TRS Paso Por Paso: Envio de hoja de tiempo quincenal MEHCED

(Rev. 10/2024)

Time Reporting System (TRS)

Time Reporting System (TRS) - Sistema de Reporte de Tiempo

Si eres un empleado quincenal, utiliza esta guia de paso por paso en como enviar tu hoja de tiempo
a tu supervisor.

Navegacion: TRS > Employee > Manage My Time > Enter Current Timesheet

Paso a Paso:

1. Vaya a Time Reporting System (TRS) en trs.ucmerced.edu
2. Hagaclic en Log In (accesso) o Employee (empleado).

<« c ¥ trs.ucmerced.edu

b S X

University of California, Merced 2 Log Tn 2J

TIME REPORTING SYSTEM

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

Employee

b

B4 UCM TRS Support
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3. Introduzca su UC Merced inicio de sesidén tnico (Single Sign On) (nombre de usuarioy
contrasena).

4. Haga clic en Sign In (iniciar sesion)

M UC MERCED
Single Sign
MERCED

UCMNetID or M.ID (Requires

Password (Required)

[ Show Password

Forgot Password m

New to UC Merced? Claim Account

5. Asegurese de estar en la seccion Manage My Time/ Enter Current Timesheet (administrar
mi tiempo)

6. Vaya a la seccion Enter Time for Current Pay Period (el periodo de pago actual)
7. Haga clic en elicono/imagen de un calendario, View Timesheet (ver hoja de horas).

Manage My Time ~

e
Enter Current Timesheet
Enter Time for Current Pay Period
Current Overtime Compensation Method: Payment
Action Pay Period Assignment Name Timesheet Status
@ 08/18/2024 - 08/31/2024 STUDENT ATHLETICS / STDT 3 COMPLETED_PENDING_SUP_ACKL
08/18/2024 - 08/31/2024 AUXIIARIES - HOUSING / STDT 2 NOT STARTED
ast/Future Timesheet Leave Balances
Select Pay Period Please Select o Current balances from the payroll system do not necessarily reflect late time
adjustments or accumulation since last pay period end date.
(@ Create Timesheet Vacation 0.00
Vacation Max 0.00
Sick 0.00
Comp 0.00
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8. Se abrira el calendario quincenal

9. Haga clic el icono de signo de mas, Add

10. Se abrira el cuadro de dialogo para agregar horas, Add Hour
11. Seleccione el tipo de horas, Select Hour Type.

12. Se abrirad La caja de opciones disponibles

Rufus Bobeat (12345678
=50 ( ) Status Not Started
AUXIIARIES - HOUSING / STOT 2 Pay period 08/18/24 - 0873124 (BY)
Due Date Saturday, August 31, 2024 11:59 PM
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
18 19 20 21 22 23 24
25 26 27 28 29 30 n
Timesheet In/Out Details Timesheet Hours Week 1 Week 2 Total
Total 0 0 0

Leave Balances

Vacation 0.00
Sick 0.00
Comp Time 0.00

Timesheet Comments

/N1 understand any mis-statement or falsification of hours on this timesheet may be cause for disciplinary action up to and including termination.

Add Hour for Mon, 8/19 X | |Add Hour for Mon, 8/19 X

Select Hour Type e Select Hour Type v

Repeat Hours for Date Range Select Hour Type

Vacation

| Sick I
CompTime (Used) ‘

Jury
Military
LWOP (Leave without Pay)
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Time Reporting System (TRS)

13. Ingrese el numero de horas de ausencia (ejemplo vacaciones, enfermedad)

14. Ingrese horas de trabajo, la hora de entrada, hora de almuerzo, y salida, Time In, Lunch
Start, Lunch End, Time Out (presioné am/pm para cambiar).

15. Haga clic en Add Hour para agregar las horas.

Add Hour for Mon, 8/19

Vacation

Repeat Hours for Date Range
Repeat Hours for Selected Dates

x Add Hour for Mon, 8/19

Work Hrs

Time In

Hours am

Add Hour

Lunch Start

W Delete Last Shift | @ New Shift

Repeat Hours for Date Range

Repeat Hours for Selected Dates

Time Out

o e

Add Hour

Atencion: Puede presionar Repeat Hours for Date Range para repetir horas para el rango
de fechas, Repeat Hours for Selected Dates para repetir horas para fechas

seleccionadas, y New Shift para un nuevo turno en el mismo dia.

Add Hour for Mon, 8/19

Vacation

8

8 Repeat Hours for Date Range
Repeat Hours for Selected Dates
From
08/19/2024
To
08/21/2024

8 Exclude Weekends Exclude Holidays

Add Hour

x| | Add Hour for Mon, 8/19

“ Vacation
Hours 8

Repeat Hours for Date Range
Repeat Hours for Selected Dates

Add to Multiple Dates i1 e SETEEES

08/19/2024,08/23/2024,08/28/2024

X

Hours

Add Hour

16. Revise los detalles, Timesheet In/Out Details
17. Revise su hora disponible de enfermedad/vacaciones Leave Balances
18. Ingrese un comentario (no es requerido) Timesheet Comments
19. El mensaje de atestacién sera visible
20. Haga clic Submit to Supervisor para enviar al supervisor o Save para guardar los cambios

si no esta listo para enviar la hoja.
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Sunday Monday Tuesday Wednesday Thursday Friday Saturday
18 19 20 21 22 23 24
I Work Hrs: 5.0 I Work Hrs: 5.0
25 26 27 28 29 30 3
I Work Hrs: 5.0 I Work Hrs: 5.0
Timesheet In/Out Details Timesheet Hours Week 1 Week 2 Total
08/19 - 8am - 11am; 3pm - Epm(Wcrk Hrs).
08/21 - 8am - 11am; 3pm - Spm(Work Hrs). Mok W w 20
08/26 - 8am - 11am; 3pm - Epm(Wcrk Hrs). Total 10 10 20
08/28 - 8am - 11am; 3pm - 5pm(Work Hrs).
Leave Balances
Vacation 0.00
Sick 0.00
Comp Time 0.00
Timesheet Comments
& | understand any mis-statement or falsification of hours on this timesheet may be cause for disciplinary action up to and including termination.
@ Submit to Supervisor

21. Al enviar la hoja, el estatus de la hoja cambiara de NOT STARTED (sin iniciar) a SUBMITTED
TO SUPERVISOR (enviado a supervisor)

22. El botén Recall Timesheet estara disponible para recuperar la hoja mientras el estatus
esté en SUBMITTED TO SUPERVISOR (enviado al supervisor).

Rufus Bobcat (12345678
ufus Boboat ( ) Status SUBMITTED_TO_SUPERVISOR
AUXIIARIES - | TDT
UXIIARIES - HOUSING / STDT 2 Pay Period 08/18/24 - 08/31/24 (B1)
SUBMITTED today at 3:37 PM X Due Date Saturday, August 31, 2024 11:59 PM
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
18 19 20 21 22 23 24
Work Hrs: 5.0 | Work Hrs: 5.0
25 26 27 28 29 30 31
Work Hrs: 5.0 | Work Hrs: 5.0
Timesheet In/Out Details Timesheet Hours Week 1 Week 2 Total
08/19 - 8:00am - 11:00am; 3:00pm - 5:00pm(Work Hrs).
08/21 - 8:00am - 11:00am; 3:00pm - 5:00pm(Work Hrs). Work Hrs 10 10 20
08/26 - 8:00am - 11:00am; 3:00pm - 5:00pm(Work Hrs). Total 10 10 20
08/28 - 8:00am - 11:00am; 3:00pm - 5:00pm(Work Hrs).
(® Recall Timesheet
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Fecha de Entrega

Cada hoja tendra la fecha de entrega, Due Date.

Rufus Bobcat (12345678) Status Not Started
STUDENT ATHLETICS / 5TDT 3

/ Pay Period 08/18/24 - 08/31/24 (B1)

Due Date Saturday, August 31, 2024 11:59 PM

Los empleados quincenales (Biweekly) deben mandar su hoja de tiempo al fin de la quincena. La
quincena empieza el domingo y termina el sabado. El dia de pago sera cada otro miércoles.

Ejemplo: Para la quincena (dos Semanas) domingo 08/18 —sabado 08/31
* LaFechade Entrega es sabado, 08/31
* Diade pago es el miércoles, 09/11

August 2024 September 2024
5 ] T W T F - 5 M T W T F s
1 2 3 1 2 3 4 5 6 7
4 5 6 7 B 9 10 8 9 10 11 12 13 14
11 12 13 14 15 16 17 15 16 17 18 19 20 21
18 19 20 21 22 23 24 22 23 24 25 26 27 28
25 26 27 28 29 30 31 29 30

El calendario de fecha de entrega de hojas de tiempo esta disponible en la pagina web de la oficina

de némina, Payroll Services:

Transactional Deadline Calendar

Local Time Reporting System (TRS)
o Pay Period Dates
°
&
E Check D Sub; TRS DTA E
t it to t
ek Beai uhmi ) Approval in TRS Supervisor “ Y
egin End Run ID Schedule | Employee Deadline (By Deadline (By 10 am) Deadline
11:59 pm) v (By 1 pm)
MO Fri 11-01-24 10-01-2024 10-31-2024 241031M0OX 11-05-24 11-10-24 10-24-24
B1 Wed 11-06-24 10-13-2024 10-26-2024 241026B1X 10-26-24 10-28-24 10-29-24
B2 Wed 11-20-24 10-27-2024 11-09-2024 241109B82X 11-09-24 11-11-24 11-12-24
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