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OVERVIEW

Information is adapted from the Intro to TARS for Employees (UCRTA100) course.

Navigation: http://timesheet.ucr.edu

e Itis the employee’s responsibility to accurately record hours worked and/or leave taken and submit to their
supervisor in TARS before the monthly deadline.

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

e If 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.

e 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.

e If 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.

ENOVTRTITY OF CAMLTORNIA ANVERTIDE IRIVERSIDE
" . ‘ suve figharices w our Man Moo
[ e Fra—
m - 700 o e ATUGmATE ommas  reTevOk sesioRY
Employee Information Balanoe information (Current Balances Pending)
L Fagar fomect Taken Amerem Lomt re
5 o Doane D1 am e
oy
Vaiiton wn [ ¢ = & \
e —— TARS ‘Overview' Tab
S ) - sl 4 L ¢ = Allows employees to see their job details,
o Lo <

R % supervisor, and leave balances

aad 2 b » «  This tab has not changed significantlyl
Fremmom VT Wt | e T lly
2 g e ° ] L ¢ °

Primary Tt Code. MR Scersic
Tove Unit Code: w
Vacation Details
Mol Vacaton L * P
VPR G ey 50 UV § RO 173 S B0 2P U8 U ey

Updated 7/2/2018


http://fomucpath.ucr.edu/training/resources.html#TARS
http://timesheet.ucr.edu/

TARS: Monthly Employees RIVERSIDE o3
FOMIUCPath Training

PRIVERSITY BF CALIFORNIL MIVERTIN U CR'VERSIUE
Time & Attendance Reporting System

o opos | sve Ratances Py M0

-u-r -[ ol - | Am-unrwmuaau[

Total ow v

owean m ] camnT ey e

e wern e & el e ety wre e
on ! dut
Mo Je 17
Tow: JuA 40
W 2 19
T Al 20

ot w20 TARS Time Reporting Tab — Monthly
Sab: 5 22 Employees
i « Asis true today, monthly employees will

= report absences by clicking the
a3 appropriate checkbox.

P 21 = The columns are categorized by leave
T take type.

Satz 2l 20
Son Sl 3
Moac w31
Tow: Aug 1
e Ang 2
The: Aeg
e aga

v b St Wizl RIVERSIDE

M Wers

e KT TARS Time Reporting Tab — Monthly
[ v\vt'."n-‘ WAATION o Emp'w

’t tatrs O
odauhy .+ Once the checkbox is selected, a menu
— 2 opens asking the employee to select the
- = e g specific type of leave taken. i
e e I W * Inthis case, the employee is taking mgular
r' g a0 PEACRAMY SIAE TV L AT vacati , so will P

w5 SacRESI0NA Y - YRCATON | Vacation'.

ot B Note: Leave types associated with an

e extended absence (e.g. FMLA Leave) will only

= be displayed if the employee is on an
approved leave of absence.

Updated 7/2/2018



TARS: Monthly Employees RIVERSIDE
|UCPath Training

il >~ JECCCEIE COMRATY VWAL MO

Doy of Merm Voree s s L O Lane Wod Py Creren O
T
s o V)
Mo Sap 18
Toe: Sep 18
Wed: Sep 70
T Sep 21
o Sep 22

2] » TARS Time Reporting Tab — Monthly
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Here's a completed monthly timesheet.

« Inthis example, the employee took nine
days of vacation and one day of sick leave
during the period.
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TARs Detailed View — Monthly Employees
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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.

e If 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).
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Submitting Timesheets for Approval

The following example uses a biweekly timesheet, but the process is very similar for monthly employees
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Submitting Timesheet to Supervisor
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Approval History Tab

» The Approval History tab records the
timesheet’s location in the approval
process.

2 « The current step is highlighted in white.
e i o + Actions taken by you, your supervisor,
" or the TAA are recorded in the list
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+ Ifyou are on leave or there is a
problem with your timesheet, it will be
routed to the TAA at your Shared
Service Center for a final check

Adjustments & Changes to timesheets

If the Shared Service Center corrects a timesheet 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.

e The previous monthly timesheet may be re-routed.
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e The supervisor must record a reason for each adjustment. The original timesheet and the adjusted version are
available in history.

e  Please note, this feature should only be used in rare circumstances. Employees and Supervisors are responsible for
ensuring timesheet accuracy prior to submitting/approving timesheets.
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+ Note that a number will appear next
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timesheets to edit.
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Re-opened Prior Timesheet
* The returned timesheet will be the
same as what you submitted. ..
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Re-opened Prior Timesheet

« ... butonce you make changes the
edits are recorded next to the onginal
time.

+ Add a comment explaining your
changes before submitting the
timesheet to your supervisor.
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Re-opened Prior Timesheets — History

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

Contact

Email Timesheetfeedback@ucr.edu with questions or concerns
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