Access and Login

e Navigate to ecotimecampus.ucsd.edu and sign in using Active Directory credentials
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Passwords and Access Enroll in Two-Step Login Get Help

Signing on using: Active Directory

User name (or email address)

inemeth@UCSD.EDU

Register

Password:

e Click on Employee Tasks and select Timesheet in the upper-left corner
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Standard Submission (No Time Off)

e If no sick time or leave was taken during the pay period, nothing needs to be entered
e Click the Save button (old-school file icon)
e Click the Complete button (fourth button/icon)
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e Certify that the anticipated work schedule was worked and click OK
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e Status changes from "not completed" to "completed"; supervisor receives automated email
for approval
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After supervisor has reviewed/approved your submission it will show (Approved, Completed)




Requesting Time Off

e On the small calendar in the top-left, click the specific date requiring time off to populate the
date below.
Select your position ID (System automatically populates job information)
Select your pay-code (Dropdown to select sick, vacation, etc)
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Enter hours matching the scheduled shift (e.g., 4 hours for a 4-hour shift, 8 hours for an 8-
hour shift) Click the Save button on the static board at the top right corner




Making Changes

e Click Uncomplete to revert status and make changes after submission
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e To remove time-off requests: check the delete checkbox, click delete button, then save
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Important Notes

e Timesheet submission is mandatory for payment as a TA, Reader, GSR, or other campus
employee.

e Every completion/uncompletion action (4th icon along the top-right) triggers an automated
email to the supervisor
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