
Time Entry in HR Direct Job Aid

Process Steps

The instructions below provide steps for submitting weekly, bi-weekly, or monthly time in HR 
Direct Employee Self-Service. Employees need to enter their time before noon every Friday. 
Time approvers will then approve time entered every Friday by the end of the day.

Step 1 - Navigate to HR Direct.

Step 2 - Select the "Log in to HR Direct Button".

Step 3 - Enter your user id and password.

Step 4 - When prompted to sign in to a campus, select "Boston".

www.https://hr.umb.edu/hr-direct
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Step 5 - At the Employee Self-Service screen, select the “Time” tile.

Step 6 – Select the “Enter Time” tile.
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Weekly Time Entry

Step 7 - If entering weekly time, change the “View By” drop down menu in the top right to 
“Weekly.” Click the calendar icon or the arrow buttons in the upper left corner to move the 
date forward or backward for the time period you would like to report. Click the down arrow 
under “Time Reporting Codes/Time Details” to select the appropriate time reporting code (see 
the Appendix for a list of possible time reporting codes). Enter the time for that reporting code 
under the day(s) to the right. Use the plus/minus signs to add/delete a row. Hit the “Submit” 
button when completed.

Bi-Weekly Time Entry

Step 8 - If entering bi-weekly time, change the “View By” drop down menu to the right to “Bi-
Weekly.” Click the calendar icon or the arrow buttons in the upper left corner to move the date 
forward or backward for the time period you would like to report. Click the arrows in the 
middle of the screen to select Week 1 (first week of selected time period or Week 2 (Second 
week of selected time period). Click the down arrow under “Time Reporting Codes/Time 
Details” to select the appropriate time reporting code (see the Appendix for a list of possible 
time reporting codes). Enter the time for that reporting code under the day(s) to the right. Use 
the plus/minus signs to add/delete a row. Hit the “Submit” button when completed. 
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Monthly Time Entry
Step 9 - If entering monthly time, change the “View By” drop down menu to the right to 
“Monthly.” Click the calendar icon or the arrow buttons in the upper left corner to move the 
date forward or backward for the time period you would like to report. Click the arrows in the 
middle of the screen to select  the week of selected time period (1 through 5). Click the down 
arrow under “Time Reporting Codes/Time Details” to select the appropriate time reporting 
code (see the Appendix for a list of possible time reporting codes). Enter the time for that 
reporting code under the day(s) to the right. Use the plus/minus signs to add/delete a row. Hit 
the “Submit” button when completed. 
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Appendix
Below is a list of possible Time Reporting Codes to use when reporting time. These may differ 
depending on the job code you are in.
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