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	On-line Time Reporting System (OPTRS)

Departmental Organizational Structure


	In order to authorize On-line Time Reporting (OPTRS), each department must identify at least 1 Primary Preparer and 1 Back-up Preparer, 1 Mandatory Reviewer and 1 Back-up Reviewer.  One individual may double as Back-up Preparer and Back-up Reviewer, but no one may not be the Preparer or sole Mandatory Reviewer of his/her own payroll transactions.   Each Preparer, Reviewer, and Back-up must be an approved PPS user granted access to OPTRS Screens.
Payroll post-authorization notifications (OPTRS PANs) cannot be directed to reviewers based on type of employee.  The reviewers listed for the department will receive all OPTRS PANs for the department.


	Please provide the following information along with PPS Officer or Coordinator approval to the PPS Administrator in Payroll to update the department's access to OPTRS.


	

	Department Name:
	     
	Home Department Code(s):
	     

	
	
	
	

	

	Primary Preparer Name
	PPS User ID
	UCD Email Address

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Back-Up Preparer Name
	PPS User ID
	UCD Email Address

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Mandatory Reviewer Name (Limit 1)
	PPS User ID
	UCD Email Address

	     
	     
	     

	Back-up  Reviewer Name (Limit 2)
	PPS User ID
	UCD Email Address

	     
	     
	     

	     
	     
	     

	Who approves One-time payment (UPAY 564) and Additional payment (UPAY 644C) forms at the Dean or Vice Chancellor level?

	Name:
	     
	PPS User ID:
	     
	Email:
	     

	
	
	
	
	
	

	

	Describe any special conditions within your department for routing of post-authorization notifications for payroll transactions:

	     

	

	

	

	

	

	Signature:
	
	
	
Date:
	


