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OVERVIEW

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

Navigation: http://timesheet.ucr.edu

e Every biweekly employee will receive one timesheet.

If 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 cannot work 8:00 am —noon on
Friday at two different jobs.
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. TARS Time Reporting Tab - Biweekly
0 Employees o
T« Biweekly employees will use the Time
o Reporting feature like they do today.
w« » Reporting regular hours, sick leave,
vacation, leave without pay, and other
leave (e.g., Jury Duty) are all possible
through this feature
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P Y > Biweekly employees with multiple jobs will see them

SUNDAY ALG 200, 7077 ) displayed side-by-side on their timesheet.

"“:x e :"‘ 3 2 = Itis very important to report hours worked and leave
ST taken for each job where this applies.
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> Reportlng time for mulitiple jobs
e e : In the Time Reporting screen, you must use the dropdown
MONGAY 325 190, 258 menu to select the correct job before recording time.
RIVERES P Dty e + In this example, the employee must select their appointment
yembas in the ‘Grounds’ department to record that they worked there
from 8:00 am — 12:00 pm. :

noiatldiia: Warning: If you open the timesheet by clicking on the column
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i e e corresponding to your second job, your second job will not auto-
WEONE SORY S5D 2000, 2147 populate in the timeclock. You must select the correct job for
THRREIE 68 e et each time entry.

Approval for biweekly employees with multiple jobs

e The supervisor for each job must approve their portion of the timesheet.
e If one of the supervisors rejects the timesheet or makes changes, it will be returned to the employee for
adjustments and sign-off.

Updated 7/2/2018



TARS: Biweekly Employees

UNIVERSITY OF CALIFORNIA

RIVERSIDE
|JUCPath Training

TR s 030

TARS Time Reporting Tab - Leave
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... TARS Time Reporting Tab - Apply to Date
Rango
Biweekly employees will still have the

ability to apply their time entries to a date

VATURDAY W_
«  Start this by clicking the “Apply to Date
Range” link.
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o When reporting leave, ensure to select the sy
correct ‘Time/Leave Sub-Type'. :
« For example, choose ‘Bereavement’ leave
for time off related to the death of a family
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' TARS Time Reporting Tab - Apply to Date et main
TUE SDAY & R.nﬂ. - .-;::(-.,
= When entering hours, the “From" selection
will be the start of the range.
wiwwe - Choose the end of the date range by
selecting a date in the “To" dropdown.
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s sn 1 ». Completed Biweekly Timesheet with two jobs: .
wounsr s em  » This employee has reported time for the first week in the period
uesoar s e e They worked 8 hours at Job 1 on Monday and Tuesday, 8

e e hours at Job 2 on Wednesday and Thursday, and took a sick
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il el G s e R e P "L = Note that the employee worked 9 hours on Wed - Friday
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' TARS Detailed View - Biweekly

TS . Employees

+ Here's something new — the "Detailed
View' tab replaces the ‘Pay Sources'
tab

+ Employees should use this tab to
verify hours worked and leave taken
before submitting to the supervisor

« Abenefit of this tab is that it displays
punch-in/punch-out times for each

= day. Note that this employee takes a
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Submitting Timesheets for Approval
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Submitting Timesheet to Supervisor
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o
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Approval History Tab
The Approval History tab records the
timesheet’s location in the approval

process,
+ The current step is highlighted in white.

v e o » Actions taken by you, your supervisor,
o or the TAA are recorded in the list
Emoizyee Semn lrosstent _ s
below.
suommes sz Bpensr I
SUETIENG 23 Tine § ABeNCaNCe AN - 00 1 Avwacawn  vawsy + In most cases, timesheets are
Bmmmes o Fayest v Cuum VA 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
Service Center for a final check

Contact

Email Timesheetfeedback@ucr.edu with questions or concerns
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