TRS Job Aid 201 — How to: Submit a Biweekly Nonexempt Hourly Timesheet

iB Login to TRS at
https://uctrs.it.ucla.edu:

4

Select UCLA.

Enter your Single Sign-On
login information.

Verify login with DUO.

TIME REPORTING SYSTEM (TRS)

Production Environment

Please select your home campus below to proceed to the sign-on page:

UC LOS ANGELES

OFFICE OF THE PRESIDENT

On the Main Menu:

Select Employee.

University of California, Los Angeles

A fle)

TIME REPORTING SYSTEM

scalable, and secure online timesheet application for employees, supervisors and departmental time administrators

Employee

Log1n 2

From Manage My Time:

1.

In the Enter Time for Current
Pay Period section.

Select the View Timesheets
icon.

Manage My Time ~

Enter Current Timesheet

o (=) Enter Time for Current Pay Period

Your Cyrrent Overtime Compensation Method is: Payment

Pay Period

10/27/2024 - 11/09/2024

Create Past/Future Timesheet

Select Pay Period

P

B

Please Select v

i, e

Assignment Name

Dean, Seas / STDT SVC ADVISOR 2

Timesheet Status

NOT STARTED

Leave Balances

Current balances from the payroll system do not necessarly rflect late time
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On the timesheet calendar view:

1.

2.

Select the add (+) icon for the
day you want to add time to
Pop-up box for the day will
appear.

Choose the appropriate drop-
down Hour Type entry.

See the Regular Timesheet

Entries job aid for

descriptions of the timesheet
entries.

g

®u g

@

stas Not Startesd

Pay Period
Due Date

sday Thursdsy Friday

Add Hour for Mon, 10/28 e X

Select Hour Type v

Repeat Hours for Date Range
Repeat Hours for Selected Dates

- 1

Add Hour for Mon, 10/28

Select Hour Type ﬁ v

Work Hrs
Vacation

Sick

CompTime (Used)
Jury

Military

LWOP (Leave without Pay)
Admin

ERIT

FMLA vac (v3¢)
FMLA Sick

FMLA NP (No Pay)

LA Qe Usedl v ppmeen g |

Saturday

Mondsy sy
/ 2 » 5 2
@ @ @ @ @
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1027724 - 11/08/24 (B2}

Friday, Novamber B, 2024 500 PM
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https://uctrs.it.ucla.edu/
https://ucla.app.box.com/v/ucpath-trs-timesheet-entries
https://ucla.app.box.com/v/ucpath-trs-timesheet-entries
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Next, Add Hours
5

1. Enter the timeinand out
details. Leave Lunch
Start/Lunch End fields blank if
no lunch period is taken.

2. To switch between A.M. and
P.M., click on am or pm.

3. Select Add Hour to update
hours to the timesheet.

Add Hour for Mon, 10/28 X
Work Hrs v
Time In o Lunch Star Lunch End Time Outo

7:30 am 12:00 1:00 4:30 m

Repeat Hours for Date Range

Repeat Hours for Selected Dates

;@ Reporting Time Off (vacation,
sick, comp time, LWOP, etc.):

1. Select the add (+) icon for the
day you want to add time to

2. Pop-up box for the day will
appear.

3. Choose the leave type from
entries on the drop-down

4. Enter leave time to the
nearest quarter hour (8.0,
7.5, 3.25, etc.).

5. Select Add Hour to update
hours to the timesheet.

Add Hour for Tue, 10/29 X

Select Hour Type v

Select Hour Type
Work Hrs

Vacation

CompTime (Used)
Jury
Military

LWOP (Leave witho

Admin
ERIT

FMLA vac (vac)

GLhSick |

yA Repeating Hours Entry across
days:

1. Select the add (+) icon for a
day you want to add time to

2. Pop-up box for the day will
appear.

3. Select Hour Type to enter
the hour entry type as
outlined in Step 4 above.

4. Enter the time/hours details
as outlined in Step 5 or Step
6 above.

5. Choose an option:

a. Repeat Hours for Date
Range (to repeat hours
across consecutive dates)

b. Repeat Hours for
Selected Dates (to repeat
hours for non-
consecutive dates)

6. Select Add Hour to update
hours to the timesheet.

Add Hour for Thu, 10/31 X
Work Hrs v
Time In Lunch Start Lunch End Time Out

. W - @3 HEm- |
W Delete Last Shift | ® New Shift

B Repeat Hours for Date Range
Repeat Hours for Selected Dates

From
10/31/2024
To

11/08/2024
Exclude Weekends Exclude Holidays

Add Hour
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Saving and Submitting:

1. Save the timesheet
(comments are optional).

2. Submit the timesheet by the
due date indicated.

3. Can elect to Print timesheet
in PDF format.

A complete schedule of due
dates is available on the TRS
Employee & Supervisor Schedule

found on the TRS Resources
page.

Timesheet In/Out Details

10/28 -
10/29 -

10/31
11/01

11/04 -
11/05 -
11/06 -
11/07 -
11/08 -

7:30am - 12:00pm, 1:00pm - 5:00pm(Work Hrs).

8:00am - 12:30pm(Work Hrs).
- 8:00am - 12:00pm, 1:00pm -
- 8:00am - 12:00pm, 1:00pm -
8:00am - 12:00pm, 1:00pm -
8:00am - 12:00pm, 1:00pm -
8:00am - 12:00pm, 1:00pm -
8:00am - 12:00pm, 1:00pm -
8:00am - 12:00pm, 1:00pm -

Leave Balances

Vacation

Sick

Comp Time

Timesheet Comments

Left early due to iliness on 10/29
Out sick on 11/30.

A

5:00pm(Work Hrs).
5:00pm(Work Hrs).
5:00pm(Work Hrs).
5:00pm(Work Hrs).
5:00pm(Work Hrs).
5:00pm(Work Hrs).
5:00pm(Work Hrs).

Timesheet Hours Week 1 Week 2 Total
Work Hrs 29 40 69
Sick 7 0 7
Total 36 40 76

any mi

or

ion of hours on this timesheoffJlybe cause for disciplinary action up to and including termination.

e@suhminosupenﬁsor () save
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https://ucla.app.box.com/v/ucpath-trs-emp-supv-sched
https://ucla.app.box.com/v/ucpath-trs-emp-supv-sched
https://www.finance.ucla.edu/payroll/ucpath-time-reporting-system-resources

