence and to improve
operational effectiveness, timely
and accurate submission of time
records will reduce rework, special
handling, and late payments.

For Biweekly employees, if hours
and/or leave are not recorded and
submitted by the published
deadlines, pay checks or direct
deposits may be delayed.




Employee

ARS FOM Process (continued)

Roles and Responsibilities Bi-weekly employees in TARS

 Record hours worked and
leave taken in TARS before the
bi-weekly deadline (by job).

1. Employee -> TARS or feeder system
| ( | Monthly Employees in TARS
* Record leave in TARS before
2: Supervisor > TARS - the monthly deadline.

1 I L ]

_ Employees who use other time
3: Shared Services TAA 2> TARS

and attendance systems
- | (Kronos, JanTek, Telestaff)
4: UCPath Center > UCPath * Record time in the same

J 3 l system used today (by job).



ARS FOM Process

Roles and Responsibilities

. z \
1: Employee - TARS or feeder system

4: UCPath Center > UCPath

3: Shared Services TAA - TARS
. 1

Supervisor

It is the supervisor’s responsibility to
accurately review and approve
employee timesheets by the published
deadlines.

Important:

 To prevent employee paycheck
Inaccuracy, pay day delays, and
manual adjustments, supervisors
should carefully review each of their
employees timesheets before
approving.

If timesheets were not accurately
reported by employees, supervisors
should either route the timesheet
back to the employee or correct the
timesheet accordingly, depending
on the circumstance.

In the name of organizational
excellence and to improve
operational effectiveness, timely and
accurate review and approval of
time records will reduce rework,
special handling, and late payments.



Supervisor

ARS FOM Process (continued)

thiliti Review and approve timesheets
RO I €S an d Res p Oonsl b | I Itl €S before the monthly and/or bi-
__ weekly timesheet approval
. . N\ I deadlines.
1: Employee - TARS or feeder system

Reject or correct timesheets with
errors and communicate issues
to employee.

Promptly communicate with SSC

3: Shared Services TAA > TARS about any issues & respond to
- 1 SSC requests.

4: UCPath Center > UCPath Please note, following supervisor

approval, the majority of
timesheets will route directly to
the UCPath Center and bypass

the SSCs. Therefore, it is
important that supervisors
carefully review hours worked
and/or leave taken.



Shared Services

A R S FO I\/I P r O C eS S With the implementation of UCPath

3l B and the Future Operating Model
Roles and Res PONSI bilities (FOM) initiative, the TARS Time and
Attendance roles (TAA) will be
N I assigned under the SSCs.
- | L

1: Employee > TARS or feeder system It is the TAA'’s responsibility to

| P . 1 review and correct timesheets that
are routed due to potential errors,
2: Supervisor > TARS | special handling, extended leave,

N } \ final pay, prior pay period

adjustments, and other issues
requiring SSC review

4: UCPath Center - UCPath Important:

* In the name of organizational excellence
and to improve operational
effectiveness, timely and accurate
submission of time records will reduce
rework, special handling, and late

payments.



ARS FOM Process

Roles and Responsibilities

- 2 N

1: Employee - TARS or feeder system
Il N i H

2: Supervisor 2> TARS

4: UCPath Center > UCPath

Shared Services
(continued)

Please note, following supervisor
approval, the majority of
timesheets will route directly to
the UCPath Center and bypass
the SSCs.

To prevent employee paycheck
inaccuracy, pay day delays, and
manual adjustments, SSC TAA'’s
should carefully review each of
the timesheets routed to their
queue before submitting to
UCPath.

Collaborate with supervisors
and/or departments to resolve
guestions or concerns.

Review and correct errors
discovered at the UCPath Center
(UCPQ), during the limited

timeframe published.



UCPath Center

A R S FO I\/I P r O C eS S It is the UCPath Center’s

RO I es an d Res p ons | b | I |t| es responsibility to publish standard

time reporting deadlines that are
] applicable for all campuses on the
) . N\ UCPath System.

1: Employee > TARS or feeder system The UCPath Center is responsible
] P I ] 1 1 \ for processing payroll and all of the
f _ related deductions, benefits, and
pay check distributions for all
w E\ E campuses on the UCPath System.

3: Shared Services TAA 2 TARS
_

2. Supervisor 2> TARS

The UCPath Center will be

responsible for reaching out to
4: UCPath Center > UCPath UCR points-of-contact to resolve

any potential issues in a timely
manner.

UCR will be responsible for

adhering to the UCPath-
established time reporting and
payroll processing deadlines.



1. Monthly Employees: Overview & Timesheet ' il i
changes l“_
I BN W SR . -

2: Changes to Reporting Leave
HE B B

3: Biweekly Employees: Entering Time

4: Saving and Submitting Time

5: Adjustments & Corrections to Timesheets




Monthly Employees: Overview

* Monthly employees will continue to have one timesheet per pay period, even if
they have multiple jobs.

* |f a monthly employee has multiple jobs, the supervisor for their primary job must
approve their timesheet. All other supervisors who they report to will receive an
email notification when the timesheet is approved.

» Monthly employees will continue to report leave taken, not hours worked.

e Supervisors are responsible for reviewing and approving timesheets when they
are initially submitted and after any adjustments are made.

» Most timesheets will bypass the Shared Service Center (SSC) and be submitted
directly to UCPath.

* |f the employee or supervisor fails to approve a timesheet, it must be approved in
the ‘Late Approval’ window, which occurs after payroll has been processed.

@
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" UKIVERSITY OF CALIFORMIA
UNIVERSITY OF CALIFORNIA, RIVERSIDE VU RIVER E

Time & Attendance Reporting System - bty

September 16, 2017 - October 15, 2017 Timesheei

MName Employee 1D Leave Balances Primary Job Supervisor Total Hours Ny Maniof
ﬂ VAC: 65.51 SKL: 55.61 | v |1 AnALYST 3 | Cullum, Andrew | Submit to Supervisor
m TIME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY

Employee Information Balance Information {Current Balances Pending)
Name: - Begin Eamed  Taken @ Adjustment Lost End
Balance Balance
Vacation hE 82 5.69 0 ] 6551 ‘ 1 2
vomeveprmer: - [ . i i - TARS ‘Overview' Tab
; ' Sick 5561 0 0 o 55.61 e Allows employees to see their job detalils,
Supernvisor{s): Cullum, Andrew Leaye .
== " | | | | | supervisor, and leave balances
ay >l e, | Comp o o 0 0 o . . . g
= » This tab has not changed significantly!
g 2 ime
Premium O/T: Not Eligible | | | | |
0 i | i i} ]
Primary Title Code: 007584 A i ¢ - L -
Time Off
Title Unit Code: a9
Vacation Details
Maximum Vacation Limit * 240

* Vacstion leave may be secrued tora maxamum of 2 fimes the annus! full-fime eaming

RIVERSIDE @2
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¥ OF CALIFORMIA

& ~ UKIVERSIT
UNIVERSITY OF CALIFORMNIA, RIVERSIDE ..,[ J;RIVERSI DE

Time & Attendance Reporting System S Sl a

July 16, 2017 - August 15, 2017 Timesheet

Save

Leave Balances Primary Job Title Department Supervisor Total Hours N
vollls< Il | v |- ‘ADM;NlSTRATWEMANﬂGEm‘00; cuum, Andeew | M SILENE

Name Employee ID

- | -

Submit to Supervisor

OVERVIEW DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY

Oay of Month Vacation Leave {9 Sick Leave @ Leave Without Pay i) Other Leave @5
Sun: Jul 16 =

Mon: Jul 17 ' '

Tue: Jul 18 ' ' ' |

Wed: Jul 19 ' = ' 0 ' =

Thu: Jul'20 ' ' ' ) ) '
Fri- Jul 21 i - TARS Time Reporting Tab — Monthly
Sat: Jul 22 ' [ | Employees

:1“‘“1“'!3 _ _ e As s true today, monthly employees will L
Of. JU o o
e | - report absences by clicking the

Wed: Jul 26 ' ' appropriate checkbox. :

Thu: Ju! 27 | d : =] * The columns are categorized by leave B

Fri; Jul 28 = = =
Sat: Jul 29 i : take type. :

Sun:.Jul 30 1]
Mon: Jul 31 ' ' ] ' =]

Tue: Aug 1 ' el ' = ' =] ' [
Wed: Aug 2 ' [} ' ' '

Thiu: Aug 3 ' ' ' | :
Fri: Aug 4 ' ' ' o '

RIVERSIDE 3
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UNIVERSITY OF CALIFDRNIA, RIVERSIDE ! RiVE_RSIII_DIE
Time & Attendance Reporting System S i;;“df'ack@

September 19, 2007 - Getober | 7 Timesheet
} Select Leave Type 5 Save
Hame Employee iD Leave Balances Primary Job Titl e = = Total Hours e
I | "I'?rpe | Description
VP PERSOMAL - WACATION
(] VE . ECUCATION - VACATION

Day o1 Mo Viacation Lesve 1@ [ 0] | VFI . FMLA (INTERMITTENT - VACATION (E= Em p I oyees

Do $ = S o i ! « Once the checkbox is selected, a menu
s g S opens asking the employee to select the
Minn-Sap 1o | s @ | v LITERACY LEAVE - VACATION ap

Tue: Sep 19 o : specific type of leave taken.

i) VMC MILITARY CARFGIVER FML - VACATION . o o

Wed: Sep 20 - - * Inthis case, the employee is taking regular
Thir Sep 21 T ] VMS MILITARY SPOUSE/DOMESTIC PRTNR - VACATION ) B .

i g = e vacation ’Ieave, so will select ‘Personal —
Sal: Sep 23 1l & Cwen | PROFESSIONAL DEV - VACATION Vacation’.

Sun: Sep 24 ' YOE ' QUALIFYING EXIGENCY - FML - VACATION [

Mon: Sep 25 - e mers then ons A e Note: Leave types associated with an

Tue: Sep 26 [\iew Absence from Work policy| | t d d b FM LA L " I
i . . : e extended absence (e.0. _ eave) will only
e be displayed if the employee is on an

P | Close. |

Fric Sep 29 . approved leave of absence.

Sat; Sep 30 =,

Sun: Gcta

Mon: Oct 2

Tue: Oct 5

Wed: Oct 4

Thu: Octs

CRIVERSIDE o2
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OVERVIEW DETAILED VIEW

Day of Month

Sat: Sep 16
Sun: Sep 17
Mon: Sep 18
Tue: Sep 19
Wed: Sep 20
Thu: Sep 21
Fri: Sep 22
Sat: Sep 23
Sun: Sep 24
Mon: Sep 25
Tue: Sep 26
Wed: Sep 27
Thu: Sep 28
Fri: Sep 29
Sat: Sep 30
Sun: Oct 1
Mon: Oct 2
Tue: Oct 3
Wed: Oct 4
Thu: Oct5
Fri: Oct 6
Sat: Oct7
Sun: Oct 8
Mon: Qct 9
Tue: Oct 10
Wed: Oct 11
Thu: Oct 12
Fri: Qct 13
Sat: Oct 14
Sun: Oct 15
Total

ATTACHMENTS

Vacation Leave ({0

88 & &)

| | | ©| ©| 5

72

8P
BVP
VP
8 VP

VP
VP
8VP
BVP
VP

COMMENTS

APPROVAL HISTORY

Sick Leave @3

Leave Without Pay @@

TARS Time Reporting Tab — Monthly
Employees

RIVERSIDE
|[UCPath Training

Here’s a completed monthly timesheet.

In this example, the employee took nine
days of vacation and one day of sick leave
during the period.

Other Leave @)



UNIVERSITY OF CALIFORNIA, RIVERSIDE U L Rlv;sﬁsﬁfﬁrﬁ
Time & Attendance Reporting System . S ;—.--

Supervisor Total Hours Main Menu

Culium, Andrew ‘ Submit to Supervisor

Employee 1D L eave Balances Primary Job
VAC: 65.51 SKL: 55.61 ‘ W | 1

TARS Detailed View — Monthly Employees
* Here's something new — the ‘Detailed

OVERVIEW TIME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY
a ) 1 1)
View’ tab replaces the ‘Pay Sources’ tab
Date Total Hours Type g g
* Employees should use this tab to verify
TUESDAY SEP 19th, 2017 a Personal - YVacation Ieave taken before SmeIttlng the
T ' ' timesheet to their supervisor.
WEDNESDAY SEP 20th, 2017 3 Perscnal - Vacation
THURSDAY SEP 21st, 2017 8 Personal - Vacation 8
FRIDAY SEF 22nd, 2017 a Personal - Vacation 3
MONDAY SEP 25th, 2017 8 Personal - Vacation 2
TUESDAY SEP 26th, 2017 a Persenal - Vacation a
WEDNESDAY SEP 27th, 2017 g Persanal - Vacation a
THURSDAY SEP 28ih, 2017 3 Personal - Vacation a
FRIDAY SEP 20th, 2017 a Personal - Vacation a
FRIDAY OCT 13rd, 2017 3 Personal - Sick 2
Total Hours 80 80

RIVERSIDE @2
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1. Monthly Employees: Overview & Timesheet e
| changes ““_
I N W AR . ~

2: Changes to Reporting Leave
HE B B

3: Biweekly Employees: Entering Time

4: Saving and Submitting Time

5: Adjustments & Corrections to Timesheets




Monthly Employees: Changes to
Reporting Leave

 Employees must still report a total of 8 hours (or the number of hours in their
normal work day), but they may split their time between different types of leave --
within policy guidelines.

» |f you are unsure about the policies governing which types of leave can be
combined, contact your supervisor.

Note — TARS will produce an error if an employee tries to submit more or less hours
than they work on a normal day. For example, a 100% employee must submit 8
hours, and a 50% employee must submit 4 hours.

Note — TARS will calculate the correct number of Holiday hours for employees,
based on their appointment percentage (FTE).

RIVERSIDE
JUCPath Training




FNFVERSITT OF CALIEOSHIA
UMIVERSITY OF CALIFORMIA, RIYERSIDE RIVERSI DE

Time & Attendance Reporting System = E Fadhac @

Sepiember 16, 3017 - Gcteber 15, 2017 Timasheet
Name Employae ID Leave Balances Primary Job Titlg mwnpe _E Total Hours EE‘E
ﬁ VAC: 8551 SKL: 55,61 | v |1 _ kel Eealn e . D MamMeow
i : - . —— Submit to Supervisor
o | = | PERSONAL - SICK.
e | s | BCOTHER,
DOVERVIEN DETVAIRETD VIEW ATTACUMENTS COMMERNTS = [ SBM ' BONE MARRCW | ORGAN DON EXT
Day ol Monts: Vacation Leave: {l SER . EMERGENC"REUEFLEME . Leave Withaut Pay () Ciifer Legve @i
sat: Sep 18 SFI FMLA (INTERMITTENT) - SICK
sun; Sep 1T . SFF l IMMEDIATE FAMILY FML - SICK
Mo Sap | : || e | % | KON CARE - S1CK
Reporting multiple types of Leave — =l S e s
MO nth Iy Em p I OyeeS SDs . POST-DOCTORAL SCHOLAR PSL -SICK
* The link ‘Use more than one leave type’ z:ﬁ : woc o e
can be used to split a day between = -
multiple leave types (e.g., Sick & Vacation)
e This is only permitted in certain
circumstances: please speak with your e '
supervisor if you are unsure of the policy

‘Sat: Sep 30
Sun: Oct 1
Mon: Oct 2
Tue: Oct 3
Wed: Octd

Thue Dt R Huz] | |

JCRIVERSIDE o2
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UNIVERSITY OF CALIFORNIA, RIVERSIDE L RIVERSI DE

E-mail <
Feedbach :

017 f--—-n-n 16 20100 ||"|..r.~l|:._

Haime Employes 1D Leave Balances Primary Juh Title Depariment Supervisor Total Hours _fz}_g:__'ﬁ_'g
Reporting multiple types of Leave — Select Leave Type %
Monthly Employees [ Plaase enter the hours for sach leave type(s) to take for this date, Leave hours must total 8 |
» After clicking the ‘Use more than one leave Vacationsz | Hour Personal - Vasalion v
type’ link, a timeclock window will open. ‘ Stonel I Posonal. ek ¥
. Assi th t b fh t Leave With Pay| | Hours| Jury Duty v _ _ ;
ssign the correct number of hours to i - ithout Pay & oirer Leave db
each leave type.
* Note that the total hours reported in a day
must total 8 hours, or the number of hours
in your regular work day.
Example: This employee took a sick day, but
only had 6 hours of available sick time. Two
hours of vacation were added to complete the
8 hour day. == f —Clee.— |
Thu: Sep'Z8
Friv Sep 29
Satl: Sep 30
Sun: Oct1
Man: Oct 2
Tue: Oct 3
Wed: Oct 4
Thi: Octh

RIVERSIDE o3
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IVERSITY OF CALIFORHIA
UNIVERSITY OF CALIFORNIA, RIVERSIDE RIVER lDE

Time & Attendance Reporting System

September 16, 2017 - October 15, 2017 Timesheet

| eave Balances Primary Job
VAC: 65.51 SKL: 55.61 | ) ‘ 1 m

Supervisor Total Hours

Culium, Andrew | ...............................
Submit to Supervisor

OVERVIEW DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY

Day of Monin Vacation Leave @ SickLeave @ Leave Without Pay @) Other Leave (@
Sat: Sep 16 Ll |

Sun: sep 17 Reporting multiple types of Leave —
S Monthly Employees

iy | | « Here is the timesheet from the previous
Wed: Sep 20 [

Thu: Sep 21 ' 7] ' o example.
Fri: Sep 22 ' '  Note that TARS records two hours of :
S L g vacation and six hours of sick leave on the O

Sun: Sep 24 L i d
Mon: Sep 25 ' [ - same a.y.

Tue: Sep 26
Wed: Sep 27 T T
Thu: Sep 28 ' ' ' [ ' B
Fri: Sep 29 ' _ ' ] ' '
Sat: Sep 30 [} b 2
Sun: Oct 1 L i = ]
Mon: Oct 2 — i —
Tue: Oct 3 ' ' ' '
Wed: Oct 4
Thu: Oct 5

o

Mon: Sep 18 ' o VP ' |«

RIVERSIDE @
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All Employees: Special Routing -
Employees on a Leave of Absence

Extended Leave

« All Timesheets for employees on an Extended Leave of Absence will be routed to
the SSC Leave Administrator.

 The Leave Administrator can enter time or make adjustments as necessary.

Intermittent Leave

 Employees on intermittent leave can report leave taken in 15 minute (or greater)
Intervals. Leave taken does not need to total 8 hours.

» All timesheets for employees on Intermittent Leave will be routed to the SSC
Leave Administrator before being submitted to UCPath.

RIVERSIDE @3
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1. Monthly Employees: Overview & Timesheet e
| changes ““_
I N W AR . ~

2: Changes to Reporting Leave
HE B B

3: Biweekly Employees: Entering Time

4: Saving and Submitting Time

5: Adjustments & Corrections to Timesheets




Bi-weekly Employees: Overview

* Every bi-weekly employee will receive one timesheet.

* |f an employee has multiple jobs, their timesheet will display each job side-by-side
on the timesheet.

 The employee should enter their hours worked and/or leave taken for each day &
each job.

 TARS will prevent submitting overlapping hours on multiple jobs: For example, you 0
cannot work 8:00 am — noon on Friday at two different jobs.

RIVERSIDE
JUCPath Training




UNIVERSITY OF CALIFORNIA, RIYERSIDE

Tim

e & Attendance Reporting System

August 13, 2017 - August 26, 2017 Timeshest

Mame Employee D Leave Balances

TIME REPORTING DETARLED VIEW

Employee Information

Name:

Employee ID:

Supervisor{s):

Pay Schedule:

Premium O/T:
Primary Title Code:

Title Unit Code:

CTE

Culium, Andrew

Eligible |

E-mail &
Feedback *

Primary Job Title Departmen Supervisor Total Hours
W | ; | ASSISTANT Il E Cullum, Andrew | 0
ATTACHMENTS COMMENTS APPROVAL HISTORY

Balance Information (Current Balances Pending)

Begin  Eamed Taken Adjustment Lost End TARS Overview Tab — Blweekly Employees

Balance Balance o

Vacation 33:13 0 0 0 3313

Sick 23.36 0 0 ] 2336
Leave
Comp 1 0 ] 1] 1
Time
Paid 1] 0 0 0 1]
Time Off

Vacation Details

Maximum Vacation Limit * 240

“facstion leave may be accrued to & maximum of 2 times the annusl full-time eaming

RIVERSIDE @3

JM|UCPath Training

Note that this biweekly employee, who has
one job, is eligible for overtime and has
earned one hour of comp time off (CTO).

Main Menu

Submit to Supervisor




Total Hours Datey TUE 08722

Time In

Time Qut

Time Reporting Screen

v PApplytoDate Range

TimefLeave Type TimefLeave Sub-Type

Houwrs

Bo0__ J|Am v |
Job:
ffogH[Pm v

Job:

<~ TARS Time Reporting Tab — Biweekly
=sov/s Employees
"« Biweekly employees will use the Time
Reporting feature like they do today.
Reporting regular hours, sick leave,
vacation, leave without pay, and other
leave (e.g., Jury Duty) are all possible

through this feature
'm'e;!.'u-':ettl.ist ucredustimeshest test/TIMESHEET BIWEEKLY MAIN.VIEW TIME SHEET?cookie=7515%#

fizoo

(00

4,00 [Reguiar v]  Remove

[[PM v |

| Housing Srves. Admin. -

4.00 F:e;ular_

| Housing Srves. Admin, -

Total Hours: 8

RIVERSIDE

JUCPath Training



Sk UKIVERSITY OF CALIFORNIA
UNIVERSITY OF CALIFORNIR, RIVERSIDE RIVERS'DE

Time & Attendance Reporting System = ol

Aug 13, 2017 - Aug 26, 2017 Timesheei

Save
Name Employee ID Leave Balances Primary Job Department Supervisor Total Hours
[ ] vac s« R 1 ASSISTANT Il Cullum, Andrew 0 St e
Submit to Supervisor
W 2 ASSISTANT Il _ Cullum, Andrew 0
OVERVIEW TIME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY
Day of Month Total Hours Job 1 Job 2

ASSISTANT III

Position e ABBISTANT |1l

SUNDAY AUG 13rd, 2017 0
MONDAY AUG 14th, 2017 0 _
TUESDAY AUG 15th, 2017 0 * Click!
WEDNESDAY AUG 16th, 2017 | 0 '
Ti‘;‘:;ﬁ:::{';‘fg‘;t”ﬁ‘? g TARS Time Reporting Tab— Biweekly Employees
th, - - . . .
IR . » Biweekly employees with multiple jobs will see them
SUNDAY AUG 20th, 2017 0 displayed side-by-side on their timesheet.
bt ek ; « Itis very important to report hours worked and leave
e s - taken for each job where this applies
WEDNESDAY AUG 23rd, 2017 0 a St ] Pp "
THURSDAY AUG 24th, 2017 | 0 « Start by clicking on the row corresponding to the
FRIGEY: AN 2508, 2017 0 first day you want to report time.
SATURDAY AUG 26th, 2017 0
Total: 0
Impaort Default Hours Clear All Hours
L Overtime Calculations |

RIVERSIDE @3
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3 INTRERSITY OF CALTFORNIN
UMIVERSITY OF CALIFORNIA, RIYERSIDE RIVERSI DE

Time & At Qadance ana e Sustgrn, e k@

Date] TUE 08/12_ v | Apply to Dats Range Sodh
Name Employee 1D Leave Balances Primary {purs
VAC SKL: Time In Time Out Hours Time/Lsave Typs Time/Leave Sub-Type |
v [5-00 [[am v | [i(2oo |[{pm ]| 400 [ Regular Working Hour v | Regular v _Remove |
Job: Building Services - ASSISTANT Il SERVICE INSTITUTE (LEM1/ME1) ¥ |
3| i 1L Building Sendices =) = = RN
f1:00 |[PM_v | 50 | ASSISTANT lIF SERVICE INSTITUTE (LPNIMNPT} FRemeve
Job: 5 R T T g sy " v =
Add
OVERVIEN DETAILED VIEW ATTACH] Total Hours: 8
Day of Month Total Hours 2
- Reporting time for multiple jobs L NSTITUTE (PR
T ; * Inthe Time Reporting screen, you must use the dropdown

oo

MONDAY SEP 11st, 2017
TUESDAY SEP 12nd, 2017
WEDNESDAY SEP 13rd, 2017
THURSDAY SEP 14th, 2017
FRIDAY SEP 15th, 2017
SATUHDAY SEP 16th, 2017
SUNDAY SEP 17th, 2017
MONDAY SEP 8th, 2017
TUESDAY SEP 15th, 2017
WEDNESDAY SEP 20th, 2017
THURSDAY SEP 21st, 2017
FRIDAY SEP 22nd, 2017
SATURDAY SEP 23rd, 2017
Total:

menu to select the correct job before recording time.

In this example, the employee must select their appointment
in the ‘Grounds’ department to record that they worked there
from 8:00 am — 12:00 pm. 15

(=
L]

o
L

e’y

Warning: If you open the timesheet by clicking on the column
corresponding to your second job, your second job will not auto-
populate in the timeclock. You must select the correct job for
each time entry.

2 MR | | ] ' e (e

16 REG. 5 SF

i~
=
&
oL
{1}
Wl

Imiport Defaull Howrs Clear All Holrs

CRIVERSIDE o2
FOM|UCPath Training



Approval for bi-weekly employees
with multiple jobs

* The supervisor for each job must approve their portion of the timesheet.

» |f one of the supervisors rejects the timesheet or makes changes, it will be
returned to the employee for adjustments and sign-off.

RIVERSIDE @
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UMIVERSITY OF CALIFDRNIA, RIVERSIDE

AL EORRLA

UCRIVERSIDE

Date| MON D8/21 ¥ Apply to Date Range
Leave Balances Primi
VAC: 33,13 SKL: 7336 17 Time In Time Dut Hours TimefLeave Typs Time/Leave Sub-Type
[:o0 [ Am [5:00 [[Pm *| & [Sickleave v | [Personal- Sick
Tab: Housing Srvce, Admin. - ASSISTANT Il S
| e e Bone Marmow [ Crgan Don Ext
[ [ am [ [am v ] .00 [Regular Working Hour ¥ | B¥ Cther
Job: [ Housing Srvee. Admin - ASSISTANT |l 55 EMergency RelisfLeave
DVERVIEW TIME REPORTING DETAILED VIEW ATTACTY o ' SRR ACRE LI o o
MR Professional Dev - Sick
j Total Hours: 8.00 Rehabilitation - Sick
Day of Menth Total Hours Kin Cars - Sick
Sick - Bereavement
Postton

SUNDAY AUG 13rd, 2017
MONDAY AUG 14th, 2017
TUESDAY AUG 15th, 2017
WEDNESDAY AUG 16th, 2017
THURSDAY AUG 17th, 2017
FRIDAY AUG 18th, 2017
SATURDAY AUG 19th, 2017
SUNDAY AUG 20th, 2017
MONDAY AUG 21st, 2017
TUESDAY AUG 22nd, 2017
WEDNESDAY AUG 23rd, 2017
THURSDAY AUG 24th, 2017
FRIDAY AUG 25th, 2017
SATURDAY AUG 26th, 2017
Total:

- TARS Time Reporting Tab — Leave

Pl s

i o = (=] = ] em 5

foe
rea |

When reporting leave, ensure to select the
correct ‘Time/Leave Sub-Type'.

For example, choose ‘Bereavement’ leave
for time off related to the death of a family
member.

Sick - Parentsl Bonding

Saye B Exit

Import Defaull Hours Glear All Hoars

Overtime Calculations

JCRIVERSIDE @2
FOM|UCPath Training

Save
Total Hours

i Main Menu




: TE R RTING Time Reporting Screen

Time In Time Out Howrs TimefLeave Type TimefLeave Sub-Type

Job: [Housing Srves Admin - assisran i [ - |

00 H[Pm v| [E00~|[PM_v]| 480 [Regular our ¥ | cqular v |

Boo  lam v| [i200 [[Pm v| 400 | Regular Working Hour ¥ | [Reguiar ]|

Job: | Housing Srves. Admin, -

Total Hours: 8

.. TARS Time Reporting Tab — Apply to Date S
" Range
"« Biweekly employees will still have the
= ability to apply their time entries to a date
SATURDAY range.

'« Start this by clicking the “Apply to Date
Range” link.

e
imesheettest.ucr.edu/timechest test/TIMESHEET BIWEEKLY MAIN.VIEW TIME SHEET?cookie=7515#

RIVERSIDE

|UCPath Training



Y e £ AL LS 1 g e e T o o % — Y
_ i S T Rt | > | ' | ik I!I_ I:'!'— Cullum. Andrew B3
;

Time Reporting Screen

: ' SUN 0813
Day of Monih Total Hours Dates - From:|MOMN 0214 | » Ito MOM O8M14 Apply To: Apply to Single Date
TUE 08/15
Position WED 08718
- ——— - Time In Time Thu D?” ! E TimafLeave Type TimeLeave Sub-Type
SUNDAY AUG 137d, 20617 ] FRI 08/15
E:DD AN | W I 12:00 |: SAT 0819 |Hegulal Warking Hour il Remove
MONDAY AUG 14th, 2007 B SUM 0820
> Job: [som o221 | ASSISTANT | SERVICE INSTITUTE (LPM1/MP1) ~]
e e e Remove
= 1:00 FM -0 |: \WED 08/23 |HEguIal Working Hour _I Regular
: Job: [{THu osr24 | ASSISTANT | SERVICE INSTITUTE (LPN1/NF1) v
g FRI 08:25
Add SAT 08/26

Total Hours: &

L 3 tToTmes meee ) Save & Report More Time
wonosy . TARS Time Reporting Tab — Apply to Date Save & Exit
TUESDAYY Ran g e Exit Wiz‘;:: Saving
"""« When entering hours, the “From” selection
sy will be the start of the range.
serunoay o Choose the end of the date range by
" selecting a date in the “To” dropdown.

Owvertime Cal

i)
i)
1

I
onida 0 i ", ]
Tuesda Tuesds
vegnesda agnesda 5 R iffereniia :
=3 | 0 = e 0
timesheettestucr.edu/timeshest test/TIMESHEET BIWEEKLY MAINVIEW TIME SHEET?coolie=7515#

RIVERSIDE
|JUCPath Training




UNIVERSITY OF CALIFORNIA, RIVERSIDE | "«RIVEERSILﬁE
Time & Attendance Reporting System > Cpan a

Sep 10, 2017 - Sep 23, 2017 Timashast

Save
Name Employee 1D Leave Balanc Primary Job Title Department Supervisor Total Hours
0 Main Menu
‘MC:-SKL:E- 1 ASSISTANT Ill SERVICE INSTITUTE (LPN1/NP1) Cullum, Andrew s | AR
Submit to Supervisor
g 2 ASSISTANT Il SERVICE INSTITUTE (LPN1/NP1) Do Cullum, Andrew 24
OVERVIEW TIME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY
Day of Month Total Hours Job 1 Job 2
Pasition ASSISTANT Il SERVICE INSTITUTE (LPNA/NE1) ASSISTANT lll SERVICE INSTITUTE (LPNAINP1)
SUNDAY SEP 10th, 2017 0
MONDAY SEP 11st, 2017 8 8 REG
TUESDAY SEP 12nd, 2017 8 BREG
WEDNESDAY SEP 13rd, 2017 B 8 REG
THURSDAY SEP 14th, 2017 8 B REG
FRIDAY SEP 15th, 2017 8 3 8P

SATURDAY SEP 16th, 2 . . . .
sunay sep 17, 20 cOmpleted Biweekly Timesheet with two jobs:

wonpay sep1etm. 20 ®  ThiS employee has reported time for the first week in the period
Tuesbav septamn, 2 o They worked 8 hours at Job 1 on Monday and Tuesday, 8

WEDNESDAY SEP 20th, .
e hours at Job 2 on Wednesday and Thursday, and took a sick

FRIDAY SEP 22nd, 20 day on Friday
SATURDAY SEP 23rd, 2017 0
Total: ' 40 ' 16 REG ' 16 REG, & 8P
Import Default Hours Clear All Hours

e Overtime Calculations |

RIVERSIDE o2
IIUCPath Training




OVERVIEW TIME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY

Day of Monih Total Hours Job 1
SUNDAY AUG 135rd, 2017 a
MONDAY AUG 14th, 2017 a BREG
TUESDAY AUG 15th, 2017 a 3REG
WEDNESDAY AUG 16th, 2017 a BREG
THURSDAY AUG 17th, 2017 8 8 REG
FRIDAY AUG 18th, 2017 ] 5 REG
SATURDAY AUG 19th, 2017 0
SUNDAY AUG 20th, 2017 0
MONDAY AUG 21st, 2017 8 8 REG
TUESDAY AUG 22nd, 2017 ] SRE
WEDNESDAY AUG 23rd, 2017 £] ORE
THURSDAY AUG 24th, 2017 2] JREG
FRIDAY AUG 25th, 2017 ] g REG
SATURDAY AUG 26th, 2017 0
Total: 23 83 REG
Import Default Hours Clear All Hours
D Completed Biweekly Timesheet with one job:
Week 1 Week 2 Week 1 ‘Week 2 Total -
Day of Week WrkHrs Non-Wrk Hs SDF Day of Week™ Wrk Hrs Non-Wrk Hrs SDF Work Hours 40 43 23 * NOt_e that the employee Worked 9 I?IOUI'S on Wed - Fnday
Sunday o 0 0  Sunday 0 i 0 Non-Wark Hours o o 0 durmg the second week of the pe“Od
Monday 8 0 0 Monday : 0 0 Overtime Straight 0 0 1 | » TARS calculated three hours of premium overtime
Tuesday @ 0 0 Tuesday 8 o 0 Quertime Premiuny g 2 1| « TARS will continue to display other overtime calculations, as it
Wednesday 3 0 0 Wednesday G 1} 0 Shift Differential: 0 0 0 d oes t 0 d ay.
Thursday 3 0 0 Thursday g 1] i
Frnday 3 0 0 Frday g 0] 0
Saturday 0 0 0 Saturday 0 i} 0
Total: 40 0 ] Total: 43 0 D

RIVERSIDE
JUCPath Training



HaiTie Employes 10 Lesawe Balan e Piimmary  Job Ttk Departmeil E ey ing ToLel Hidasrs

VAC: 452 SHL: 37,29 1 |_ ASSISTANT | SERVICE INSTITUTE

%a
Cultwm, Anideew 48 (3

Maxin Menu

7 ASSISTANT | SERVICE INSTITUTE Cuillwim, Aniddew

Subendt 1o Suporvisos

Tetal Hoaw ASSISTANT | SERVICE |r4:=\.r:'I'|JrF- ASSESTANT | SERVICE |.-:ﬁ'.|TL.'1F-

SUNDAY SEP 10, 2047

A:00 &M = 1200 FaA HagiHar q

MORDOAY SEP 11k, 2017 s s S —aiver 2
B-00 &AM - 1200 P Regular 4

TUESDAY SCF 145 s K

i , b 100 P - 50 Pl Ragular 4
1:00 AR - 1200 PRd Regudar 4
WEDHE SDAY SEP 439h, 2817

100 P - 500 Pl Raqulai 4
00 AR - 120D Pl Raqulai 4

THURSODAY SEP 14m, 2017 T o : I d kI
bt i ' TARS Detailed View — Biweekly

B 00 AW - 17 00 P Raquiar 4

FRIDAY SEP 158h, 2047 5 e i 5 Em ployeeS
SATURDAY SEP 16, 2017 » Here’'s something new — the ‘Detailed
sz ik aacd Lol : View' tab replaces the ‘Pay Sources’

T:00 AR - 120D Pl Hegular

MOKDAY SEP 1B, 2017 5 R TR i 4 tab
TUESDAY SEP t0m, 2017 o ilsd 1 m « Employees should use this tab to
e verify hours worked and leave taken

kel il : 100 PM - 5106 P before submitting to the supervisor
THURSOAY SEP 243, 2017 b kbt e =S * A benefit of this tab is that it displays
, . punch-in/punch-out times for each
1100 PM - 5 50 P Rajulai day. Note that this employee takesa -
Sl one-hour lunch at noon everyday.

Fotal ours ¥ L 1] 15

da | o | o ol o e

FRIBAY SEP Ximd, 2047

RIVERSIDE
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1. Monthly Employees: Overview & Timesheet e
| changes ““_
I N W AR . ~

2: Monthly Employees: Changes to Reporting Leave
BN E B

3: Biweekly Employees: Entering Time

4: Saving and Submitting Time

5: Adjustments & Corrections to Timesheets




Submitting Timesheets for Approval

* The following example uses a bi-weekly timesheet, but the process is very similar
for monthly employees

RIVERSIDE 3
-OM[UCPath Training




& & | (D timesheettestiucr.edu/timesheet_test/TIMESHEET_BIWEEKLY_MAIN VIEW _TIME SHEET?cookie=7515 7r | & @ ] o rf:’} £
5]

e

% Apps W Bookmarks @ PeopleSoft Environm E UAT Environment |  Home | DocuSign Sz i ¥ t-Bloombe MM MyNMs MyChart-+ | Virtual Reward Cente [ TARS- TEST »
| timesheettest.ucr.edu says: .

UNIVERSITY OF CALIFDRHIA
UNIVERSITY OF CALIFORNIA, RIVERSIDE S TR e S 1] RIVERS' DE

Cancel

E-mail

Feedback

Aug 13, 2017 - Aug 26, 2017 Timesheet

E

Save

Department Supervisor Total Hours

Cullum, Andrew | 83

Main Menu

Hame Employee 1D Leave Balances Primary Job
ﬁl VAC: 3343 SKL: 23.36 | W | ; | ASSISTANT Il

Submit to Suparvisor

Submitting Timesheet to Supervisor
OVERVIEW DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY o Once a” t|me haS been entered
Day of Month Total Hours Job 1 submit your timesheet to your

positon ssssrar | supervisor by clicking the *‘Submit to

SUNDAY AUG 13rd, 2017 0 Supervisor’ link and confirming in the
MONDAY AUG 14th, 2017 & a8 5P pop_up W|ndOW that appears
TUESDAY AUG 15th, 2017 a BREG
WEDNESDAY AUG 16th, 2017 8 8 REG
THURSDAY AUG 17th, 2017 8 8 REG
FRIDAY AUG 13th, 2017 8 8 REG
SATURDAY AUG 19th, 2017 0
SUNDAY AUG 20th, 2017 0
MONDAY AUG 21st, 2017 8 3 REG
TUESDAY AUG 22nd, 2017 8 8 REG
WEDNESDAY AUG 23rd, 2017 g 9 REG
THURSDAY AUG 24th, 2017 g 9 REG
FRIDAY AUG 25th, 2017 g O REG
SATURDAY AUG 26th, 2017 1]
Total: 23 75 REG. 8 5F

Import Default Hours Clear All Hours

Overtime Calculations

e, Week 1 Week 2 Week 1 Week 2 Total



T¥ OF GALIFDRMIA

JERSIDE
Time & Attendance Reporting System _ Sl z}

u
UNIVERSITY OF CALIFORMNIA, RIVERSIDE W RI

Aug 13, 2017 - Aug 26, 207 Timesheat

Name Employee ID Leave Balances Primary Job Title Department Supervisor Total Hours Save
ﬁ VAC: 3313 SKL: 2336 | o | 1 | ___ ASSISTANT |1|__ Cullum, Andrew | 83 ot
Retum Timesheet to Employee
Submit to Time & Attendance
e Administrator
OVERVIEW TIME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY Supervisor View
By St Ml it o » This is what your supervisor will see
T QEp—— 0000 once you supmlt a timesheet.

SUNDAY AUG 13rd, 2017 0 e Your supervisor can approve your
MONDAY AUG 14th, 2017 2 58P timesheet, modify it if necessary, or
TUESDAY AUG 15th, 2017 8 8 REG return it to you for edits.

e s - Itis very important for supervisors to

THURSDAY AUG 17th, 2017 8 8 REG

FRIDAY AUG 18th, 2017 5 aREG carefully review employee timesheets
SATURDAY AUG 18th, 2017 0 before approving_

SUNDAY AUG 20th, 2017 0

MONDAY AUG 21st, 2017 8 B REG
TUESDAY AUG 22nd, 2017 8 8REG

WEDNESDAY AUG 23rd, 2017 | g 9 REG

THURSDAY AUG 24th, 2017 g 9 REG

FRIDAY AUG 25th, 2017 g 9 REG
SATURDAY AUG 26th, 2017 0

Total: 83 75 REG, B SP

Import Default Hours. Clear All Hours

RIVERSIDE @3
MIUCPath Training




[HIVERSITY OF aLlrnFN
UNIVERSITY OF CALIFORNIA, RIVERSIDE R]VE

Time & Attendance Reporting System Eéilif;:k z,,

Leave Balances Primary Job itle Departmes Supervisor Total Hours Main Menu
VAC: 33.13 SKL: 23.36 | (¥ | 1 | ASSISTANT 1l ﬁ Cullum, Andrew | 83 |

OVERVIEW TiME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY

Timesheet Approval History (August 13, 2017 - August 26, 2017)

Submitted to

PPS Approval History Tab
» The Approval History tab records the
timesheet’s location in the approval
.. ucpath  § process.
12992 * The current step is highlighted in white.
» Actions taken by you, your supervisor,

Action Name Date . )
_ or the TAA are recorded in the list
Employee Saved Timesheet 11292017
below.
Submitted to Supervisor 1292017
Submitted to Time & Attendance Administrator - Job 1 / 1i20/2017 . In most Cases, timesheets are
S i T e automatically submitted to UCPath

once your supervisor approves it.

« Ifyou are on leave or there is a
problem with your timesheet, it will be
routed to the TAA at your Shared

RlVERSl 0E @ Service Center for a final check

-0MIUCPath Training




1. Monthly Employees: Overview & Timesheet e

| changes ““_
AL &

H B P F |

2: Monthly Employees: Changes to Reporting Leave
BN E B

3: Biweekly Employees: Entering Time

4: Saving and Submitting Time

5: Adjustments & Corrections to Timesheets




Adjustments & Changes to
timesheets

If the Shared Service Center corrects a time sheet during a payroll cycle (usually due
to a data error) both the employee and supervisor(s) will be able to view the original
data and the correction in historical time sheets.

Prior Period Adjustments — If required, an employee may request that their
supervisor re-open and route their previous timesheet to them for adjustments.
* The previous monthly timesheet and the previous two bi-weekly timesheets may

be re-routed.

* The supervisor must record a reason for each adjustment. The original timesheet O
and the adjusted version are available in history.

» Please note, in the name of organizational excellence and to improve operational
effectiveness, this feature should only be used in rare circumstances. Employees
and Supervisors are responsible for ensuring timesheet accuracy prior to
submitting/approving timesheets.

RIVERSIDE
JUCPath Training




rin [ s ae e ety
UNIVERSITY OF CALIFORNIA, RIVERSIDE U ulR]VERSI DE

Time & Attendance Reporting System e

Name Employee 1D Leave Balances Primary__Job i apartme Supervisor Total Hours Maiin Menu
ﬁ VAC: 75.67 SKL: 63.73 | v |1 Cullum, Andrew Retum Timesheet to Employee
Submit to Time & Attendance

OVERVIEW TIME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY

Please click on the "Save Comments” button to store your comments prior to moving away from this tab.
Flease record sick leave for Monday, July 17. You were absent.l

New Comments

! Supervisor View
(To preserve the text formatting, please hit "return” after each line. [Limit 2000 chars]}

Save Comments » Before returning a prior pay period
timesheet, your supervisor will write a
: . comment with specific instructions

Comment User NetiD Date

' ' and click “Save Comments”.

RIVERSIDE o2
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VL Eh . T
UNIVERSITY OF CALIFORNIA, RIVERSIDE lUl L‘ RIVERSI DE

Time & Attendance Reporting System S -~
Weicome_ Data Last Updated 12/03/2017

General Options
9 EditiCompiete Current Timesheet (5)

Accessing Re-opened Prior

Timesheet(s)

* To access re-opened prior
timesheet(s), click the ‘Edit Previous
Timesheet’ link.

* Note that a number will appear next
to the link if you have returned
timesheets to edit.

CRIVERSIDE o2
FOM|UCPath Training




UKIVERSITY OF CALITORNIA

UNIVERSITY OF CALIFORNIA, RIVERSIDE E:J !1: ]VERSI BE

E-mail

Time & Attendance Reporting System ' Feadback

Aug 13, 2017 - Aug 26, 2017 Timeshest

Leave Balances Primary Job Supervisor Total Hours
VAC: 25.82 SKL: 13.26 | v [ Cullum, Andrew | 80
OVERVIEW TIME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS 7] APPROVAL HISTORY
Day of Month Total Hours Job 1

SUNDAY AUG 13th, 2017 0 i
MONDAY AUG 14th, 2017 ] g g BREG/
TUESDAY AUG 15th, 2017 s Re-Opened Prior Timesheet 8R:G;

WEDNESDAY AUG 16th, 2017 8 L The returned timesheet will be the 3REGI

THURSDAY AUG 17th, 2017 8 g BREG/

. same as what you submitted...
FRIDAY AUG 18th, 2017 8 8REG/
SATURDAY AUG 18th, 2017 i f
SUNDAY AUG 20th, 2017 0 !
MONDAY AUG 21st, 2017 3 3 REG/
TUESDAY AUG 22nd, 2017 ] SREG/
WEDNESDAY AUG 23rd, 2017 3 8REG/
THURSDAY AUG 24th, 2017 8 3REG/
FRIDAY AUG 25th, 2017 3 3REG/
SATURDAY AUG 26th, 2017 a i
Original/Adjusted 20 B0 REG /80 REG

Import Defauli Hours: Glear All Hours
Errorl ORA-01403: no data found

-OMIUCPath Training




= URINERSITY OF CiLI FoRT
UNIVERSITY OF CALIFORNIA, RIVERSIDE k.»! ‘\TRI RSID

Time & Attendance Reporting System > - Csl a

Aug 13, 2017 - Aug 26, 2017 Timesheet

Leave Balances Primary Job itle Departmen Supervisor Total Hours
VAC: 25.82 SKL: 13.26 | V] | 1 ﬁ Cullum, Andrew | 20 |

OVERVIEW TIME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS (] APPROVAL HISTORY

Day of Month Total Hours Job 1

SUNDAY AUG 13th, 2017 !

(== -

MONDAY AUG 14th, 2017 8 REG/-5REG, 8 SP |
TUESDAY AUG 15th, 2017 3 SREG/
WEDNESDAY AUG 16th, 2017 B . . SREG/
| Re-opened Prior Timesheet
PRSI : * ... but once you make changes the TS
SATURDAY AUG 18th, 2017 o . .. i
SUNDAY AUG 20th, 2017 g edits are recorded next to the original ]
MONDAY AUG 21st, 2017 8 time 8REG{
TUESDAY AUG 22nd, 2017 2 ’ L. AREG/
WEDNESDAY AUG 23rd, 2017 3 e Add a comment eXpIaInlng your SREGI
TRIBSUAYAUG ol 2017 1 changes before submitting the g
FRIDAY AUG 25th, 2017 8 - . 8REG/
SATURDAY AUG 26th, 2017 0 timesheet to your supervisor. /

Original/Adjusted 20 80 REG /72 REG, 8 SP

Import Default Hours Clear All Hours
Errorl ORA-0M4£03: no data found

RIVERSIDE o3
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UNIVERSITY OF CALIFORNIA, RIVERSIDE

Time & Attendance Reporting System

Main Menu

Review Previous Timesheets

Timesheet Employee Name Status |Last Updated |Undated By |

Submitted to Supervisor | 12/05/2017 06:50:50 PM -

| Cullum, Andrew

August 13, 2017 - August 26, 2017 modified

August 13, 2017 - August 26, 2017 Submitted to Payroll | 10/10/2017 01:50:22 PM

Cullum, Andraw

July 30, 2017 - August 12, 2017 Submitted ta Payrall | 09/27/2017 02:06:41 PM

Re-opened Prior Timesheets — History

» Both your original timesheet and the
modified version will be available in
the ‘Review Previous Timesheets

view.

RIVERSIDE o2
FOM|UCPath Training
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Summary

UCRIVERSIDE @9

FOMI|UCPath Training



Key Points

* The UCPath Center will be responsible for all time and attendance and payroll processes.
* Only Shared Services Centers will have TAA roles.

» The majority of timesheets will bypass the Shared Services, so timesheets must by thoroughly reviewed
and approved for accuracy.

* Monthly employees will continue to enter leave taken on their timesheets.

» Biweekly employees will have the ability to record hours worked and/or leave taken for multiple jobs on a
single timesheet.

RIVERSIDE
JUCPath Training
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Your Questions and Input

https://tinyurl.com/ucrtraining

CRIVERSIDE @2

FOM|UCPath Training


https://tinyurl.com/ucrtraining

FOM|UCPath Training Team Email

FOMUCPathtraining@ucr.edu

FOM|UCPath Training


mailto:FOMUCPathtraining@ucr.edu

Resources

UCPC Payroll Calendar 2018:

http://accounting.ucr.edu/payroll/pay cal.html

Please visit the UCR Payroll Website for information regarding payroll and timesheet deadlines.

UCRIVERSIDE @
FOMI|UCPath Training



http://accounting.ucr.edu/payroll/pay_cal.html

Training Resources

http://fomucpath.ucr.edu/training/resources.html

FOM|UCPath Training



http://fomucpath.ucr.edu/training/resources.html

Your Feedback Please

https://tinyurl.com/ucrfomucpathfeedback

RIVERSIDE o2
FOM|UCPath Training



https://tinyurl.com/ucrfomucpathfeedback

ThankYou

RIVERSIDE

JUCPath Training
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