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How Do | complete my timesheet?
Job Aid for Non-Exempt Employees

1. Login at https://myub.ubalt.edu using your netID and password.

2. In the left column under HR Self Service, click the Timesheet link.
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3. To access the current timesheet, click the Search button.

BiWeekly Time Reporting

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Period End Date:[=_ »|[i0/24/2017 x|Q

=]
Search Clear | Basic Search 2 Save Search Criteria

4. Click on In/Out Time.

From Wednesday 10/11/2017 to Tuesday 10/24/2017

Wed Thu

Fri sat Sun Mon Tue Wed Thu i sat Sun Mon Tue e

1011 10112 10113 10114 10115 10116 1017 1018 10119 10120 1021 1022 1023 10124
START
TIME | Tester.John
TIME OUT Tester,John
TIME IN Tester.John
[ TIME OUT Tester,John
TIME IN Tester.John
STOP
TIME Tester.John
.?;H;IS 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Waming - Fraudulent mi: ion of time by an ployee may result in i of pay or termination of employment

Save Timeshest

[a Retum to Search fiC] Previous in List 4] Nextin List

Elapsed Time | InfOut Time
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5. Enter your Start Time, meal break (Time Out and Time In), and Stop Time. All times can be
entered in the following format: hhmm(a/p). Example: 8:00am can be entered as “0800a”;
12:30pm can be entered as “1230p".

From Wednesday 10/11/2017 to Tuesday 10/24/2017

wed Thu Fri sat sun M u Wed Thu Fri sat un Mon Tue p—
10111 1012 1013 1014 10115 1016 1017 10118 1019 10120 1021 10122 10123 10i24 e
START
TIME 0800a Tester,John
TIME OUT §{1230p Tester.John
TIME IN 0100p Tester,John
TIME OUT] Tester.John
TIME IN Tester,John
?ﬁfg 0420p | Tester,John
.Er)a”y 8.00 8.00 8.00 o000 0.00 800 800 800 800 000 0.00 0.00 800 800
otals:
‘Waming - Fraudulent misrepresentation of time by an employee may result in forefeiture of pay or termination of employment
Save Timeshest
[&h Return to Search
Elapsed Time | InfOut Time
6. If you need to record leave during the pay period:
. N .
e C(Click on the Elapsed Time link.
From Wednesday 10/11/2017 to Tuesday 10/24/2017 )
Wed Thu Fii sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue S
1044 1042 1043 10014 10145 10146 1017 1048 1049 10120 10021 10122 10123 10124 e
S |osooa TesterJohn
TIME CUT [[1230p Tester,John
TIME N [[D100p Tester,John
TIME OUT Tester,John
TIME IN Tester,John
%_,?EP 0430p I Tester,John
Daily
Es 8.00 300 8.00 0.00 0.00 8.00 8.00 2.00 2.00 0.00 0.00 0.00 8.00 8.00
Warning - Fraudulent ion of time by an employee may result in iture of pay or of
Save Timeshest
(&t Retyrffo Search
Elapsed Time | InfOut Time
e C(Click on Add Leave/Other Code
From Wednesday 10/11/2017 to Tuesday 10/24/2017
Leave/Other Tue Thu Fri
Delete | ™ ode —— dort i0n9 | 1020
Delete |REG Regular 8.00 3.00
Delete |WRK Wrk Hours 8.00] 200| &.00 8.00| 200| 200 =200 8.00| 2.00
Sub Totals 8.00] 200| =.00 8.00| 200| =.001 200 8.00| 8.00
dd [eave/OTher Cole ffmmmm—
Employee Review Timekeeper Review | Manager/Supervisor Approval & Comments
[] Checkwhen Timesheet | @ ot ok O TkpOK | ® NotRevd ) Apprvd as Submitted ) Apprvd as Modified
is complete
‘Waming - Fi misrepi ion of time by an ployee may result in forefeiture of pay or termination of employment
Save Timesheet Total: Work Hrs: 72.00 Leave Hrs: 0.00 Total Hrs: 72.00 Pay Hrs: 72.00 OT Hrs: 0.00 Shift Hrs: 0.00
[@h Return to Search n List 4] Nextin List
Elapsed Time | InfOut Time
e Select the appropriate Leave Code (see the HR Web page for definitions) from the drop
down box.
e Enter hours taken.


http://www.ubalt.edu/about-ub/offices-and-services/human-resources/employee-transactions/time-and-leave-management/leave_codes.cfm
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From Wednesday 10/11/2017 to Tuesday 10i24/2017

Leave/Other] Wed | Thu [ Fn sat | Sun [ Mon | Tue [ wed | Thu Fri sat | Sun [ mon | Tue
Delete | Code Short Dese 011 | 4042 | 10M3 | 10M4 | doms | 406 | {07 | d0As | doms | 100 | 101 | dowe | doizs | dopa | Amount
Delete |REG Regular 8.00| 8.00| 800 8.00] s00 8.00| 800 8.00 8.00
Delete |WRK Wrk Hours 8.00| 8.00| 800 8.00] =00 8.00| 800 8.00 8.00
Delete( | ANL } Ann L 8
elel B( nn Lv kL
Sub Totals 8.00| B800| 400 800 800 8.00| 800 8.00 8.00
Add Leave/Other Code
Employee Review Timekeeper Review | | Manager/Supervisor Approval & Comments
[] Check whenTimesheet | yo; ok () TkpOK =~ ® NotRevd ) Apprvd as Submitted” Apprvd as Modified
is complete
‘Warning - Fraudulent misrepresentation of time by an employee may result in of pay or ination of
Save Timeshest Total: Work Hrs: 72.00 Leave Hrs: 0.00 Total Hrs: 72.00 Pay Hrs: 72.00 OT Hrs: 0.00 Shift Hrs: 0.00
[@" Return to Search st

List 45| Nextin List
Elapsed Time | InfOut Time

Click the save Timesheet button.

From Wednesday 10/11/2017 to Tuesday 10/24/2017

Leave/Other| Wed | Thu Fri Sat Sun | Mon Tue | Wed | Thu Fri Sat Sun Mon | Tue
Detete [ coge ShortDesc | 1041 | o2 | s0m3 | g0 | d0is | 10t | doi7 | 20ms | do | 100 | g0 | dome | 102e | doms | Amoumt
Delete |REG Regular 8.00| =a00| 800 800 800 300| 800 8.00 3.00
Delete |WRK 'Wrk Hours 8.00] =o00| =00 8.00| &.00 2.00| 800 8.00 2.00
Delete ||ANL & |AnnLv 8
Sub Totals 8.00| ao00| 800 00| 400 300| B.00 8.00 8.00
Add Leave/Other Code
Employee Review Timekeeper Review | | Manager/Supervisor Approval & Comments
[ Check when Timesheet . . " - "
is complete Not OK Tkp OK Not Rev'd Apprvd as Submitted ' Apprvd as Modified|
Warning - Fraudulent misrepres; of time by an employee may result in e of pay or of employ
Save Timesheet Total: Work Hrs: 72.00 Leave Hrs: 0.00 Total Hrs: 72.00 Pay Hrs: 72.00 OT Hrs: 0.00 Shift Hrs: 0.00
[ Return to Search Previous st

n List 4=| Nextin List
Elapsed Time | InfOut Time

At the end of the pay period, verify that your timesheet is correct.

Mark timesheet complete by checking the Check When Timesheet is Complete box.

From Wednesday 10/11/2017 to Tuesday 10/24/2017

Leave/Other Wed Thu Fri Sun Mon Sun Mon Tue
Delete ™ Code Short Desc 1011 | don2 | 1013 1015 | 107 & Aoz | o3 | doma | Amount
Delete |REG Regular 8.00 28.00] =s.0 8.00] s8.00 8.00] =.00 8.00 2.00
Delete |WRK Wk Hours 8.00 8.00| 800 800 8200 800| 8300 8.00 3.00
Delete |ANL |Q |Ann Lv 8.00
Sub Totals 8.00 800| 800 800 8200 800| 300 8.00 8.00 3.00
Add L eaveiOther Code
Employee Review Timekeeper Review || Manager/Supervisor Approval & Comments
EE‘C{;Q&" Timesheel @ Notok () TkpOK | ® NotRevid () Apprvd as Submitted ) Apprvd as Modified
‘Warning - Fraudulent misrepresentation of time by an employee may result in forefeiture of pay or termination of employment
Save Timesheet Total: ~ Work Hrs: 72.00 Leave Hrs: 8.00 Total Hrs: 80.00 Pay Hrs: 80.00 OT Hrs: 0.00 Shift Hrs: 0.00
[&F Return to Search 3

nList ||45] Nextin List
Elapsed Time | InfOut Time

10. Click the Save Timesheet button. Your timesheet will be released to your timekeeper and
supervisor for final approval.

<<Timesheet Help>>

e  Please refer to the Regular Payroll and Holiday Calendar for timesheet due dates
e  For all timesheets questions, please speak with your supervisor or timekeeperfirst
e  Login problems? Contact the OTS Call Center: www.ubalt.edu/callcenter orx6262
L]

Timesheet frequently asked questions and answers can be found on the Time and Leave Management page.



http://www.ubalt.edu/callcenter
http://www.ubalt.edu/about-ub/offices-and-services/human-resources/employee-transactions/time-and-leave-management/timesheet_faq.cfm

