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Trainer Introduction

Title:
Department:
Previous Experience:
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Your Questions and Input

https://tinyurl.com/ucrtraining
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Housekeeping

Cell Phones Breaks Restrooms
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A Ensure supervisors and Department Managers understand their
responsibilities in the timekeeping process.

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

A Introduce supervisors and Department Managers to key TARS
enhancements.

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

Understand changes to the monthly and biweekly A
timesheet periods, and how to review and approve
timesheets Y

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
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ARS FOM Process E i

Roles and Responsibilities It is the employ

to accurately record hours worked
and/or leave taken and submit to
their supervisor by the published
deadlines. A reminder naotification
[ - email of due dates will continue to
be sent to all employees.

1. Employee -> TARS or feeder system

2: Supervisor A TARS
Important:

¥ - - .
_ A In support of organizational
3: Shared Services TAAA TARS excellence and to improve
» 1 operational effectiveness, timely
4: UCPath Center A UCPath and accurgte submission of tlme_
/ records will reduce rework, special

—j ' 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

A Record hours worked and
leave taken in TARS before the

1: Employee -> TARS or feeder system bi-weekly deadline (by job).

I l [ ' \ Monthly Employees in TARS
A Record leave in TARS before
2: Supervisor A TARS the monthly deadline.

‘ ._ ‘ i Employees who use other time
3: Shared Services TAA A TARS r and attendance systems
- . (Kronos, JanTek, Telestaff)
4: UCPath Center A UCPath A Record time in the same

J i l system used today (by job).



ARS FOM Process

Roles and Responsibilities

N i % A

1: Employee A TARS or feeder system

il

3: Shared Services TAA A TARS
» 1

4: UCPath Center A UCPath

Supervisor

|t i s the supervi s
accurately review and approve
employee timesheets by the published
deadlines.

Important:

A 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 support 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)

ROIGS and Respon8|b|||t|es Review and approve timesheets

before the monthly and/or bi-
l weekly timesheet approval

. ‘ \ deadlines.

1: Employee A TARS or feeder system Reject or correct timesheets with

| errors and communicate issues
to employee.

Promptly communicate with SSC

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

4: UCPath Center A 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.



1: Employee A TARS or feeder system

I r i

2. Supervisor A TARS

4: UCPath Center A UCPath

ARS FOM Process

Roles and Responsibilities

Shared Services

With the implementation of UCPath
and the Future Operating Model
(FOM) initiative, the TARS Time and
Attendance roles (TAA) will be
assigned under the SSCs.

|t i s the TAAOS
review and correct timesheets that
are routed due to potential errors,
special handling, extended leave,
final pay, prior pay period
adjustments, and other issues
requiring SSC review

Important:

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

payments.

r



ARS FOM Process

Roles and Responsibilities

i % A

1: Employee A TARS or feeder system
I I N “

2. Supervisor A TARS

4: UCPath Center A 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 adjust me
should carefully review each of
the timesheets routed to their
gueue 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

ARS FOM PrOceSS 't is the UCPath

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
l UCPath System.

i % A

1: Employee A TARS or feeder system The UCPath Center is responsible

] P | ! 1 i for processing payroll and all of the
f related deductions, benefits, and
pay check distributions for all

\ P\ 1 e campuses on the UCPath System.

3: Shared Services TAA A TARS
_am

2. Supervisor A TARS

The UCPath Center will be
responsible for reaching out to
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.



M Process

&
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1. Supervisor Role and Cutover Responsibilities il

115 i4
BE O 7 W
2: Overview of Timesheet changes: Monthly [ ]
Employees
HE B
3: Overview of Timesheet changes: Biweekly . r .
employees :

AR ~ B

4: Approving Timesheets

5: Adjustments and Corrections

6: Establishing a default Schedule



Supervisor Role: Key Points

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

A Since UCPath is responsible for Payroll, it is critical that UCR Supervisors meet
the UCPath-established deadlines for submitting and approving time.

A All TAA roles will be within the Shared Service Centers. There will not be a
departmental TAA role.

A Most timesheets will bypass the Shared Service Center TAA and be submitted
directly to UCPath.

A If the employee or supervisor fails to approve a timesheet, it must be approved in
the oLate Approval 6 window, which occurs aft.e

Please see http://accounting.ucr.edu/payroll/pay cal.html for the updated Pay Calendar
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http://accounting.ucr.edu/payroll/pay_cal.html

Important Cutover Responsibilities

In December

Monthly Employees

A Ensure time is entered by Wednesday, 12/13/17 at 11:00 pm and approved by
Thursday, 12/14/17 at 11:00 pm (New TARS).

Biweekly Employees

A Ensure time for 12/03/17 i 12/16/17 is entered by Thursday, 12/14/17 at 11:00
pm and approved by Friday, 12/15/17 at 11:00 pm. (Old TARS).

A Employees should project time worked and anticipated leave for 12/15 and 12/16.

A Ensure time for 12/17/17 i 12/30/17 is entered by Wednesday, 12/20/17 at 11:00
PM and approved by Friday, 12/22/17 at 11:00 PM (Old TARS).

A Employees should project time worked and anticipated leave for 12/21/17 i
12/30/17.

RRRRRRRRRRRRRRRRRRRR
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Important Cutover Responsibilities

Week of January 2
A On Tuesday, 01/02/18, verify that time entered for biweekly employees is correct

in the New Tars System and notify your Shared Service Center of any issues
A If you supervise a biweekly employee with multiple jobs:
1. Work with your Shared Service Center to properly allocate their
December time across jobs
2. Establish a default work schedule for each employee (Note: Each
supervisor must do this for the job that they supervise)
A Note that there will be hyperlinks between the old and new versions of TARS, to
allow for validation and preserve historical records.
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Supervisor Assignment Using
OReports TooO

Aln the new TARS system, Supervisors wil/ be 1
field in UCPat hos Pos iNOTiIoEntelwrsenlarecwrne nt f eat ur ¢

A This includes students.

A This change allows TARS to identify a supervisor for each job.

Alf an employeeds O6Reports Tod informat:i i s
are not receiving the correct timesheets in TARS, contact your department
ServiceLink initiatorand request that they make an pdat

field in Position Management.

RRRRRRRRRRRRRRRRRRRR
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Special Routing - Employees on a
Leave of Absence

Extended Leave
A All Timesheets for employees on an Extended Leave of Absence will be routed to

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

Intermittent Leave

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

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

RRRRRRRRRRRRRRRRRRRR
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M Process
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1. Supervisor Role and Cutover Responsibilities il

11T i
BN N 0 W
2: Overview of Timesheet changes: Monthly [ ]
Employees
HE B
3: Overview of Timesheet changes: Biweekly : r ~
employees :

AR ~ B

4: Approving Timesheets

5: Adjustments and Corrections

6: Establishing a default Schedule



Timesheet Changes: Overview

All Employees
A Time cannot be allocated to FAUs. All FAU changes must be made at the Position
level, using the FOM FAU Management tool.
A The 6Pay Sourcesod tab is Tabplaced by the o6Det ai
Monthly Employees
A Monthly employees will have one timesheet per pay period.
A If an employee has multiple jobs, the supervisor for their primary job must approve their
timesheet.
A Monthly employees report leave taken, not hours worked. Under certain circumstances
allowed by University and departmental policy, they may split an eight-hour day among @
different leave types (e.g., Sick, Vacation, LWOP).
Biweekly Employees
A Biweekly employees will continue to report hours worked and leave taken.
A If they have multiple jobs, the jobs will be displayed side-by-side on the same
timesheet.

RRRRRRRRRRRRRRRRRRRR
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SITY OF CALITORNI

UNIVERSITY OF CALIFORNIA, RIVERSIDE R'VERS DE

E-mail

Time & Attendance Reporting System Feedback

September 16, 2017 - October 15, 2017 Timeshest

Name Employee ID Leave Balances Primary Job i Departmen Supervisor Total Hours
ﬂl VAC: 6551 SKL: 55.61 | ) | 1 m Cullum, Andrew | Submit to Supervisor

m TIME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY

Employee Information Balance Information (Current Balances Pending)

Begin Eamed Taken  Adjustment Lost End
Balance Balance

Home Department: D_ S % s ¢ ¢ s Mont hl y emp | o yees: TARS 6 Ov

S meramier = Sick 5561 0 0 o 55.61 A Allows employees to see their job details,

upervisor(s): Cullum, Andrew Leave .
S 7 | supervisor, and leave balances
s | I 0 : "' A This tab has not changed significantly!

Premium OfT: Not Eligible | | [ |

Primary Title Code: 007584 b 8 & 2 & o
Time Off
Title Unit Code: 99
Vacation Details
Maximum Vacation Limit * 240

* Vacstion leave may be sccrued to 8 maximum of 2 times the annus! full-ime eaming
rate whether the employee holds a fult- or part-time appointment. - HR.

IUCPath Tralning




UNIVERSITY OF CALIFORNIA, RIVERSIDE v IHRINV.c> hRS‘i'ﬁ"E
Time & Attendance Reporting System Sl zv

July 18, 2017 - August 15, 2017 Timesheet
Save

Name Employee ID Leave Balances Primary Job Title Department Supervisor Total Hours R
B B <<l | v | ' [~owwsranve manacer1 | oog Cullum, Andrew | wamn veny
Submit to Supervisor

OVERVIEW TIME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY

Day of Month Vacation Leave ) Sick Leave @ Leave Without Pay @ Other Leave &
Sun: Jul 16 (] — i
Mon: Jul 17 i
Tue: Jul 18 : :
Wed: Jul 19 ” ' ' O '
Thu: Jui 20 ' 5] ' ' '
Friz Jul 21 ‘ i ‘ TARS Time Reporting Tab 1 Monthly
Sat: Jul 22 (] ] Emp|0yees

Sun: Jul 23 ! = A Asis true today, monthly employees will 2

Mon: Jul 24 5 [ . .
S - i | report absences by clicking the

Wed: Jul 26 ' ' appropriate checkbox.

Thu: Jui 27 ' ' J
Fri: Jul 28 ' ‘ ' = ' '

Sat: Jul 29

Sun: Jut 30 i ]

Mon: Jul 31 ' = o
Tue: Aug 1 ' (] ' [ ' '

Wed: Aug 2 ' '

Thu: Aug 3

Fri: Aug 4

UNIVERSITY OF CALIFORNIA

RIVERSIDE
|[UCPath Training




UNIVERSITY OF CALIFORNIA, RIVERSIDE Rlv;ERS‘I‘D“E
Time & Attendance Reporting System S A E;;“;;!,ck@

September 18, 2017 - October 15, 2017 Timesheet
Name Employee ID Leave Balances Primary Job Titl LeaveType >< Total Hours 'SI?E
ﬂ VAC: 65,51 SKL: 55.61 | W | 1 Sk heve Type " D Main Menu
| Submit to Supervisor
| Type . Description
VP PERSONAL - VACATION
2] . VE ‘ EDUCATION - VACATION
OVERVIEW DETAILED VIEW ATTACHMENTS COMBENTS| | - VEO ELECTION OFFICIAL - VACATION | TARS Time Reporting Tab i Mon tth
Day of Month \acation Leave “3’ () | VFIL | FMLA (INTERMITTENT - VACATION Les Em p I Oyees
Ssa“ S:P ‘1‘; il UL (PAIR) - YAGATION A Once the checkbox is selected, a menu
un: Sep | & VFF IMMEDIATE FAMILY FML - VACATION .
S o E | opens asking the employee to select the
e v @ | we LITERACY LEAVE - VACATION .
Tue: Sep 19 5 — : specific type of leave taken.
() VvMC MILITARY CAREGIVER FML - VACATION . . .
Wed: Sep 20 —— ‘ A In this case, the employee is taking regular
Thos Sep 71 ; ()| WMs | MILITARY SPOUSE/DOMESTIC PRTNR - VACATION £ | . l
Fri: Sep 22 VPD PREGNANCY DISABILITY - VACATION v a C a I O n ~ e a v e J S 0 Wil
Sat: Sep 23 G | wo | PROFESSIONAL DEV - VACATION ' Vacati ono.
Sun: Sep 24 | B . VQE ‘ QUALIFYING EXIGENCY - FML - VACATION ¥
Mon: Sep 25 | s Note: Leave types associated with an
Tue: [ i .
Ml ‘ IS extended absence (e.g. FMLA Leave) will only
Thu: Sep 28 e be displayed if the employee is on an
Friz Sep 29 ' approved leave of absence.
Sat: Sep 30
Sun: Oct 1
Mon: Oct 2
Tue: Oct 3
Wed: Oct4
Thu: Oct5 2

UNIVERSITY OF CALIFORNIA

RIVERSIDE o3
FOMIUCPath Training




OVERVIEW

TIME REPORTING DETAILED VIEW

Day of Month

Sat:
Sun:
Mon:
Tue:
Wed:
Thu:

Sep 16
Sep 17
Sep 18
Sep 19
Sep 20
Sep 1

Fri: Sep 22

Sat:
Sun:
Mon:
Tue:
Wed:
Thu:

Sep 23
Sep 24
Sep 25
Sep 26
Sep 27
Sep 28

Fri: Sep 29

Sat:

Sep 30

Sun: Oct 1
Mon: Oct 2
Tue: Oct 3
Wed: Oct 4
Thu: Oct 5

Fri:

Oct 6

Sat: Oct 7
Sun: Oct 8
Mon: Oct 9

Tue:

Oct 10

Wed: Oct 11

Thu:

Oct 12

Fri: Oct 13

Sat:

Sun:

Oct 14
Oct15

Total

ATTACHMENTS

acation Leave {@

LURLYRLYELY

LURLYRL YRR

72

BVP
BVP
BVP
BVP

BVP
BVP
BVP
BVP
BVP

COMMENTS

Leave Without Pay (@

TARS Time Reporting Tab i Monthly
Employees

APPROVAL HISTORY
Sick Leave @
#| 3 5P
8

UNIVERSITY OF CALIFORNIA

RIVERSIDE
|[UCPath Training

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

Other Leave @

mont hl

y
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UNIVERSITY OF CALIFORNIA, RIVERSIDE L lemv”EYst‘IuﬁuE
Time & Attendance Reporting System i z

Supervisor Total Hours Main Menu

Cullum, Andrew | Submit to Supervisor

Name Employee ID Leave Balances Primary _Job

TARS Detailed View i Monthly Employees

OVERVIEW TIME REPORTING m ATTACHMENTS COMMENTS APPROVAL HISTORY A He re 9 S SO me t h en g D a e & | l €
Viewd tab replaces the

Date Total Hours Type . . g
A This tab should be used to verify time

TUESDAY SEP 19th, 2017 3 Personal - Vacation before SmeIttlng a tlmeSheet to UCPath
WEDNESDAY SEP 20th, 2017 2 Persenal - Vacation 8
THURSDAY SEP 21st, 2017 8 Personal - Vacation 8
FRIDAY SEP 22nd, 2017 2 Personal - Vacation 3
MONDAY SEP 25th, 2017 3 Personal - Vacation 3
TUESDAY SEP 26th, 2017 2 Personal - Vacation 3
WEDNESDAY SEP 27th, 2017 3 Personal - Vacation 3
THURSDAY SEP 28th, 2017 3 Personal - Vacation 3
FRIDAY SEP 29th, 2017 3 Personal - Vacation 3
FRIDAY OCT 13rd, 2017 3 Personal - Sick 8

Total Hours 30 80

UNIVERSITY OF CALIFORNIA

RIVERSIDE
|[UCPath Training




Monthly Employees: Changes to
Reporting Leave

A 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.

A If you are unsure about the policies governing which types of leave can be
combined, contact your supervisor.

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

RRRRRRRRRRRRRRRRRRRR
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UNIVERSITY OF CALIFORNIA, RIYERSIDE RIIVJEYRSFIWDWE
Time & Attendance Reporting System S A E;;";,,"ack@

September 18, 2017 - Ociober 15, 2017 Timesheet
Name Employee ID Leave Balances Primary Job Titl s*dleaveT,y?e 7:7x‘ Total Hours _§_q,\_(§
— VAC: 6551 SKL: 55.61 | v |1 X Lomes Te " D Mampcny
‘ Submit to Supervisor
Type Description
9| = PERSONAL - SICK.
| © | s | EXQTHER,
OVERVIEW DETAILED VIEW ATTACHMENTS COMMENTS| | =" BONE MARROW / ORGAN DON EXT
Day of Month Vacation Leave ) i = EMERGENCY RELIEF LEAVE Leave Without Pay @ Other Leave (B
Sat: Sep 16 ‘ SFI FMLA (INTERMITTENT) - SICK
Sun: Sep 17 e | = | IMMEDIATE FAMILY FML - SICK
e St 1t ER fan cage - stcx.
Reporting multiple types of Leave i = = T
Monthl Em IO eeS ‘ sDS ' POST-DOCTORAL SCHOLAR PSL -SICK
y p ) y L SPD PREGMANCY DISABILITY - SICK A
A The link 6Use more than one |l eave typeo
can be used to split a day between R o ,
multiple leave types (e.g., Sick & Vacation) g il
A This is only permitted in certain L e o ok pulky
circumstances: department head or email T
Timesheetfeedback@ucr.edu if you are

unsure of the policy.

e s ¥

Mon: Oct 2
Tue: Oct 3
Wed: Oct 4

Thaie Dct R

UNIVERSITY OF CALIFORNIA

RIVERSIDE o3
FOMIUCPath Training




UNIVERSITY OF CALIFORNIA, RIVERSIDE RIVERSIDE

P> =P E-mail b
Time & Attendance Reportmg System S T bk a’
ot 2017 - October 15, 2017 Tnl“ves“e! = .
save
Name Emplovee ID Leave Balances anaxy Job Title Department Supervisor Total Hours
| ——— - —— _ Gk Ao | Main Mons
Reporting multlple types of Leave I Select Leave Type X Submit to Supervisor
Monthly Employees | Please enter the hours for each leave type(s) to take for this date. Leave hours must total 8 |
A After clicking the 6Usewmpremtizacn one | eave
typed Iink, a timecl oc kS'C“WLnJ“d"-‘lMMM_I_I_lopen.
. Leave With Pay;| | Hours| Jury Duty v
The employee must assign the correct e = Wanout Pay ) Other Leave {9

number of hours to each leave type.

A Note that the total hours reported in a day
must total 8 hours, or the number of hours
I n the employeeds regul ar 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.

[ Save. .||. Close, |

Thu: Sep 28
Fri: Sep 29
Sat: Sep 30
Sun: Oct 1
Mon: Oct 2
Tue: Oct 3
Wed: Oct 4
Thu: Oct5

RIVERSIDE o3
FOMIUCPath Training




i . UNIVERSITY OF CALIFORNIA
UNIVERSITY OF CALIFORNIA, RIVERSIDE RIV Rs DE

Time & Attendance Reporting System . enl

®

September 16, 2017 - October 15, 2017 Timesheet

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

Supervisor Total Hours

Cullum, Andrew | ...............................
Submit to Supervisor

OVERVIEW DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY

Day of Monin Vacation Leave Sick Leave @ Leave Without Pay @ Other Leave {0
Sat: Sep 16 L] ()
Sun: Sep 17 i

Mon: Sep 18 ' ¥ 2P ' |
Tue: Sep 19 | = | m Reporting multiple types of Leave i =
"T“:: ::;jf | | L Monthly Employees
] Here is the timesheet from the previous
Sat: Sep 23 [ O example.
sun: Sep 24 O A Note that TARS records six hours of sick |

g S | | leave and two hours of vacation on the .
Wed: Sep 27 ' L ' ™ same day.

Thu: Sep 28 ' o ' = ' O
Fri: Sep 29 ' ' ' !

Sat: Sep 30 I

Sun: Oct1 = 0
Maon: Oct 2 & = ] =]
Tue: Oct 3 ' _ ' [ '

Wed: Oct 4 ' ' ' =
Thu: Oct 5 ' ' ' '

[a]
7]
L

UNIVERSITY OF CALIFORNIA

RIVERSIDE
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M Process
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1. Supervisor Role and Cutover Responsibilities il

115 i4
BE O 7 W
2: Overview of Timesheet changes: Monthly [ ]
Employees
HE B
3: Overview of Timesheet changes: Biweekly . r .
employees :

AR ~ B

4: Approving Timesheets

5: Adjustments and Corrections

6: Establishing a default Schedule



Bi-weekly Employees: Overview

A Every bi-weekly employee will receive one timesheet.

A If an employee has multiple jobs, their timesheet will display each job side-by-side
on the timesheet.

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

A TARS will prevent submitting overlapping hours on multiple jobs: For example, an
employee cannot work 8:00 am i noon on Friday at two different jobs.

RRRRRRRRRRRRRRRRRRRR
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UNIVERSITY OF CALIFORNIA, RIVERSIDE

Time & Attendance Reporting System -~

August 13, 2017 - August 26, 2017 Timesheet

Main Menu

Name Employee ID Leave Balances Primary Job Title Departmen Supervisor JotalHou,s = ==l
Q VAC: 33.13 SKL: 23.36 | o | 1 | ASSISTANT 1l E Cullum, Andrew | 0 | 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

p Denartment 5 Vacation 3313 0 0 ] 33.13
St T . 2| ; : ) TARS Overview Tab T Biweekly Employees
i iy : eave . o
S | | | A Note that this biweekly employee, who has
st I B # ’ 1 one job, is eligible for overtime and has
Premium O/T: I Eligible I | | | | o
= earned one hour of comp time off (CTO)
Primary Title Code: / d i B 0 f i
Time Off
Title Unit Code:

Vacation Details

Maximum Vacation Limit * 240

= acation keave may be accrued to & maximum of 2 times the annual full-time eaming

UNIVERSITY OF CALIFORNIA

RIVERSIDE
|[UCPath Training




mesheettest.ucr.edu/timesheet test/TIMESHEE

Time Reporting Screen

Date{ TUE08/22 ¥ Apply to Date Range
Time In Time Out Hours Time/Leave Type Time/Leave Sub-Type
oo [[aM v | [1200  |[PMm v 4,00 Regular Working Hour ¥ | | Regular v | _Remove
NDAY ALIG 14th 2017 > + R SR RS . —— ==
Jor Sa A L - Job: | Housing Srves. Admin. - A
JESDAY AUG 15th, 201 5 [ ‘3'3 [PM v ] 5 'j‘j E ‘ [P v] 4.00 Regular Remove

Job: | Housing Srves. Admin. -

Add

Total Hours: 8

oA TARS Time Reporting Tab @ Biweekly
. Employees
« A Biweekly employees will use the Time
Reporting feature like they do today.
A Reporting regular hours, sick leave,

vacation, leave without pay, and other
leave (e.g., Jury Duty) are all possible
through this feature.

R UNIVERSITY OF CALIFORNIA

|[UCPath Training



[ Ry UNIVERSITY OF CALIFDRMIA
UNIVERSITY OF CALIFORMNIA, RIVERSIDE RIVERSIDE

Time & Attendance Reporting System = Tt §"

Aug 13, 2017 - Aug 26, 2017 Timesheet

Save
Mame Employee ID Leave Balances Primary Job Department Supervisor Total Hours M M
[ ] vac: s« 1 ASSISTANT Ili Cullum, Andrew 0 TR
Sub Supervisor
W | 2 assistant ot ||| Cullum, Andrew 0
OVERVIEW TIME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY
Day of Month Total Hours Job 1 Job 2

Position e ASSISTANT Il o ASSISTANT Il

SUNDAY AUG 13rd, 2017 0
MONDAY AUG 14th, 2017 0 Y Click!

TUESDAY AUG 15th, 2017 0 '

WEDNESDAY AUG 16th, 2017 | 0 '

Ti‘;‘:;ﬁ:::{'}’fgl:”;ﬂ’;?? g TARS Time Reporting Tabi Biweekly Employees
SR " A Biweekly employees with multiple jobs will see them
SUNDAY AUG 20th, 2017 0 displayed side-by-side on their timesheet.
baithiodol B s 0 A Itis very important to report hours worked and leave
TUESDAY AUG 22nd, 2017 0 . . .

Wbt - taken for each job where this applies.

THURSDAY AUG 24th, 2017 | 0 A Start by clicking on the row corresponding to the
FRIY-MG 250, 2017 0 first day you want to report time.

SATURDAY AUG 26th, 2017 0

Total: 0
Impaort Default Hours Clear All Hours
\_ﬁ Overtime Calculations |

UNIVERSITY OF CALIFORNIA

RIVERSIDE
|[UCPath Training




UNIVERSITY OF CALIFORNIA, RIVERSIDE

UCRIVERSIDE

Name Employee ID Leave Balances
VAC SKL:
\‘};‘

OVERVIEN

Day of Month

Position
SUNDAY SEP 10th, 2017
MONDAY SEP 11st, 2017
TUESDAY SEP 12nd, 2017
WEDNESDAY SEP 13rd, 2017
THURSDAY SEP 14th, 2017
FRIDAY SEP 15th, 2017
SATURDAY SEP 16th, 2017
SUNDAY SEP 17th, 2017
MONDAY SEP 18th, 2017
TUESDAY SEP 19th, 2017
WEDNESDAY SEP 20th, 2017
THURSDAY SEP 21st, 2017
FRIDAY SEP 22nd, 2017
SATURDAY SEP 23rd, 2017
Total:

Date{ TUE09/12_ v | Apply to Date Range G
Primary purs M v
Time In Time Out Hours TimefLeave Type Time/Leave Sub-Type x an. "?‘n"'l_ 3
{500 HAM v I [12:00 ” PM ¥ I 4.00 lRegmar Working Hour ¥ I _Remove bmel(!ObU[)EW.SQT
Job: Building Services - ____ ASSISTANT lll SERVICE INSTITUTE (LPN1/NP1) v
Job: ] W111810 QO gl — - Y — = —
Add
ATTACH] Total Hours: 8
Total Hours 2
Reporting time for multiple jobs i e
: A In the Time Reporting screen, you must use the dropdown
8 menu to select the correct job before recording time.
A In this example, the employee must select their appointment
in the 6Groundsd6é department to record that
5 from 8:00 am i 12:00 pm. z
]
: Warning: If the employee opens the timesheet by clicking on
; the column corresponding to their second job, the second job
; will not auto-populate in the timeclock. They must select the
g correct job for each time entry.
0
40 16°'REG 16:REG, 8 SP

Import Defaull Hours  Ciear All Hours

RIVERSIDE &

FOMIUCPath Training

t hey



Approval for bi-weekly employees
with multiple jobs

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

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

RRRRRRRRRRRRRRRRRRRR

|[UCPath Training



UNIVERSITY OF CALIFORNIA, RIVERSIDE

UCRIVERSIDE

OVERVIEW
Day of Manth

Pasition

SUNDAY AUG 13rd, 2017
MONDAY AUG 14th, 2017
TUESDAY AUG 15th, 2017
WEDNESDAY AUG 16th, 2017
THURSDAY AUG 17th, 2017
ERIDAY AUG 18th, 2017
SATURDAY AUG 1th, 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:

Leave Balances

VAC: 33.13 SKL: 23.36

Total Hours

-~ ey

-~

s el

Date{ MON 08221 | Apply to Date Range
Primg
%% Time In Time Out Hours TimefLeave Type Time/Leave Sub-Type |
fo:00 J[am v ] [PM v]| 8 [SickLeave v | Personal - Sick Remove‘
Job: Housing Srves. Admin - ASSISTANT Il SE e — |
[ “[am v ] “[Am v] .00 [Regular Working Hour v | BX Other Remove |
Job: [Housing Srves. Admin. - ASSISTANT Il 55 Emergency Relisfleave ‘
ATIACH [‘ Post-Doctoral Schelar PSL -Sick
Add Professional Dev - Sick
Total Hours: 8.00 Rehabilitation - Sick
Kin Care - Sick
Sick - Bereavement
Sick - Parentsl Bonding me
Save & Buit
Exit Without Saving
TARS Time Reporting Tab i Leave
A When reporting leave, employees should
ect the correlttpedli me/ Leave Sub
example, choose 6Bereavemento | e

A For

for time off related to the death of a family

member

Import Default Hours Clear All Hours

Overtime Caiculations

R

UNIVERSITY OF CALIFORNIA

IVERSIDE @5

Total Hours

40

av e

FOMIUCPath Training

Supervisor




Yo UCR Enterprise Directory X ¥ [ UCR Time & Attendanc= X

&~ C | ® Not secure | timesheettest.ucr.edu/timesheet_test/TIMESHEET_BIWEEKLY_MAIN.VIEW_TIME_SHEET?cookie=7515 w| O 8 2 . & 3 % @ a x
it Apps r Bookmarks [ PeopleSoft Environns [&] UAT Environment |  Home|DocuSign Sz [l Servicelink Test [f Servicelink Dev iR UCR Qualtrics [ Watchlist - Bloombe: W MyNMs MyChart- = | Virtual Reward Cente [ TARS - TEST »
OVERVIEW TIME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY
Day of Month Total Hours Job 1
Poston . ssssrvr [
SUNDAY AUG 13rd, 2017 0
MONDAY AUG 14th, 2017 8 8 REG
TUESDAY AUG 15th, 2017 8 8 REG
WEDNESDAY AUG 16th, 2017 8 8 REG
THURSDAY AUG 17th, 2017 1 8 REG
FRIDAY AUG 18th, 2017 8 8 REG
SATURDAY AUG 19th, 2017 0
SUNDAY AUG 20th, 2017 0
MONDAY AUG 21st, 2017 1 8 REG
TUESDAY AUG 22nd, 2017 8 8 REG
WEDNESDAY AUG 23rd, 2017 9 9 REG
THURSDAY AUG 24th, 2017 9 9REG
FRIDAY AUG 25th, 2017 9 9 REG
SATURDAY AUG 26th, 2017 0
Total: 33 83 REG
Import Default Hours Clear All Hours
OvetineCAcyian Completed Biweekly Timesheet with one job:
VSRR wresh? weektweskz el R Note that the employee worked 9 hours on Wed i Friday
Day of Week Wrk Hrs Non-Wrk Hrs SDF Day of Week Wrk Hrs  Non-Wrk Hrs SDF Work Hours 40 43 83 . .
Sunday o 0 0 Sunday 0 ] 0 Non-Work Hours 4] 0 0 durlng the Second Week Of the perIOd X X
Monday 8 0 o Moy 8 0 0 Overtime Siraight 0 0 . | A TARS calculated three hours of premium overtime
Tuesday 3 0 0 Tuesday 3 0 0 |Cvert:me Premium: 0 3 3 I
Wednesday 8 0 0 Wednesday 9 0 0 Shift Differential: 0 E 0
Thursday 3 0 0 Thursday 9 0 0
Friday 3 0 0 Friday g 0 0
Saturday 0 0 0 Saturday 0 0 0
Total: 40 0 0 Total: 43 G 0

& 1246PM




Time Reporting Screen

Date TUE 0822 v | Apply to Date Range
Time In Time Out Hours Time/Leave Type Time/Leave Sub-Type

oo [am v] [200 ][Pm_v]| 400  [Regular Working Hour ¥ | [Regular v |

Job: | Housing Srves. Admin. -
' oo A[pm v | [s:00 v | 4.00 | Regular
VEI A Job: | Housing Srvcs. Admin, - AS

Y AUG 18th. 2017 : Total Hours: 8

wonoar. TARS Time Reporting Tab i Apply to Date

UEsbAY Range

__fj A Biweekly employees will still have the
ability to apply their time entries to a date
range.

A Start th
Rangeo |

DNESC
RSD

by clicking the AApply to Date
K .

S5 W

timesheettest.ucr.edu/timesheet test/TIMESHEET BIWEEKLY MAIN.VIEW TI

R UNIVERSITY D§AUFORN\A

|[UCPath Training



yUDMIL IO SUpErvISor

Time Reporting Screen

EUMN 0313
Day of Month Total Hours Dates - From:|MOM 0814 | It-:: MOM 0814 Apply To: Apply to Single Date

TUE D2/15
Pasition WED 0818
SUNDAY AUG 047 = Time In Time ;:‘IJD[El?':-IBa 3 Time/Leave Type Time/Leave Sub-Type
SUNDAY AUG 13¢d, 2017 0 !
E:DD AM |V I 12:00 |: SAT 0219 |Hegular Working Hour il Remove

MONDAY AUG 14th, 2017

SUM 0220

Job: [{son ozzt | ASSISTANT | SERVIGE INSTITUTE [LPNT/NP1) [v]

oo Jw [v]  Boo JUTUE2 | [eequir working Hou V]
Job: [{THu oerze | ASSISTANT | SERVIGE INSTITUTE (LPN1/NF1) [v]

7 FRI 08/25
Add SAT 08/28

Total Hours: 8
SATURDAY AUG 18th, 2017
Anse Ane

SUNDAY 2 Save & Report More Time

wonoar: TARS Time Reporting Tab i Apply to Date TERED
T_!iE ‘5»'[:-»&\';‘ Range [ ~"":':1|°E::5='-\"n9
A When entering hours, the AFromdo selection
DAY A will be the start of the range.
ssuronr A Choose the end of the date range by
" selecting a date in the ATood dropdown

Overtime Cal

timesheettest.ucr.edu/timesheet test/TIMESHEET BIWEEKLY MAIN.VIEW TIME SHEET?cookie=7515%

RIVERSIDE
|[UCPath Training




UNIVERSITY OF CALIFORNIA, RIVERSIDE

Time & Attendance Reporting System

Sep 10, 2017 - Sep 23, 2017 Timesheet

Leave Balance: Primary Job Title Department
VAC:-SKL: - 1 ASSISTANT Il SERVICE INSTITUTE (LPN1/NP1)
g 2 ASSISTANT ill SERVICE INSTITUTE (LPN1/NP1) Do
OVERVIEW TIME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY
Day of Month Total Hours Job 1
Position ASSISTANT Il SERVICE INSTITUTE (LPN1/NP1)

SUNDAY SEP 10th, 2017
MONDAY SEP 11st, 2017
TUESDAY SEP 12nd, 2017

WEDNESDAY SEP 13rd, 2017
THURSDAY SEP 14th, 2017

SATURDAY SEP 16th, 2

FRIDAY SEP 15th, 2017

SUNDAY SEP 17th, 20
MONDAY SEP 12th, 20 A
TUESDAY SEP 19th, 2( A

WEDNESDAY SEP 20th,
THURSDAY SEP 21st, 2

FRIDAY SEP 22nd, 20

SATURDAY SEP 23rd, 2017

Total:

oo | e G| Ba) oo s

8 REG
8 REG

Completed Biweekly Timesheet with two jobs:

This employee has reported time for the first week in the period
They worked 8 hours at Job 1 on Monday and Tuesday, 8
hours at Job 2 on Wednesday and Thursday, and took a sick

day on Friday

0
40

16 REG
Import Default Hours Clear All Hours

Overtime Calculations ‘

UNIVERSITY OF CALIFORNIA

RIVERSIDE

|[UCPath Training

Feedback
Supervisor Total Hours
Cullum, Andrew 16
Cullum, Andrew 24
Job 2

ASSISTANT Il SERVICE INSTITUTE (LPN1/NP1)

8 REG
8 REG
8 5P

16 REG, 8 5P

Save
Main Menu

Submit to Supervisor




—sssorers [

OVERVIEW TIME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY
Day of Month Total Hours Job 1
Pasition
SUNDAY AUG 13rd, 2017 0
MONDAY AUG 14th, 2017 8 8 REG
TUESDAY AUG 15th, 2017 8 8 REG
WEDNESDAY AUG 16th, 2017 5 8 REG
THURSDAY AUG 17th, 2017 8 8 REG
FRIDAY AUG 18th, 2017 8 8 REG
SATURDAY AUG 19th, 2017 0
SUNDAY AUG 20th, 2017 0
MONDAY AUG 21st, 2017 8 8 REG
TUESDAY AUG 22nd, 2017 8 8 REG
WEDNESDAY AUG 23rd, 2017 9 9REG
THURSDAY AUG 24th, 2017 g 9 REG
FRIDAY AUG 25th, 2017 9 9 REG
SATURDAY AUG 26th, 2017 0
Total: 33 83 REG
Import Default Hours Clear All Hours
Overtime Calculations
Week 1 Week 2 Week 1 Week 2 Total A
Day of Week Wrk Hrs  Non-Wrk Hrs SDF Day of Week Wrk Hrs  Non-Wrk Hrs SDF Work Hours 40 43 83
Sunday 0 0 0 Sunday 0 0 0 Non-Work Hours 0 0 0
Monday 3 0 0 Monday 3 0 0 Qvertime Straight (1} 0 0 A
Tuesday 3 0 0 Tuesday 3 0 0 | Cvertime Premium: 0 3 3 | A
Wednesday 3 0 0 Wednesday g 0 0 Shift Differential: 0 0 0
Thursday 3 0 0 Thursday 9 0 0
Friday 3 0 0 Friday 9 0 0
Saturday 0 0 0 Saturday 0 0 0
Total 40 0 0 Total 42 0 0

R i’\vaRESIWRD§AIUFDORE

Completed Biweekly Timesheet with one job:

Note that the employee worked 9 hours on Wed i Friday
during the second week of the period

TARS calculated three hours of premium overtime

TARS will continue to display other overtime calculations, as it
does today.

|[UCPath Training



Hame Employes 1D Leawe Balantes Primary  Jok Tiiide: Department S UpETY IS0 Tobsl Howrs
WAL: 4k SKL: 5708 f ASSEISTANT | SERVICE INSTITUTE ullem, Andraw £l
B ASSISTANT | SERVICE INSTITLUTE Cullwm, Bndiew =

X

Total Haurs ASSISTANT | SERVICE INSTITUT F-

Sawe
Maxin Menu

Subemal 15 Superaisor

ASSISTANT | SERVICE |r.5‘I'|TI.|TF-

Duate Pt Day Tt ImtDut Type _ o o . B
TARS Detailed View i Biweekly

SUNDAY SEP 10, 3017

H-00 &M - 1700 PI Regular 4
MOROAY SEP 111K, 2007
1:00 PM - 5 00 Pl Regular 4 A
B:00 AM - 1200 P Regular 'l
TUESEAY SEF 1480, AT
1:00 P - & 50 Pl Regular 4
B:00 AM - 1200 Pl Regular 4
WEDHE SDAY SEP 43th, 2047 ]
1:00 PR - 5 50 P Ragular 4 A
B:00 AM - 1.7 DD P Ruguilar
THURSOAY SEP 14&th, 2017
1-00 B - %50 Bl Reqular q
B EH AMY - 12 O P Hagula 4 A
FRIDAY SEP 158h, 2047 |
1:00 PM - &00 PR Regular 5
SATURDAY SEP 16th, 2017
SUNDAY SEP 1Tth, 2017
F 00 AM - 1700 Pl Regular H
MONOAY SEP 18th, 2017 |
1-00 B - % 50 Pl Regular
f:00 AM - 1700 Pl Rquiar
TUESDAY SEP 19th, 2017 B
1-00 BM - %00 Pl Regular
8:00 AM - 170D P Hisgular
WEDHESDAY SEP Jth, 2047
1:00 PM - 500 Fid Regular
6 EH AL - 1.2 O Hagula
THUR SIMAY SEF dalk, 20175
1:00 PR - 5 00 PR Regular
B:00 AM - 12:00 P Regular
FRIDAY SEP 33md, 2047
1:00 PM - 5 00 Pl Regular
SATURDAY SEP 25rd, 2047
Total Hours ¥ L L]

UNIVERSITY OF CALIFORNIA

RIVERSIDE

Employees

Herebs somét hendgDat
Viewd tab repl aces
tab

This tab should be used to verify time
before submitting it to UCPath

A benefit of this tab is that it displays
punch-in/punch-out times for each

day. Note that this employee takes a
one-hour lunch at noon everyday.

|

e | o e e =

|[UCPath Training



M Process

&

*(ap YT T
3 v
8

1. Supervisor Role and Cutover Responsibilities il

115 i4
BE O 7 W
2: Overview of Timesheet changes: Monthly [ ]
Employees
HE B
3: Overview of Timesheet changes: Biweekly . r .
employees :

AR ~ B

4: Approving Timesheets

5: Adjustments and Corrections

6: Establishing a default Schedule



Submitting Timesheets for Approval

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

A The supervisor must carefully review every timesheet for accuracy before

approving; since most timesheets will be auto-submitted to the UCPath Center,

the Shared Service Center cannot return approved timesheets until after payroll
has run

A As is true today, Supervisors can make adjustments directly to a timesheet or
return the timesheet to the employee for review

RRRRRRRRRRRRRRRRRRRR
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& . UNIVERSITY OF CALIFORMIA
UNIVERSITY OF CALIFORNIA, RIVERSIDE Rlv Rs DE

Time & Attendance Reporting System _ S

Aug 13, 2017 - Aug 26, 2017 Timesheet
Cullum, Andrew | 83 | ...............................

Name Employee 1D Leave Balances Primary Job Title Department
Retum Timesheet to Employee

. . Submit to Time & Attendance
* |
e y CI IC k . Administrator

Save

Supervisor Total Hours 3
Main Menu

Back to List
OVERVIEW DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY
Day of Month Total Hours Job 1 S . V
upervisor view
s e | A IOCompleted timesheet
SUNDAY AUG 13rd, 2017 0 .
MONDAY AUG 14th, 2017 | 3 ' ggp A Superwsors can approve the
TUESDAY AUG 15th, 2017 8 8REG timesheet, reject it, and adjust time
WEDNESDAY AUG 16th, 2017 3 2REG as necessary
THURSDAY AUG 17th, 2017 3 B REG . .
e - gl A When ready to submit, click the
SATURDAY AUG 19th, 2017 0 OSubmit to TiI me & At 1t e
SUNDAY AUG 20th, 2017 0 Admi ni stratoro6 | ink
MONDAY AUG 21st, 2017 3 2 REG
TUESDAY AUG 22nd, 2017 8 2 REG
WEDNESDAY AUG 23rd, 2017 g 0 REG
THURSDAY AUG 24th, 2017 g O REG
FRIDAY AUG 25th, 2017 9 0 REG
SATURDAY AUG 26th, 2017 0
Total: 23 75 REG, 8 8P

Import Default Hours Clear All Hours

RIVERSIDE
|[UCPath Training




UNIVERSITY OF CALIFORNIA, RIVERSIDE Ri“v“ ﬁgaluﬁw
Time & Attendance Reporting System A »

s

Leave Balances Primary Job itla Departmen Supervisor Total Hours Main Menu
VAC: 33.13 SKL: 23.36 | v | 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
UcPath Approval History Tab
The Approval History tab records the
ti mesheetdos | ocation in th
process.

18682

The current step is highlighted in white
Actions taken by the employee,
s supervisor, or the TAA are recorded in

I the list below
I

To T

Action Name Date

Employee Saved Timesheet

Submitted to Supervisor 1122017
Submitted to Time & Attendance Administrator - Job 1 Andrew Cullum 2972017 A | n most Cases’ t| mesheets are
Submitted to Payroll Andrew Cullum 19/20/2017 automatical |y submitted to UCPath

once approved by the supervisor
A If the employee is on leave or there is a
problem with a timesheet, it will be
routed to the TAA at the Shared
RlVERSlDE Service Center for a final check

|[UCPath Training




Approving Timesheets During
UCPath Deployment

A The New TARS environment goes live for Monthly and Biweekly employees at
different times.

A Monthly timesheets are available in the new TARS (connected to UCPath) as of
12/12/17.

A Biweekly timesheets are not available in the new TARS (connected to UCPath)
until after 1/2/2018.

A Biweekly employees will continue to submit timesheets in the old TARS
environment until 12/20/2017.

RRRRRRRRRRRRRRRRRRRR

|[UCPath Training



Approval During UCPath Deployment
A Supervisors will have 2 different

9 Maintain Pre-Approver (0) approval queues: 1 for _Exempt

k= Employees and 1 for Biweekly (Non-
9 View Timeclock Entries for Direct Reports Exempt) Employees.
9 Maintain Settings for Direct Reports A SuperV|Sors will rev|ewlapprove

Exempt timesheets in the new TARS
environment, which is linked to
UCPath.

A Supervisors will review/approve

Biweekly timesheets in the old TARS
environment until 12/22/2017.

R i’\vaRESIWRO§AIUFDORE

|[UCPath Training



M Process

&

*(ap YT T
3 v
8

1. Supervisor Role and Cutover Responsibilities il

115 i4
BE O 7 W
2: Overview of Timesheet changes: Monthly [ ]
Employees
HE B
3: Overview of Timesheet changes: Biweekly . r .
employees :

AR ~ B

4: Approving Timesheets

5: Adjustments and Corrections

6: Establishing a default Schedule



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

be re-routed.

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

A Please note, in support 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.

RRRRRRRRRRRRRRRRRRRR
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UNIVERSITY OF CALIFORNIA, RIVERSIDE UBRi Rsc
Time & Attendance Reporting System Foedhack A

Feedback

Welcome, Andrew Cullum (12/06/2017) Data Last Updated 12/06/2017
General Options

Q Edit/Complete Current Timesheet (47)

Pre Approver Options
9 Review/Pre-Approve Current Timesheets for Supervisor/Unit Head DAVIDG (2) Pr | or Pay Per | Od AdJ u Stm ents
“.Q".ReviewPreviousTimesheet{s] A TO begln a pl"lOI’ pay pEI’IOd
upervisorfinitHead Options adjustment, click the corresponding

Q Review/Approve Current Timesheets for Direct Reports (29)

............... _ _ | | |l i nk under o6Supervisor/ Unit Heado
_______________ Options in TARS.

Review Previous Timesheet(s)

Prior Pay Period Adjustment * CI | C kl

i a\@g&[i ptvoid(0);

FOMIUCPath Tralning




UNIVERSITY OF CALIFORNIA, RIVERSIDE U ERiVEYﬁSMIUﬁIE
Time & Attendance Reporting System ik

Prior Pay Period Adjustment

Monthly Timesheets

T ——— Prior Pay Period Adjus.tments _ _
June 16,2017 - July 15, 2017 A € Then click the time period that you
would like to correct

* Click!

Biwegkly Timeshesats

AUGUST TS, UM = AUGUSLEZD, ZUT 10

August 27, 2017 - September 0%, 2017

RIVERSIDE o3
FOMIUCPath Training




i Apps W Bookmarks B} PeopleSoft Environm  [&] UAT Environment | Home | DocuSign Sz E Servicelink Test m < . X lyChart-+ |  Virtual Reward Cente [ TARS - TEST @ UPK - UCPath Help [ EACS Test
timesheettest.ucr.edu says:

UNIVERSITY OF CALIFORNIA. RIVERSIDE Create Prior Period Adjustment for this timesheet? RIVERS'DE

E-mail

Feedback

Prior Pay Period Adjustment

Main Me
Employee Name Employee 1D Status REG VAC SKL  OTHER Lwop CiIA cC10 oTs OTP  ODH OTH o012 SDF CBT  LastUpdated Updated By Comments
Submitted to 93 10124712017 FEEDER
Prior Pay Period Adjustments T
A é And select the row flor [t FEEDES
appropriate employee o
A Click o0Ok-@pwindowtohe polp FEEDER
create a prior period adjustment 5,
A Note: Each row in this view FEEDER
corresponds to an employee who FEEDER
reports to this supervisor. All time
sheets are from the same period. 2y

Andrew

rayiui

Submitted to 40
Payroll

Submitted to 80
Fayro) Catherine

Submitted to 72 FEEDER
Payroll

Submitted to 72 FEEDER
Payroll

Submitted to 72 FEEDER
Payroll

Submitted to 80 FEEDER
Payroll

Submitted to 68.5 FEEDER
Payroll

Submitted to 80 FEEDER
Payroll

Submitted to 72 FEEDER
Payroll

Submitted to 71.75 FEEDER
Paurnill

RIVERSIDE
|[UCPath Training




Prior Pay Period Adjustments

A Once you are in the time sheet, you
have two options: correct the
timesheet yourself, or route it back to
the employee for corrections.

R i’\vaRESIWRD§AIUFDORE
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