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UCPATH TRS 

How to: SUBMIT A BIWEEKLY WORK-STUDY TIMESHEET  

1  Log in to UCPath TRS at 
https://uctrs.it.ucla.edu:

1. Select UCLA
2. Enter your Single Sign‐

On login information

2  On the Main Menu: 

1. Select Employees

3  On Enter Current 
Timesheet Tab:  

1. From Open Timesheets
2. Select the View

Timesheets icon

To submit a past Timesheet
view "Create Past/Future
Timesheet".

4  From the Timesheet 
Calendar View: 

1. Select the day you want
to add time to

2. Select Add
3. Choose the appropriate

drop‐down entry
See the

Work-Study students employed with an Off-Campus employer will need to submit their timesheet by the biweekly pay 
period deadline on TRS. Once submitted online, the student must print out or screenshot the timesheet and have an 
authorized agency representative sign off on the form. Signed timesheets must be emailed to the work-study 
representative by the TRS deadline for each per period.

https://uctrs.it.ucla.edu/


UCPATH TRS 

5  Next, Add Work Hours: 

1. Enter the time in and out
details

2. To change between A.M.
and P.M., click on A.M. or
P.M

3. Select Add to Timesheet

6 

7 

Saving and Submitting: 

1. Save the timesheet
(comments are optional)

2. Submit the timesheet by
the due date indicated

UCPath Online is a self-service tool that gives employees 24/7 access to UC employment information 
based on their role. UC student employees will be able to log into the portal from mobile devices and 
computers at work or home. UCPath Online will have the ability to:

View and update personal information 
View paychecks 
Sign up to three bank accounts for direct deposit 
View and update tax withholdings 
View and print W-2s and etc.

Bi-weekly Student Timesheets will be submitted through the Time Reporting System. Student employees can 
work a maximum of 20 hours per week and be placed in one work-study position at a time. 

• Payroll Calendar

 Please ensure to abide by the timesheet deadlines:  
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UCPath TRS Employee and Supervisor Deadline

For Off Campus Work-Study Employers:  Off Campus Employer Guide 

Save and Email:

1. Save a copy of your
submitted timesheet

2. Email the copy to your
supervisor. Include your
name and UCLA 9 digit
UID on the subject line.

https://cru.ucla.edu/payroll-calendars
https://ucpath.universityofcalifornia.edu/income-and-taxes/view-online-w-2w-2c
https://ucpath.universityofcalifornia.edu/income-and-taxes/federal-withholding-w-4
https://ucpath.universityofcalifornia.edu/income-and-taxes/direct-deposit
https://ucla.box.com/s/if5aoagw2wrtn66hx9mtk4kxpth2xxmp
https://ucpath.universityofcalifornia.edu/notice/update-your-personal-contact-information-1
https://uctrs.it.ucla.edu/
https://ucla.app.box.com/v/ucpath-trs-emp-supv-sched
http://ucpath.universityofcalifornia.edu/
https://financialaid.ucla.edu/staff-employers/work-study-information



