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TRS DTA QR:  Submitting Timesheet on Behalf of Employee




A supervisor can submit a timesheet on behalf of an employee in situations where the employee is unable to submit their own timesheet.  The supervisor has to be the primary, backup or optional supervisor for the employee’s assignment in TRS.  A supervisor should not regularly submit a timesheet on behalf of an employee, but the ability exist for urgent situations. 

The timesheet must have one of the following statuses:
· NONE (never created by the employee)
· SAVED (by the employee)
· RETURNED_BY_SUPERVISOR
· RECALLED_BY_EMPLOYEE

Use the Approve as Primary, Approve as Backup, or Manage Timesheets tab to submit a timesheet on behalf of an employee.
To Submit a Timesheet on behalf of an employee:



The steps below are for submitting a timesheet on behalf of an employee, using the Manage Timesheets menu.
1. Under the Manage My Staff tab, select Manage Timesheets.
· Search Timesheet is the default screen displayed. 
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2. Enter the employee and timesheet information to search for the applicable timesheet.

3. Click on Search.  Timesheets that meet the search criteria entered will be displayed.
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4. Click on the View Timesheet[image: ] icon, next to the employee and pay period to submit a timesheet for.  The timesheet calendar will be displayed.
Sample Biweekly Timesheet to be submitted
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Sample Monthly Timesheet to be submitted
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Sample Monthly Timesheet with Exception Hours Reported to be submitted
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5. Click on Submit Timesheet on Behalf of Employee


Questions? Go to https://accounting.uci.edu/payroll/trs/index.html
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BRA 08/01/20 - 08/31/20 ANATOMY AND NEUROBIOLOGY / ASST SPECIALIST SAVED
BRA 02/23/20 - 03/07/20 ANATOMY AND NEUROBIOLOGY / STDT 4 SAVED
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Timesheet InlOut Details
02124 -9 00am - 12 12pm(Work Hrs).
02725 -9 47am _ 1.00pm(Work Hrs).
02126 - 10:00am - 2 30pm(Work Hrs).
02727 - 9:47am - 11:37amWork Hrs).

@ once submited for approval, a copy will go o your supervisor. Ifyou have any questions, please contact your Payroll Coordinator for assistance.

‘Submit Timesheet on Behalf of Employee

Week 1 Week 2
WorkHrs 1275 0.00
TOTAL 1275 0.00

Timesheet Totals.
Work Hrs 275
1275
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@ once submited for approval, a copy will go 1o your supenvsor. Ifyou have any please contact your Payrol C for assi

‘Submit Timesheet on Behalf of Employee

Timesheet Totals.
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No exception hours (include Vacation, Sck, Voting, Jury Duty and Leave w/o Pay) o reportfo this pay period

© once submited for approval, a copy will goto your supervisor.Ifyou have any questions, please contact your Payroll Coordinator for assistance.

‘Submit Timesheet on Behalf of Employee.
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