
  
  

Timekeeper Job Aid – Running the Earnings History Report 
 

The instructions below provide steps to run the Earnings History Report for one or more 

employees. 

 Step 1 - Navigate to UMass Boston 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". 

 

 

https://hr.umb.edu/hr-direct/


  
  

 

Step 5 - From the main menu, type “Earnings History” in the search menu bar and select 

the magnifying glass. 

  

 

 

Step 6 - If you have not set up a Run Control ID previously, create one by selecting the 

“Add a New Value” tab. The name of the run control you create should have “Earnings 

History” as the title name. Select the “Add a New Value” button in the upper right 

corner. 

  

 

 

 

 

 



  
  

 

Step 7 - If you have previously set up a Run Control ID, select the “Search” button and 

select the name of the run control you set up. 

 

 

 

 

 



  
  

Step 8 - At the Report Parameters screen, enter the beginning date into the “From 

Date” field. Enter the end date into the “Thru Date” field. Enter the employee id into 

the “Employee ID” field as well as the employee record (if applicable) into the 

“Employee record” field. If entering more than one employee for the same date range, 

you can select the plus sign button to the right. To remove rows, you can select the 

minus sign button to the right. When everything is entered, select the “Run” button. 

  

 

 

 

 

 

 

 

 

 



  
  

 

Step 9 - At the Process Scheduler Request screen, click the down arrow under “Format” 

and select “PDF.”  Select the “OK” button. 

  

 

 Step 10 - Back at the “Report Parameters” screen, select the “Process Monitor” link. 

 

 

 



  
  

 

Step 11 - At the View Process Request screen, type your employee number into the User 

ID field if it is not there. Adjust the dates retroactively which you want to go back to. 

Keep selecting the Refresh button until you see “Success” under Run Status and 

“Posted” under Distribution Status. Select the “Actions” link next to the  report name 

and select “View Log/Trace.” 

 

 

Step 12 - At the View Log/Trace screen, click on the pdf version of the report. The report 

will open, and you will see the details. Please be advised, there may be multiple pages 

to the report.

 


