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Overview

In response to the recent global crisis, UCOP and the Chancellor of UCR have authorized the use of Paid
Administrative leave for all employees. As of March 16", 2020, UCOP has authorized the use of paid
administrative leave for all employees to use. In order to appropriately track leave taken due to this
situation, new take codes must be implemented in TARS for both biweekly and monthly timesheets.

Required Changes

TARS previously had Administrative Leave take codes available for most employees to select on their
timesheets. This code has since been modified specifically for this emergency crisis. The change to TARS
is listed below:

e New Admin Codes for Biweekly and Monthly timesheets labeled “Administrative — Paid Special”
e The code is listed under the Sick Leave column for Monthly
e The code is listed under the Sick Leave time/leave type dropdown for biweekly

(Please note: Administrative — Paid Special leave is not going to decrement an employee’s sick leave
balance).

<

J0ISYIAIY I<

BFS — Business and Financial Services 3|Page
A Division of Planning, Budget, and Administration



TARS Quick Guide — Admin Leave Codes

Reporting New Administrative Leave Codes in TARS Last saved on: April 27, 2020

Instructions for Employees

Instructions for Biweekly Timesheets
1. Access your biweekly timesheet for the March 8" — March 21%, 2020 period.
2. Click onto the first day in which Administrative Leave was taken.

Time & Attendance Reporting System

March 0B, 2020 - March 21, 2020 Timeshesal

Prima Job Title Department Supervisor Total Hours
[ v [ [eussveanc: M |  ©

Save

Main Manu

Leave Balances
VAC: 3442 SKL: 3598

Name Employee ID
[ — —

Submit to Supervisor

ONERVIEW TIME REPORTING DETAILED VIEW AT

HISTORY

Jou

BUS SYSANL 2

&

Day of Monih Total Hours

Position
SUNDAY MAR 8th, 2020
MONDAY MAR 8th, 2020
TUESDAY MAR 10th, 2020
WEDNESDAY MAR 11th, 2020
THURSDAY MAR 12th, 2020
FRIDAY MAR 13th, 2020
SATURDAY MAR 14th, 2020
SUNDAY MAR 15th, 2020
MONDAY MAR 16th, 2020
TUESDAY MAR 17th, 2020
WEDNESDAY MAR 18th, 2020
THURSDAY MAR 18th, 2020
FRIDAY MAR 20th, 2020
SATURDAY MAR 21st, 2020
Total:

olalo o ool olaleo oo alala

Impon Default Hours Clear All Hours

3. Enter the Time In and Time Out for the shift being reported. In this example, we will enter
8:00AM to 4:00PM (8 hours).
4. Select “Sick Leave” from the Time/Leave Type dropdown.
a. (Please note: Administrative — Paid Special leave is not going to decrement an
employee’s sick leave balance).

€ € €K

Date] MON 03007 Apply to Datz Range v
............... -
Mame Employee I Leave Balances _
. VAC: 3442 SKL: 35 Time In Time Cut Hours TeneLesve Type Tine/Lasve Sub-Type Hain Mery
. d00_ J[Pa v ] [ Regular Working Hour ¥ [ Fogular v} SRSV Submit to Sqperyisor v
b (295 Regutar Working Heur W2 ¥ ]|
[ [ ; T[aa L] Raguinr v
| b [ FEd
CYERVIEW TIME REPORTING ETALLD acd v
Toral Hours: B.00
Dary of Mor Tolas Hours Tairs Witk Pay
Bouitio & Ti
Fosition | Loave With Py Sy im;:s" v
SUNDAY MAR 8th, 2020 0 =AES
Bt Without Saving
MONDAY MAR fth, 2020 [ s
TUESDAY MAR 10th, 2020 o v
WEDNESDAY MAR 11th, 2020
THURSDAY MAR 121h, 2020 v
FRIDAY MAR 13th, 2020 | (v
SATURDAY MAR 14th, 2020 o
SUNDAY MAR 15th, 2020 0 m
MONDAY MAR 181h, 2020
TUESDAY MAR 17th, 2020
WEDNESDAY MAR 18th, 2020 —
THURSDAY MAR 19th, 2020 < —
FRIDAY MAR 20th, 2020 0 :
SATURDAY MAR 21st, 2020 0 l T l“'
=1
Tatal: z <
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N
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=
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5. Select “Administrative — Paid Special” from the Time/Leave Sub-Type dropdown.

UCRIVERSIDE

E-mail

Apply to Date Range

Save

Time/Leave Sub-Type Main Menu

UNIYERSITY OF CALIFORNIA, RIVERSIDE
Time & At
Cabe MON 0308 v |
Name Employoe i Lenve Bak
VAC: 34.42 SKL: 351 Time In Tierse Cut Hours Time/Loave Type
Boo  J[am v| Boo J[Pm ] B [Sickieave ]
Job: o
Jabe | Job 1:
cone =
Total Howrs: 8.00
Duarp af Month Total Howrs
Posilion
SUNDAY MAR 8th, 2020 o
MONDAY MAR Sth, 2020 0
TUESDAY MAR 10th, 2020 0
WEDNESDAY MAR 11th, 2020 | 0
THURSDAY MAR 12th, 2020 | o
FREDAY MAR 13th, 2020 o
SATURDAY MAR 14th, 2020 0
SUNDAY MAR 15th, 2020 ]
MONDAY MAR 16th. 2020 L]
TUESDAY MAR 17th. 2020 L]

[ Personal - Sick v

Remave Submit to Supervisor

Emergency Rebel Leave

Profossional Day - Sick

Rehabilnation - Sick

Kin Care - Sick

Workers Comp - Sick

Bone Marrow | Drgan Don Ext

Sick - Bareavemant

Sick - Parontal Bonding

6. Once the “Administrative — Paid Special” code has been selected, you may click “Save & Exit” or

proceed to step 7.

Time Reporting Screan
Apaly to Date Range
Time In Teme Out Hours TimefLeave Type Time/Leave Sub-Type

800 AM Y| &00 [P v] 8 [SickLeave v| [Adminsiative - Pad Special v |  Remove

Job:
: J[Am_v] | CUC v] Reiol

Jcb:

Add

Total Hours: 8.00

Save & Report More Time
[owien |
Exit Without Saving
Clear
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v

7. If Administrative Leave is being reported for more than one day, you may use the Apply to Date
Range feature. Click on Apply to Date Range to continue.

Date HON 03109+ |

Tima Reporting Screen

Total Hours: 8

Time In Time Out Hours Time/Leave Type Time/Leave Sub-Type

o0 J[AM v] F©6_J[PM v] 800 [SickLeave +]  [Adwinsuative - Paid Special ¥] _Remove
et [2ob 1 " |
Jav ] | |[AM ] .00 [RegularWorking Hour ¥ | [Regular v] Remove
Job: [Job 1 |
Add

Save & Report More Time
Save & Bxt

Clear

8. After clicking Apply to Date Range, a dropdown of available days in the pay period will be
displayed. In this example, we will select “Friday 03/20” as the last day that we are reporting
this leave. This will be considered the “To Date” for our date range.

AL T T V.Y WP Y. Y Y. AT . W BN E¥ T S T.Y.0 —— b= ITIT
i Time Reporting Screen .ﬂ
Dates - From: MON 03/03 ¥ |to[MON 03109 ¥ Apply To: Apply to Single Date
1 SUN 03/08
o Time In Time Out Time/Leave Type Time/Leave Sub-Type
& _. MON 03109 : i y
f:00 [ v] foo  |[PM iick Leave v frative - Paid Special ¥ |  Remove
0 Tugoyio  [Job - I |
[ [am ] | || Am teguiar Working Hour v | | Regular ] Remove
WED 0311
Joby oo
|
[ Add THU 0312
| Total |
FRI03/13
SAT 03114 Save & Report More Time
Save & Exit
SUN 03/15 Exit Without Saving
Oear
MON 03/16
TUE 03117
WED 0318
THU 03119
SAT 021

v
v
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v

9. Once a “From Date” and “To Date” has been assigned, you may also select which days of the

week within that range to apply this shift/leave type to.

a. Inthis example, we will leave the defaulted selections as is (in blue; Monday - Friday).

b. Click Save & Exit.

Remaove

Clear

Remaove

Time Reporting Screen
Dates - From: MON 03009 ¥ |to [FRI03/20 ¥ | Apply To:
Time In Time Out Hours Time/Leave Type Time/Leave Sub-Type
oo |[am v| @00 |[PM v| 800 |SickLeave v| [ Administrative - Paid Special ¥ |
Job: [Jon 1: I - |
| [am ] | [AM v| .00 [Regular Working Hour ¥
Job: [ Job 1: I v
Total Hours: 8

Save & Report More Time

10. Now that leave codes have been reported for all days in which Administrative Leave was taken,
click Save in the upper right corner of the screen. (Please note: Administrative Leave may vary

by employee/timesheet. The screenshot is for training purposes only).
11. Click Submit to Supervisor to complete this timesheet.

UNIVERSITY OF CALIFORNIA, RIVERSIDE

E-mail
Feedback

Time & Attendance Reporting System

March 08, 2020 - March 21, 2020 Timasheat

Leave Balances Prima Job Title Deganmcnl SMENISM Total Hours
VAC:3442 SKL:3588 | o/ | 1 |sussvsani: | EEEEEEEEEE | DN | 0 |

Name Employee ID

OVERVIEW DETALED VIEW ATTAGHMENTS COMMENTS APPROVAL HISTORY
Day of Month Total Hours .un--
Paosition BUS SYSANL 2
SUNDAY MAR &th, 2020 o
MONDAY MAR Sth, 2020 8 8 ADMSPC
TUESDAY MAR 10th, 2020 8 8ADMSPC
WEDNESDAY MAR 11th, 2020 B8 8ADMEPC
THURSDAY MAR 12th, 2020 8 8 ADMSPC
FRIDAY MAR 13th, 2020 8 8ADMSPC
SATURDAY MAR 14th, 2020 o
SUNDAY MAR 15th, 2020 o
MONDAY MAR 18th, 2020 8 BADMSPC
TUESDAY MAR 17th, 2020 8 8ADMSPC
WEDNESDAY MAR 18th, 2020 8 BADMEPC
THURSDAY MAR 18th, 2020 8 8ADMSFC
FRIDAY MAR 20th, 2020 8 8 ADMSFC
SATURDAY MAR 21st, 2020 o
Total: B0 80 ADMSPC

UCRIVERSIDE

Main Menu

Submit to Supervisor

12. Repeat these instructions for the timesheet following this period, if necessary.

v
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Instructions for Monthly Timesheets

1. Access your monthly timesheet for the March 1% — March 31, 2020 leave reporting period.
2. Under the Sick Leave column on the timesheet, click onto the first day in which Administrative

leave was taken. In this example, we will select March 16™.

€ € K

a. (Please note: Administrative — Paid Special leave is not going to decrement an

employee’s sick leave balance).

Time & Attendance Reporting System

_Ampliyee @

I —

ik Bslances ~EYImary, ot T + Deparpract Sy
VAG: 11231 SHL: 185 v [ 1 [aussrsan | | |

ATTACHUENTS CONMENTS AFPRONAL HE5TORY

Vacaton Leave (B

Manage My Tros Reporting

Lave ittt Pay )

Save
Maie Mas
St fo Buperyinor

e Leawn

3. The “Select Leave Type” screen will be displayed. Select the ADMSPC — Administrative — Paid

Special code by clicking into the bubble.

e
pradey 1y Select Leave Type
W 1 -
Type Description
5P PERSONAL - SICK
I ADMSPC ADMINISTRATIVE - PAID SPECLAL I
F NT SEX BX OTHER
oM BONE MARROW / ORGAN DON EXT_
SER EMERGENCY RELIEF LEAVE
| SKC KIN CARE - SICK
| sov PROFESSIONAL DEV - SICK
SR REHABILITATION - SICK
1 58 SICK - BEREAVEMENT
ot SICK - PARENTAL BONDING
‘ swe WORKERS COMP - SICK
| Use mare: than one leave type
View Absence fram Werk policy
‘ Close

Without P4

v € € € € (K

|
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a. Please note, Post Doc employees will only be presented with two options when they v
select the “Sick Leave” type.
TR OaTOmeTIL T T
o | 1
0 Select Leave Type x|
= Select Lea\.re'Tv[Je
Type Description
ADMSPC ADMINISTRATIVE - PAID SPECIAL
bR SDS POST-DOCTORAL SCHOLAR PSL -SICK
4. Repeat these steps for all days in which Administrative Leave was taken.
5. Once the days where Administrative Leave has been reported is visible on the timesheet, click
Save in the upper right corner.
6. Click Submit to Supervisor to complete this timesheet. (Please note: Administrative Leave may
vary by employee/timesheet. The screenshot is for training purposes only).
Time & Attendance Reporting System
Nama  Emplores Lobvs Balwnces Pueary_dob__ Twe _ Department mrnm s
I B | oo s e v [ [sussvs e |G :u-:.:mmu
OVERVEW BETALED vEW ATEAZHMENTS COMBENTY APPRDNAL ENTORY
Oy of Mene vacawaiea sxlaan Leave Wenost Py [} Ot Lo
Swe: Maw 1
s
i) (V]
7. Repeat these instructions for the timesheet following this period, if necessary. 5
2
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—
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Supervisor Actions

Supervisors have the ability to edit timesheets belonging to their direct reports that appear in their
approval queues. In cases where the incorrect leave code has been reported, or is missing completely,
supervisors should edit the timesheet with the appropriate Administrative — Paid Special code for all pay
periods in which Administrative Leave was taken due to COVID-19. If timesheet deadlines have passed,
supervisors should contact their Shared Service Center for assistance as soon as possible (refer to
Appendix — Resources for information regarding TARS timesheet deadlines).

For information regarding timesheets for employees who utilize the Native Timeclock Feature in TARS,
see below.

Information for Other Time Keeping Systems
KRONOS

Employees or supervisors who utilize KRONOS will be able to select an Administrative Leave (ADMS)
code in this system for Administrative Leave taken due to COVID-19. That information will feed into
TARS and supervisors will be required to approve timesheets for their direct reports.

JanTek

Leave codes are not currently sent from JanTek to TARS, so pre-approvers and supervisors will manually
update timesheets in TARS with the Administrative — Paid Special code. If supervisors have questions
regarding these time entries, they should be directed to their Administrative Staff.

TeleStaff

Employees or supervisors who utilize TeleStaff will be able to select an Administrative Leave (ADMSPC)
code in this system for Administrative Leave taken due to COVID-19. That information will feed into
TARS and supervisors will be required to approve timesheets for their direct reports.

TARS Native Time-clock Feature

Supervisors of employees who utilize the TARS Timeclock Feature will need to add any Administrative —
Paid Special leave hours on behalf of their employees. Supervisors will be able to edit timesheets after
the Auto-Submit to Supervisors Process is run, but must complete and approve timesheets as soon as
possible. Refer to the Appendix — Resources for information regarding these deadlines for each pay
period.
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Appendix — Resources

o Employees and Supervisors should contact Timesheetfeedback@ucr.edu for timesheet-related
questions or issues.
e TARS Submission and Approval Timesheet Deadlines —
0 Deadlines for Employees
= Biweekly Timesheet Deadlines
=  Monthly Timesheet Deadlines
0 Deadlines for Supervisors and Time & Attendance Administrators (TAAs)
= Biweekly Timesheet Deadlines
=  Monthly Timesheet Deadlines
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mailto:Timesheetfeedback@ucr.edu
https://accounting.ucr.edu/sites/g/files/rcwecm2441/files/2020-04/bw_empl_calendar.pdf
https://accounting.ucr.edu/sites/g/files/rcwecm2441/files/2020-04/mo_empl_calendar_4-14-20.pdf
https://accounting.ucr.edu/sites/g/files/rcwecm2441/files/2020-04/bw_taa_sprvr_calendar.pdf
https://accounting.ucr.edu/sites/g/files/rcwecm2441/files/2020-04/mo_taa_sprvr_calendar_4-14-20.pdf
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