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TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

Time & Attendance Reporting System (TARS)

The Time & Attendance Reporting System (TARS) is the system-of-record for time reporting, overtime
calculations, and adjustments. Employees have a responsibility to report hours worked and/or leave
taken and submit to their supervisor by the published deadlines. Timely and accurate review and
approval 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, paychecks
or direct deposits may be delayed.

In the event that a correction is required to a prior pay period, a Prior Pay Period Adjustment can be
initiated by a Supervisor or Time and Attendance Administrator (TAA) in the Shared Services Centers
(SSC).

Roles and Responsibilities

Employee
It is the employee’s responsibility to:

e Record hours worked and/or leave taken (biweekly employees).
e Record leave in TARS before the monthly deadline (monthly employees).
e Submit timesheets to their supervisor by the published deadlines (all employees).

Supervisor
It is the supervisor’s responsibility to:

e Accurately review and approve timesheets before the monthly and/or biweekly timesheet
approval deadlines.

e Route the timesheet back to the employee or correct the timesheet accordingly, depending on
the circumstance.

e  Promptly communicate with SSC about any issues & respond to SSC requests.

Time and Attendance Administrator (TAA)
The TAA roles are assigned under the various SSCs. It is the TAA’s responsibility to:

e 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.
(Note: Following supervisor approval, the majority of timesheets will route directly to the
UCPath Center and bypass the SSCs; Prior Pay Period adjusted timesheets always route to TAAs
for final approval).

e Collaborate with supervisors and/or departments to resolve questions or concerns.

e Review and correct errors discovered at the UCPath Center (UCPC), during the limited
timeframe published.
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TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

Prior Pay Period Adjustments

Definition

A Prior Pay Period adjustment is essentially a correction to a previous pay period timesheet in order to
reflect employee time reported and/or leave taken appropriately.

Details

There may be cases when an employee requires an adjustment to a prior timesheet to correctly report

hours worked or leave taken. For instance, if an employee is on leave, a modification to the actual leave
reported on the timesheet may be required.

Prior Pay Period adjustments are initiated by supervisors and Time & Attendance Administrators (TAA).
These change requests for prior pay period adjustments may be requested as follows:

e One previous monthly timesheet and the previous two bi-weekly timesheets may be adjusted.

e The supervisor must record a reason for each adjustment.

e The original timesheet and the adjusted version are available in “Review Previous Timesheets”
in history.

If the Shared Service Center (SSC) 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 timesheets.

4
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TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

Timeline for Prior Pay Period Adjustments

All Prior Pay Period adjusted timesheets are submitted to the UCPath System in the next On Cycle
payroll following the “TAA Cutoff & I-181 File Creation” deadline. Refer to the TARS Schedules published
on the Payroll Coordination & Analysis website to view all current and future deadlines.

Biweekly Timesheet Deadlines
Timesheets are available for Prior Pay Period adjustments as of the “TAA Cutoff & I-181 File Creation”
date reflected on the TARS Schedules for that particular pay period.

R I V E Rs I D E BIWEEKLY TIME AND ATTENDANCE (TARS) SCHEDULE - 2020 - V1 (12/05/19)

[} Negative Confirm

5 TAA Cutoff & I-181 |Corrections Negative

S, |Pay Period |Pay Period |Employee Cutoff [Supervisor E Pay Confirm |Ends/ Leave Accrual

< File Creation (Express I-181)  |Confirmation N Check Date
= Begin End -11pm Cutoff - 11pm 1:45 due 1:45 Begi (After 4pm)  [Last Day for Prior (After Spm)

a (1:45pm) [eE s agins. Period Adjustment|

B1 Wed 12-18-19 * Thu 12-19-19 * 30,09 ¢ Thu 01-02-20 * Thu 01-02-20 * Fri 01-03-20 * Tue 0128 Wed 01-08-20
B2 12-29-19 | 01-11-20 Sun 01-12-20 Mon 01-13-20 Tue 01-14-20 Wed 01-15-20 wed 01-15-20 Thu 01-16-2 Tue 02-11-20] [Tue 01-21-20 wed 01-22-20
B1 1-12- 1-25-; Sun 01-26-20 Mon 01-27-20 Tue 01-28- Wed 01-29-20| ‘Wed 01-29-20| Thu 01-30-20 Tue 02-25-20) Wed 02-05-20
B2 01-26-20 02-08-20 Sun 02-09-20 Mon 02-10-20 Tue 02—11720| Wed 02-12-20 Wed 02-12-20 Thu 02-13-20 Tue 03-10-20| Fri02-14-20 Wed 02-19-20

For instance, timesheets in the 12/29 — 1/11 pay period are available for adjustments on 1/14/2020, up
until 2/11/2020 according to the TARS Schedule.

If a Prior Pay Period Adjustment for that pay period is performed on 1/21, those adjustments will be
submitted to the UCPath System in the next On Cycle Payroll, which in this case would be 1/12 — 1/25.
Adjustments will be reflected on the 2/05 paycheck date.

Monthly Timesheet Deadlines

Prior Period Adjustments for Monthly timesheets work in a similar matter, however the timing is a bit
different. For instance, let us say that an adjustment is required for the 1/1 — 1/31 timesheet period.
This timesheet will be available for an adjustment from Wednesday, 2/19/20 up until Monday 3/23/20
according to the TARS Schedule below. Any adjustments to this timesheet will be processed in the
following On Cycle Payroll period (March) and employees should see those updates on their 4/1/20
paycheck.

R I V E RSI D E MONTHLY TIME AND ATTENDANCE (TARS) SCHEDULE - 2020 - v1 (12/05/1)
2 [eave Leave ploy P TAA Cutoff & I-181 JPrior Period Adj C g Pay Confirm Leave Accrual |Leave Taken in Check Date |Negative
& [Period Begin|Period  |cutoff-due  |Cutoff-due [File Creation due [|Begins for this Pay J|(Express 1-181) Confirmation  |(After 4pm) Posted this Period [Confirm Ends/
E |pate End Date |11pm 11pm (1:45pm) Period due 1:45 pm Begins (After Spm)  (Updated in Last Day for Prior
UCPath On Period Adj.
MO [11-01-19  [11-30-19 |Wed 12-04-19 |Mon 12-09-19 |Tue 12.17-19 (3:30AM)* |Tue 12-17-13 (3:30AM)* | Wed 12-18-13 (4PM)* [Thu 12-26-19 _ |Fri12-27-19 _ |Tue 12-31-19  |[Thu01-02-20  |Thu01-02-20 |wed 01-22-20
MO 120119 [12-31-19 [Mon 01-06-20_[Thu 01-09-20 _|wed 01-22-20 Wed 01-22-20 Thu 01-23-20 Thu01-23-20 Mo 01-27-20 [Fri 01-31-20 _|Fri 01-31-20 Fri 01-31-20 _|Wed 02-19-20 v
Mo fJ01-01-20  [01-31-20 Wed 02-0520 [Mon 02-10-20 |wed 02-19-20 Wed 02-19-20 hu 02-20-20 [Thu 022020 [mon02:24-20 [Frioz2820 [ri02-28-20 Fri02-28-20 |Mon 03-23-20
MO [02-01-20  [02-29-20 |Wed 03-04-20 |Mon 03-09-20 |Mon 03-23-20 “[Von 032320 Tue 03-24-20 Tue 032420 [Thu03-2620  |Wed 04-01-20 |Wed 04-01-20 | Wed 04-01-20 |Wed 04-22-20
 —
-
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TARS Quick Guide
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How to Initiate a Prior Pay Period Adjustment as a Supervisor

Prior Pay Period Adjustment for Biweekly Timesheet
The following steps are only for Supervisors in TARS.

1. Under the Supervisor/Unit Head Options:
a. Click Prior Pay Period Adjustment to begin the process.

A UCRIVERSIDE

Time & Attendance Reporting System

wescome. [N (01132020

General Options
Q) EAEComplets Current Timeshest (10)

(g Revisw erevious Timsanasts)

vious Timesheet(0}

‘Supervisar/unit Head Options

 Reviawiaparove Currnt Tmeshestsfor Direct Rogorts ()

Q) Reviewiapprove Prior Period for Direct Reports (0)

Review Previous Timasnsst(s) Prior Pay Period Adjustment 7
— - . o To begin a prior pay period adjustment, click the
*CI|Ck| c link under “Supervisor/Unit Head Options” in
¢ TARS

() Meintain Sstings for Drect Reports

2. Select the time-reporting period for the timesheet that requires the adjustment.
a. Only one previous monthly timesheet and two previous bi-weekly timesheets are
available for adjustment.
b. This example will be for a biweekly timesheet.

UNIVERSITY OF CALIFORNIA. RIVERSIDE RIVERSIDE
Time & Attendance Reporting System b z

Prior Pay Period Adjustment

Prior Pay Period Adjustments
Click the time period you would
* C|ick like to correct
BFS — Business and Financial Services 5|Page
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TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

3. After selecting the time-reporting period, you will need to select the employee who posesses
the timesheet that requires the adjustment.
a. Do this by clicking either the hyperlinked-period or the employee’s name on the Prior
Period Adjustment grid.

UNIVERSITY OF CALIFORNIA, RIVERSIDE RI“EIRS.iIDIE
Time & Attendance Reporting System Sl a

Prior Pay Pericd Adjustmeant
Employee Employee Dept Status REG VAC SKL LWP LWOP HBTO CTA CTO OTS OTP ODH SDF CBT Last Updated Comments
Hame (-3 Updated By
Alvarez, Submitted 1o a 8 11/21/2019 Hours worked on Premiur]
Suzy Py Q88200 Halida
Movember 18, AM
2018
November 03, DO1100 Submitted 10 an a 8 11132019
20 E””"' Payro 09:33:18
Movember 16, Al
2018
Mowvember 03, Bert, D010 Submitted 1o a 11/21/2019
At Tirme & 1M:03:42
o Atlendance Al
Administrator
DO1100 Submitted 10 an a & 11132019
Hendersan,
Tt Payro 095947
Al
D01100 Sutmitied 1o 73 a 1 11122018
dones, Time & 04:20:48
Maria
T Atlendance Pri
Administrator

4. Once selected, a window will pop up asking for confirmation to “Create Prior Period Adjustment
for this timesheet”.
a. Click “OK” to continue or cancel to make a different selection.

When this pop-up

opens, click “OK” to
start the Prior Pay

" Period Adjustment.

timesheettest.ucredu says .
- Yelick: e
swvessiry or curen) Create Prior Period Adjustment for this timesheet? CRIVERSIDE

Time & At ER

BFS — Business and Financial Services 6|Page
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TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

5. After the supervisor clicks the “OK” button, the original timesheet entries will be displayed.
a. Original Time Entries will be displayed on the left of the “/”.

Time & Attendance Reporting System

[ e e R e e —— R

b. This timesheet displays 72 REG and 16 holiday hours as summarized towards the bottom
of the timesheet.

DrigiraliAdjusted i 16 PH, T2 REG /72 REG, 16 PH

6. Supervisors can makes adjustments to the timesheet by clicking into each day on the timesheet
that requires an adjustment. The time reporting widget will display on the screen:

Time Rrporting Screen

the emplayee’s timesheet,

(Note: It is also possible for the supervisor to route the timesheet back to the employee for correction.
The timesheet will still require approval from the supervisor).

BFS — Business and Financial Services
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TARS Quick Guide

Prior Pay Period Adjustments

Last saved on: Monday, May 11, 2020

7. Supervisors have the ability to adjust the shifts reported, adjust total hours worked, select
different Time/Leave Types, and select different Time/Leave Sub-Types. They also have the
ability to remove the hours that were reported that day.

Time Reporting Screen

Date:| TUE10/08 v

Apply to Date Range

Total Hours: 8.00

Leave Without Pay

Leave With Pay

Time In Time Qut Hours Time/Leave Type Time/Leave Sub-Type
|8-00 [[AM ¥ ] [4:00 J[PM v | 8 Regular Working Hour ¥ [ Reguiar v | Remove
Job: | Jo| Regular Working Hour BT 3 ¥
[ J[AM v ] [ [aM v | .00 [Reguiar v Remove
Job: Jol BT3 v
Add Sick Leave

Save & Report More Time
Save & it
Exit Without Saving
Clear

(Note: The screenshot above depicts a shift being changed from Regular Working Hours to Vacation

Hours).

BFS — Business and Financial Services

A Division of Planning, Budget, and Administration

8|Page

<

d

INT

SHIA

HHO41TVD 40 Al

J0ISY3AI



TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

8. Adjustments will be displayed on the timesheet by first showing the original hours, followed by
removed hours, and then finally the new time entry.
a. Forinstance, the example below shows that 8 REG hours were first reported on
11/18/19, then those 8 REG hours removed, and 8 Vacation hours replaced the entry.
e 8 REG / -8 REG, 8 VP

DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY
Day of Month Total Hours Job 1 - [
Position FINANCIAL SVC ANL T
SUNDAY NOV 17th, 2019 0
MONDAY NOV 15th, 2019 3
TUESDAY NOV 19th, 2019 8 8REG/
WEDNESDAY NOV 20th, 2019 3 SREG/
THURSDAY NOV 21st, 2019 8 8REG/
FRIDAY NOV 22nd, 2019 3 SREG/
SATURDAY NOV 23rd, 2019 0 /
SUNDAY NOV 24th, 2019 0 /
MONDAY NOV 25th, 2019 8 8REG/
TUESDAY NOV 26th, 2019 3 SREG/
WEDNESDAY NOV 27th, 2019 8 8REG/
THURSDAY NOV 28th, 2019 16 §PH, 8REG/
FRIDAY NOV 25th, 2019 8 8PH/
SATURDAY NOV 30th, 2019 0 /
OriginallAdjusted 88 |1c~ PH, 72 REG /64 REG, WEPH‘EVPI
Import Default Hours Clear All Hours
eason for Adjusting Timesheet: l:l

9. Once the timesheet has been updated, select from the available options a “Reason for Adjusting
Timesheet”.
a. The available choices are Timesheet Not Submitted, Incorrect Hours Submitted, or Other.
In this case, “Incorrect hours submitted” was selected.

MONDAY NOV 18th, 2019 [ OREG /-6 REG, EVF
TUESDAY NOV 19th, 2019 B
WEDNE SDAY NOV 20th, 219 B
THURSDAY NOV 21st, 2019 &

FRIDAY NOW 22nd, 2019 8 8REG/

SATURDAY NOV 23rd, 2019 ] !
SUNDAY NOV 24th, 2019 0
MONDAY ROV 25th, 2019 8
TUE SDAY NOV Z6th, 2019 8
WEDNESDAY NOV 27th, 219 8

THURSDAY NOV 28th, 2019 16
FRIDAY NOV 25th, 2019 8
SATURDAY NOV 30th, 2019 o !
Originalifdjusted o8 1, T2 REG /64 REG, 16 PH, 8 VP

I Dafault Hours Claar AN Hours
Reason for Adjusting Timesheat
Owertime Calculations
Timeshes! nat Submitlad
Weak 1 e Week 1 Week?  Tolal
B —— Incorrect Hours Entersd [} s S 32 1 Bl
i Other a g 16 2
g ] 0 o g 4
o 0 Tuesdsy B 0 0 Shift Differential [ 0 ]
] Wednesday & o
Thursday ] i 0 Thyssday g
BFS — Business and Financial Services 9|Page
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TARS Quick Guide

Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020 v
10. If you attempt to submit the timesheet and a “reason” is not selected, a pop up message will be
displayed. v
a. Click “OK” to remove the message and select a “reason”.
timesheettest.ucr.edu says
s Please save the timesheet before submitting it CRIVERSIDE
e = 84
If you forget to save the
e - TS timesheet, a pop up will
remind you.
11. All Prior Period Adjusted timesheets require comments. If no comments are entered, a reminder
message will be displayed.
a. Click “OK”, then navigate to the Comments tab to leave the required comment by typing
into the “New Comments” box and clicking “Save Comments”.
. !
timesheettest.ucr.edu says
Timesheet adjustrments require a comment detailing changes made.
Movember 17, 2019 - November 30, 2019 Timesheet (modified)
UCRIVERSIDE V
Time & Attendance Reporting System : v
ﬁw — T L SR |h:ﬂ|JT|w-\:-.-wu|:mm v;::;w-m _m :<,:..¢... E'?'_‘;‘:::‘:i*l" v
tane Cemeey i for ing Thiir h v
*  MNote: It is critical for supervisors to carefully
review Prior Pay Period Adjustments before
L Sonown I e v I D ing the timesheet. Once a timesh
adjustmaent is approved, it cannot be adjusted v
again.
3‘:
™
-

BFS — Business and Financial Services
A Division of Planning, Budget, and Administration

10| Page



TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

12. If attachments are necessary, click on the “Attachments” tab.
a. Click on the “Choose File” button to browse through your files.
b. Once you select the file to attach, click Attach File.
c. You will see your attached file labeled below, which will also be time-stamped.

OVERVIEW TIME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY

File Name] Choose File | No file chosen
Document Title]
Attach File
File Title | File Name | Uploadedby | Uploaded Date
| Article 47 - Shift Differential (12.5.18) (003).pdf | I ] | 01/21/2020

13. | Before completing and submitting the timesheet changes, it is recommended that you review
all entries and adjustments one last time. Review the entries on both the Time Reporting and
Detailed View tab before submitting the timesheet. Once a Prior Pay Period Adjustment is done

to a timesheet, it cannot be adjusted again.
14. To complete the adjustment, select “Submit Timesheet to Time and Attendance Administrator

(TAA)” in the upper right corner of the screen.

Main Menu

(Note: If you are in the “Time Reporting” tab, you can also just click on the “Approve” button to

submit).

OVERVIEW TIME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY

BFS — Business and Financial Services 11| Page
A Division of Planning, Budget, and Administration

4

d

INT

¥ 40 ALISHI)

41

A0ISYIAI



TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

15. If either option is selected when submitting, a message will be displayed before moving the
adjusted timesheet forward.
a. Once you are sure the timesheet is ready for processing, click “OK” to finalize.

Prior Pay Period Adjustment

andyfor giving the employes specific
ions for their tis

*  MNote: It is critical for supervisors to carefully
review Prior Pay Period Adjustments before

ing the Once a ti
adjustment is approved, it cannot be adjusted
again.

16. Returned timesheets — History.
a. Both the original timesheet and the modified version will be available in the “Review
Previous Timesheets” view.
b. All versions of a timesheet are available for auditing purposes.

URIVERSITY OF CALIFORNIA, RIVERSIDE '" ';Rl‘vERSIDE
Time & Attendance Reporting System eradl a»
Review Previous Timesheets Bacx
10035555 D000 B0
10033333 g X 4
Hor =y Iy < Adjusted Timesheet I\
e Frreag 10001234 « Original Timesheet
BFS — Business and Financial Services 12| Page
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TARS Quick Guide

Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

Prior Pay Period Adjustment for Monthly Timesheet
The following steps are only for Supervisors in TARS.

1. Under the Supervisor/Unit Head Options:
a. Click Prior Pay Period Adjustment to begin the process.

RIVERSIDE

Time & Attendance Reporting System
wascoms, RN (°"372029)

Ganeral Optioas
(p EevCompiets Cumnt Tnesnest (10)

 Paviow Prwvious Timasnests)
'9 EQN Provioes Timssnestis)

i 9 Help

9 View Payron Calsodsr

" @ Bttt

SupsrvisoriUnit Hesg Options
) Rviewpprovs CuTTent Tmasnests 1or Diract Raparts ()

Prior Pay Period Adjustment
To begin a prior pay period adjustment, click the:
under

Super in

TARS

2. Select the time-reporting period for the timesheet that requires the adjustment.

a. Only one previous monthly timesheet and two previous bi-weekly timesheets are

available for adjustment.
b. This example will be for a Monthly timesheet.

Prior Pay Period Adjustment

Monthly Timesheets
Movember 1, 2019 - November 30, 2019

Biweekly Timeshests
November 03, 2019 - November 16, 2019
November 17, 2019 - November 30, 2019

BFS — Business and Financial Services
A Division of Planning, Budget, and Administration
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TARS Quick Guide v

Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020
. . o . v
3. After selecting the time-reporting period, you will need to select the employee who possesses
the timesheet that requires the adjustment. v
a. Do this by clicking either the hyperlinked-period or the employee’s name on the Prior
Period Adjustment grid.
UNIVERSITY OF CALIFORNIA, RIVERSIDE ’IRI?ERSIDE
Time & Attendance Reporting System
’’’’’ Pay Penod Adjustment
o Employoe Name Emplayee ID Dept us REG U,l SKL WP LWOP HBTO CTA c1o ors o ODH SDF car Last Updated Updated By Comments
4. Once selected, a window will pop up asking for confirmation to “Create Prior Period Adjustment
for this timesheet”.
a. Click “OK” to continue or cancel to make a different selection.
‘When this pop-up
apens, click “OK" to
start the Prior Pay
" Period Adjustment.
timesheettest.ucr.edu says * .
unrvrasiry or cauree)  Create Prior Period Adjustment for this timesheet? CI'Ck [RIVERSIDE

Time & Atte n Cancel
v
v
v
v
v
v

A0ISY3AI
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TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

5. Once the timesheet has been opened, adjustments can be performed.
a. Inthis example, we are going to remove 8 hours of Vacation on Friday, 11/1 and add 8
hours of sick time instead

'RIVERSIDE

i e ) e L vas v Ot Lewre

Maraga My T Raporiing

------- P Aty Traters

6. Uncheck the box under the Vacation Leave column on the 11/1 day. By unchecking this box, the
vacation hours are deselected and should disappear for that day.
7. Click on the checkbox under the Sick Leave column on the 11/1 day.
a. Select a Leave Type option. In this scenario, select “SP — Personal — Sick”.

Select Leave Type X

Select Leave Type
Sick Leave @} = |Pay
La | Typa Desoription
sp BERSONAL - SICK.

SBM BOMNE MARROW | ORGAN DON EXT

SFI FMLA (INTERMITTENT) - SICK

SFF INTERMITTENT FAMILY FML - SICK

BFS — Business and Financial Services 15| Page
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TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

8. The added hours (8 SP) will be displayed on the right side of the checkbox, in red font. The 8
vacation hours have now been removed.

Dy of o vacaten Lav §} SchLos @ (PR Coter Laver {3

9. If you attempt to submit the timesheet and a “reason” is not selected, a pop up message will be
displayed.
a. Click “OK” to remove the message and select a “reason”.

timesheettestucr.edu says

CRIVERSIDE

o ce before submting o B3

If you forget to save the
timesheet, a pop up will
remind you.

10. Select from the available options a “Reason for Adjusting Timesheet”. The available choices are
Timesheet Not Submitted, Incorrect Hours Submitted, or Other.
a. Inthis case, “Incorrect hours submitted” was selected.

Thu: Nov 21
Fri: Nowv 22
Sat: Nov 23
Sun: Nov 24
Mon: Mov 25
Tue: Nov 26
Wed: Nov 27
Thu:
Fri:
Sat: | Timesheet not Submitted

Incomect Hours Entered
Other
Reason for Adjusting Timesheet: ¥
BFS — Business and Financial Services 16 |Page
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TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

11. All Prior Period Adjusted timesheets require comments. If no comments are entered, a reminder
message will be displayed.
a. Click “OK”, then navigate to the Comments tab to leave the required comment by typing
into the “New Comments” box and clicking “Save Comments”.

timesheettest.ucredu says

Timesheet adjustments require a comment detailing changes made.

o T

November 17. 2019 - November 30. 2019 Timesheet (modified)

RIVERSIDE

Time & Attendance Reporting System

primary_son e oo
Vicate e | | 1 | PRROLLawL2 | Goete Engrssrng - Ceamaomes

overven TMERERORTMG  DEWMLEDVIEW |rr.w<!nr';‘ comsenTs 'mm.mmnm

Prease cick

Prior Pay Period Adjustment

- *  Addc explaining the circumstances
/ and/or giving the employee specific

i ions for ing their til

Haw Commenty

= Note: It s critical for supervisors to carefully

review Prior Pay Period Adjustments before
Commaat I User NetD I - T— approving the timesheet. Once a timesheet
adjustment is approved, it cannot be adjusted
again.

12. If documents need to be uploaded, click on the “Attachments” tab.
a. Click on the “Choose File” button to browse through your files.
b. Once you select the file to attach, click Attach File.
c. You will see your attached file labeled below, which will also be time-stamped.

OVERVIEW TIME REPORTING DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY

File Name.‘ Choose File | No file chosen ‘
Document Title]
Attach File
File Title | File Name [ uplcadedby [  Uploaded Date
| report - 2020-01-10T132943.813.xls. | FREDDEV | 01/22/2020

13. | Before completing and submitting the timesheet changes, it is recommended that you review
all entries and adjustments one last time. Review the entries on both the Time Reporting and
Detailed View tab before submitting the timesheet. Once a Prior Pay Period Adjustment is done
to a timesheet, it cannot be adjusted again.
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TARS Quick Guide

Prior Pay Period Adjustments

Last saved on: Monday, May 11, 2020

15. To complete the adjustment, select “Submit Timesheet to Time and Attendance Administrator
(TAA)” in the upper right corner of the screen.

Main Menu

(Note: If you are in the “Time Reporting” tab, you can also just click on the “Approve” button to submit.)

OVERVIEW

o

REJECT

e

TIME REPORTING DETAILED VIEW ATTACHMENTS () COMMENTS APPROVAL HISTORY

16. If either option is selected when submitting, a message will be displayed before moving the
adjusted timesheet forward.

Once you are sure the timesheet is ready for processing, click “OK” to finalize or

“Cancel” to go back to the timesheet and make additional changes required.

a.

timesheettest.ucr.edu says

Warning: You are about to submit a Prior Period Adjustment. Once you
click Submit, your entries are permanent and this timesheet cannot be
adjusted again.

Are you sure you want to submit?
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TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

17. Returned timesheets — History.
a. Both the original timesheet and the modified version will be available in the “Review
Previous Timesheets” view.
b. All versions of a timesheet are available for auditing purposes.

UNIVERSITY OF CALIFORNIA, RIVERSIDE RIVERSIDE
Time & Attendance Reporting System ok AR
Review Previous Timesheets Back
plo D Dep I
10012222 DO1100 8 8
10013355
10035555 pomoe o
10033333 DO1100 SUI;:':II[‘:G o 80 8 8 " [ d on Pr
. B Tzi20
N 10001234 « Adjusted Timesheet an g
10001234 <« Original Timesheet 1o
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TARS Quick Guide

Prior Pay Period Adjustments

Last saved on: Monday, May 11, 2020

Resuming Prior Pay Period Adjustments

When beginning a Prior Pay Period Adjustment, it is recommended that you complete it right away
before moving on to another task. In the event that the timesheet has been “opened” as a Prior Pay
Period Adjustment but not completed, you will be able to access it to continue making the appropriate

adjustments.

1. Access the Supervisor/Unit Head Options in TARS.

UNIVERSITY OF CALIFORMIA, RIVERSIDE

Time & Attendance Reporting System

Wolcamo, [1721/2020)

General Options
) EditComplete Current Timeshest {13)

g Review Pravious Timashesils)
g Edit Pravious Timashaat(0)
9 Help

g View Payroll Calendar

g Cxh Application

Susporvisorlnit Hoad Options

ReviewlApprove Cu wshoats for Diract Raports (1)

for Direct Reports (6)

g Prior Pay Perlod Adjustmant

@ Approve Provious Timesheots (0)
@ Meintsin Pre-Approver (1)

g View Th

[#] Maintain Settings for Direct Reports

Jock Entries for Direct Repons

2. Click on the “Review/Approve Prior Period Adjustments for Direct Reports” option.
a. This menu option will have a number at the end that denotes how many Prior Period
Adjustments are pending review/approval.
b. Inthis example, there are 6 pending timesheets.
3. The next page will display all pending Prior Pay Period Adjustment timesheets on a grid. Select
the timesheet that you would like to continue working on.

ce Reporting System

InitHusd: Thomas, Maryanne Main Menis

WEG WAL SKL  LWP

RIVERSIDE

LWOF | HEIO CIA CIO OFS 01 00 SDF  CBI L

Upstated by

Freappeoved ate  Freappeoved Uy Commants

(Note: When a timesheet was sent back to an employee for editing, it will be displayed in this queue once
the employee has routed it to their supervisor for review/approval).
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TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

What to do When a Supervisor Vacates a Position

Occasionally, there are cases where one supervisor leaves their position and a new supervisor is
appointed. When this occurs, the prior pay period adjustment can only be initiated by a TAA, as the new
supervisor will not be able to access the timesheets for their employees prior to when they were
appointed as supervisor.

Steps Required for New Supervisor

In order for the NEW supervisor to request a Prior Pay Period adjustment, the supervisor must have
access to Servicelink with the Generic Initiator role. This role is required in order for the new supervisor
to open a Servicelink ticket. Department System Access Administrators (SAA) can provision this role in
the Enterprise Access Control System (EACS). (Note: This scenario only applies to the timesheets
approved by the previous supervisor).

1. The first step for the new supervisor is to access Service Link.
2. Servicelink is available through “Authorized Apps” in the R’Space Portal.

Chiyl Foaford: St Vi SO

R space - @ UCRIVERSIDE

Favorite Apps @= |cR Spotlights = Announcements =
B . . c * ra =
FREE
B \ceah P *
'
UCR Videos =
Training & Tools K

Access & Taining

Score FREE PARKING - plus a chance to WIN
A GIFT CARD!
000800

UCR News -

Tools: TR, Nawen

HNows
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TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

3. After clicking on Servicelink, the screen below will be displayed.
a. Click on “More Services” under the Human Resources and Academic Personnel section.

€ € €K

UCRIVERSIDE servicelink

ol Tebealery

4. The Human Resources & Academic Personnel screen will now be displayed.
a. Click on the “Generic” icon to initiate a generic request.

Human Resources & Academic Personnel

Welcome to the HR and AP ServiceLink request page. These requests will route to your Shared Service provider for
fulfiliment in UCPath

& =3 & =

Onboarding - New Hire Onboarding - Rehire Onboarding - Transfer Onboarding -
i L Concurrent
igiod Sesiom 30 8 10 emating s v
= 8 €Y
Onboarding - Person of Offboarding New Position Update Position v
Interest Rermninate, ramies out, or etine an piste
ool et e ey v
VK e o tacames
Job and Comp Data Evtended Laave Paymaent Adjustmants Short Work Break v
Changes Admini Mk L
Pace, esten,
e b v
—
By
™
- o
_:
Ei
n
w
:
=]
=
0
—
=
. . . . o
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TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

5. The “Generic Request” form is opened. The new supervisor (Generic Initiator) must answer the
three fields where there are asterisks, and the rest of the form will self-populate.

€ € €K

Charyl Foxtord

|CRIVERSIBE servicelink

Genaric Request
ek Request Date

- = o

Request Information
¥ ot

jon Tymes FAU Complex Transaction, Othes and Salary Cast

Effactive Dato

Employoo Informaun,
¥ Note

1f1he amployee. in which he ransaction is far has mare than 6ne posiion and e request is for"AIl posons the employea's primary job information will popuiate on the Emploes Information section.

Employes Name ( Last Nare, First Name) Posiian Number
Employes First Name Employes Last Name Employes 1D

Job Coda Job Daseription ‘Organization Cose ‘Organization Descripton
Division Code Division Description Dopartment Code Dopartment Description
Aces

ax HIPAA]

6. Be sure to select the appropriate “Transaction Type”. In this situation, select Payroll
Adjustments.

UCRIVERSIDE ' serviceLink

Generic Roquast
witiator Haquest Date

_ ol e

¥ Note.
For Teansactian Typas FAL Compla: Transactian, Othar and Salary Cest Transfar ysu must sither salet Employes Nams or Azcountabilty Strushars bafos submitting raquast
# Transacsion Type % ESlective Date

| — Moo —

—Nens —

‘ 7]

l€« €« € € € «

Compensation Time Overtime Elections

FAL hex Transactions s
A Comple Transctio asiion and the roquest s for “AI” paskions the omplayes's primary job indormation wil populato on the Employon Infsemation section

Mulii-location Appointmants
Posiion Numbsr
Onbaarding - Concurrant Hire

Onboarding - Person of Inberest

Employee Last Name Employee ID
Payroll Adpstments - Request Hours or Accurals Adjusiment

Parsonal Data Change
) i Job Description Oegarization Code
Salary Coat Transler

Secuity Clearance puge Update

Division Descrption Depastment Cuode
Wark Authorization and Re-vorification s i

Cxhar - Oma Tima Pay Attachmants.

Cher

= Hot =

u all
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TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

7. Enter the Employee’s UCPath ID, then select their position number. You can also use the look up
button to search by their name.

Employee Information

¥ Note:

If the employee in which the transaction is for has more than one position and the request is for "All" positions the employee’s primary job information will populate on the Empl{

sk Employee Name ( Last Name, First Name) %k Position Number

o
= | '|

8. Inthe comments section, specify the following information that will be done in TARS:
a. The timesheet period requiring the adjustment.
b. The day(s) within the selected timesheet period requiring adjustment(s) (i.e. Monday,
1/20/2020).
c. The number of hours to be added or removed (Note: for biweekly timesheets, please
specify the new shift being added, i.e. 9:00 AM to 12:00 PM).
The type of hours to be added or removed (i.e. regular, vacation, sick, etc.)
Provide a reason for adjustment from the following choices:
i. Timesheet not submitted
ii. Incorrect hours entered
iii. Other
Provide specific details to be included on timesheet comments.
g. Lastly, provide any attachments that would be helpful to include on the Prior Period
Adjusted Timesheet.
h. Click “Submit” to submit this request to your Shared Services Center (SSC).
9. SSC TAAs will use the procedure below to process your request.

4
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TARS Quick Guide

Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020 v
" | . | v
How to Initiate a Prior Pay Period Adjustment as a TAA v
1. Under the Time and Attendance Administrator Options:
a. Click in the Prior Pay Period Adjustment under your SSC to begin the process.
g Review!Approve Prior Period Adjustments
3 est (7]
58C3 - Citrus (8)
kil C (0)
g Prior Pay Period Adjustment
55C1 - POSSC
(Note: Available options are based on accountability structure; most TAAs will only be able to access one
S5C).
2. Select the time period you would like to correct.
a. One previous monthly timesheet and the previous two bi-weekly timesheets may be
adjusted.
b. Refer to the Timeline for Prior Pay Period Adjustments for additional information.
RIVERSIDE
Time & Attendance Reporting System
*Click! Y
v
v
v
v
v
-
2
N
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TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

<

3. Select employee and pay period to adjust.

<

UNIVERSITY OF CALIFORMIA, RIVERSIDE ¥ RIvE'R’SID”E
Time & Attendance Reporting System

Prior Pay Pericd Adjustmant
Employee Employee  Dept Status REG VAC SKL LWP LWOF HBTO CTA CTO OTS OTF ODH SDF CBT Last Updated Comments
Name (=] Updated By
Movember 03, Alvaraz, Submitted o 11212018
- Suzy Payrol 05:48;20
Movember 16, Al
2018
November 03, Submitted 10 111132019
20 :‘Z_dr:“”“' Payrol 09:33:18
Movember 16, Al
2018
Movember 03, Bert, D100 Submitied 1o 121z
At Time: & 1:03:42
o Atlendance Al
2018 Adminigtrator
November O3, Submitted 10 11132019
: Hendersan,
2018 - June Payror 09:59:47
November 16, Al
2018
November 03, D010 Submitied 1o 73 a 1 11122018
20192 dones, Time & 04:20:48
Maria
er 16, T Atlendance Pri
2018 Administrator

4. Once selected, the TAA is asked “Create Prior Pay Period Adjustment for this timesheet?”
a. Click OK.

When this pop-up
opens, click “OK” to
start the Prior Pay
" Period Adjustment.
timesheettest.ucr.edu says * .
Click

swrraniry of cauren  Create Prior Period Adjustment for this timesheet? C RWERS"]E

= - i3
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TARS Quick Guide

Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

5. The timesheet opens and the TAA can begin to make the corrections detailed on the ServiceLink

Generic request by clicking on the hours.

Time & Attendance Reportin

I T [ [ s

WEDRERIAY MOV 27, 2078
THLIRETAY MOV e, TS i

g System

6. Inthis case, the TAA removed 8 regular hours on Monday, 11/18/2019 and replaced them with

vacation hours.

DETAILED VIEW ATTACHMENTS COMMENTS APPROVAL HISTORY
Day of Menth Total Hours Job 1- _
Position FINANCIAL SVC ANL 1

SUNDAY NOV 17th, 2019 0 /

MONDAY NOV 18th, 2019 8
TUESDAY NOV 19th, 2019 3 3REG/
WEDNESDAY NOV 20th, 2019 8 BREG/
THURSDAY NOV 21st, 2019 3 3REG/
FRIDAY NOV 22nd, 2019 8 B8REG/
SATURDAY NOV 23rd, 2019 0 /
SUNDAY NOV 24th, 2019 0 /
MONDAY NOV 25th, 2019 8 8REG/
TUESDAY NOV 26th, 2019 8 B8REG/
WEDNESDAY NOV 27th, 2019 8 8REG/
THURSDAY NOV 28th, 2019 16 8PH, 8REG/
FRIDAY NOV 29th, 2019 8 8PH/
SATURDAY NOV 30th, 2019 0 /

Original/Adjusted a8 |16 PH, 72 REG /64 REG, 16 PH, 8 VP I
Import Default Hours Clear All Hours
eason for Adjusting Timesheet: I:l
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TARS Quick Guide

Prior Pay Period Adjustments

Last saved on: Monday, May 11, 2020

7. Once the timesheet has been updated, select from the available options a “Reason for Adjusting
Timesheet”. The available choices are Timesheet Not Submitted, Incorrect Hours Submitted, or
Other. The Servicelink request should specify which reason to select.

MONDAY NOV 18th, 2019
TUE SDAY NOV 19ih, 2019
WEDNESDAY NOV 20th, 219
THURSDAY NOV 21st, 2019
FRIDAY MOV 22nd, 2019
SATURDAY NOV 23rd, 2019
SUNDAY NOV 24th, 2019
MONDAY NOV 25th, 2013
TUE SDAY NOV 26th, 2019
WEDNESDAY NOV 27th, 219
THURSDAY NOV 28th, 2019
FRIDAY NOV 25th, 2019
SATURDAY NOV 30th, 2015
OriginaliAdjusted

Reason for Adjusting Timesheat

Timeshes! nat Submitled

w o e o e e e e

IR

o8

OREG /-6 REG, EVF
BREG/
BREG/
BREG
BREG!
I/

GREG!
BREG/
BREG/
BPH, BREG/
BPHI

16 P, 72 REG /64 REG, 16 PH, 8 VP

Impart Dafault Hours Claar A8 Hours.

Overtime Calculations

g3 Incormract Hours Entared 1 I!
HesNan Wik Hrs sition v £ 64
0 t Other ] ] 16 24
[ ] T T ] 0 [ ]
gy B o 0 Tuesdsy B 0 Shift Differential 0 0 [
Wadnesday & o Wednesday & [} a
Thursday b Thussday g

8. All Prior Period Adjusted timesheets require comments. If no comments are entered, a reminder

message will be displayed.
a. Be sure to note the Servicelink Request ID in the comments.

OVERVIEW

TIME REPORTING

DETAILED VIEW

ATTACHMENTS m APPROVAL HISTORY

Please click on the "Save Comments" button to store your comments prior to moving away from this tab.

New Comments|

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

Comment User NetlD | Date
Prior Period adjustment per RITM 123456. Removed REG hours originally reported on ANDREAMC (Andrea | 01/22/2020
11/18/19 and replaced with Vacation Campos)
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A Division of Planning, Budget, and Administration

28 | Page

4

‘\:'H

SH3]

A0ISYIAI

YINHO4I1TVD 40 A



TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

9. If attachments were included on the Servicelink request, click on the “Attachments” tab.
a. Click on the “Choose File” button to browse through your files.
b. Once you select the file(s) to attach, click Attach File.
c. You will see your attached file labeled below, which will also be time-stamped.

OVERVIEW TIME REPORTING DETAILED VIEW m COMMENTS APPROVAL HISTORY

€| Choose File | No file chosen

Attach File

| Fite Tie | File Name | Uploadedby | Uploaded Date

| | Article 47 - Shilt Differential (12.5.18) (003) pdf [ [ ] I 0172172020

10. | Before completing and submitting the timesheet changes, it is recommended that you review
all entries and adjustments one last time. Review the entries on both the Time Reporting and
Detailed View tab before submitting the timesheet. Once a Prior Pay Period Adjustment is done
to a timesheet, it cannot be adjusted again.

a. Click on the “Submit to UC Payroll” to complete the adjustment.

Return Timesheet to Supervisor

Return Timesheet to Employee

Submit to UC Payroll

Back to List

(Note: If you are in the “Time Reporting” tab, you can also just click on the “Approve” button to submit.)

OVERVIEW TIHE REPORTING DETAILED VIEW ATTACHMENTS

b. Click “OK” to clear pop up message.

timesheettest.ucr.edu says

Timesheet submitted successfully.

11. Once the adjustment has been completed, the TAA can close the ServicelLink ticket with
any required comments to notify the Supervisor of these actions.

BFS — Business and Financial Services 29| Page

A Division of Planning, Budget, and Administration

4

d

101S43Al

IN

V3 40 ALISHI

041



TARS Quick Guide
Prior Pay Period Adjustments Last saved on: Monday, May 11, 2020

Summary and Conclusion

This document is intended to assist supervisors and TAAs with initiating Prior Pay Period Adjustments
not just providing the steps to accomplish that task, but to help them understand the timing and
requirements behind this process. Some common reasons for Supervisors to adjust an employee’s
timesheet include, but are not limited to:

e Working hours and shifts reported incorrectly.
e Hours not reported at all.
e Leave hours not reported appropriately (i.e. sick instead of vacation).

The supervisor is limited to which timesheets can be adjusted. Prior Pay Period adjustments are limited
to:

e One (1) previous monthly timesheet.
e Two (2) previous biweekly timesheets.

In addition, if an employee’s supervisor has changed after the timesheet has been approved by a
previous supervisor, a Prior Pay Period Adjustment can only be made by a TAA.

It is important to reiterate that a prior pay period adjustment should not be the standard operating
method as it is not intended to be used regularly but only in certain circumstances. Supervisors should
continue to review all timesheets in their queues prior to approving in order to ensure time entries have
been reported accurately.
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