STUDENT TIME SHEET PROCEDURES
Open your internet browser.
Type in https://myhr.umsystem.edu and press enter

Enter your UserID and Password

Click “myHR Sign On”, “Self Service”, “Report Time”, “Timesheet”

Click on your Job Title

The system defaults to the current pay period.  If you want to see a previous pay period, change the “View By” or enter a new “date” and click the refresh button.
Use the scroll bar to move down the page.

You must enter an “In” and “Out” time.

Click on the day’s ‘In” field and enter your time 8:06am.

Click on the day’s “Out” field and enter your time 11:45am

If you need to add another in and out time for the same day, click on the “+” sign at the beginning of the row.  Repeat the step above.

You must remember to click the “Save for Later” before exiting the screen.

Would you like to check for errors?  Click “Yes”
Your reported hours will display at the top of the time sheet.
Use the vertical scroll bar to move down the page.

When you have entered all of your time for the time period and are ready to submit your timesheet – Hit “Submit”
A confirmation page will display.  Click “OK”
Then click the “Sign Out” button at the top of the page.

* * * * * * * * * * * * * * * * * * * * * * * * *
Notes:

Please annotate your time daily and SUBMIT EVERY FRIDAY.  If you need to make changes to your time sheet after the pay period, please contact Patty Robertson in IDE G6B.
