ELECTRONIC TIMESHEET
QUICK STEPS
FOR FWS STUDENTS

Log in to MyUMB Portal
(Click on MYUMB) https://www.umaryland.edu/

Click on the widget for Non-Exempt Timesheet

Click Add a New Value

Enter the end date for the pay period (The current pay period end date will auto populate)

Click Add

You are now at FWS Timesheet to record worked hours
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What is the UMID?

The UMID s a common [D that enables you to
access many campus applications with the
5ame Usemame and password

Learn more about the UMID,

Multi-Factor Authentication

Your UMID and password require " A
Multi-Factor Authentication (MFA)

while both an campus and off

campus.

Learn more about MFA.
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SCOTUS Ruling: Dobbs v. Jackson Women's Health Organization
June 22, 2022

Retirement Announcement: Susan Gillette
June 09, 2022

Statement on Robb Elementary Shooting
May 25, 2022

Commencement 2022
May 19, 2022

2 Public Safety

Building Access

Tapride (Safe Ride)




UMB Non-Exempt Timesheet

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

Find an Existing Value Add a New Value

Search Criteria

End Date: =~ Q
Timesheet Status:| = v || v Click “Add a New
Value” to enter a
Search Clear | Basic Search IQ@] Save Search Criteria timesheet for the first

time; click “Find an
Existing Value” to
make changes to an
existing timesheet

Find an Existing Value | Add a New Value

UME Non-Exempt Timesheet

Enter Pay Period End Date

Eind an Existing Value Add a New Value

End Date: |07/16/2022 |3

Add -

—| Then click “Add”

Find an Existing Value | Add a New Value



For each day you worked,
mesaceenter total hours.
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Enter 'D' only for duty days

. . = Override
Description Time ReRorting Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total Reason

Code 07T | 0718 07119 07/20 o7/21 07/22 07/23 07/24 07/25 07126 o727 07128 07729 07130 | Hours |~ o0
Regular Duty Days I | | |
PAID LEAVE apiviraiic
Vacation vCs 0.00 Q|| =
Holiday HLS 0.00 q |FH|E=
Personal FRS 000 Q|H|=
Sick scs 000 q H|E=
Total Leave
Hours
OTHER TIME REPORTING CODES
Other Time
Reporting Q 0.00 o |H|[=]
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Click “Submit” when /

Student employees may not exceed reporting 10 hours per day or exceed 20 hours per week.




