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HR Direct Self Service 
 

Login to HR Direct 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Action 

1. Go to www.umb.edu/hr 

2. Click   “   Log in to HR Direct”   

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Action 

3. Enter your username (first name.lastname) 

4. Enter your password (password is you email password) 

 
Note: if your email password is changed your HR Direct login password will change. 

5. Click on the arrow and choose the campus (Boston) 

6. Click login 

Note: Please Note if you are using a public computer please always remember to sign out of the 

HR Direct system and do not save any passwords 

 

Congratulations you have successfully logged into HR Direct 
 

1 | P a g e 

http://www.umb.edu/hr


Training Guide 

HR Direct Time and Attendance Self Service 

 

 
 

 
 

 
 

 

 

View your Pay Advice (Paycheck) 
 

Click on the tile “Pay” 
 

 
 

 
 

 
1. Click the Check date of the advice that you would like to view and your pay advice will 

appear. 

If you are unable to view your pay advice please turn off any pop up blockers on 

your computer. 
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View, Print, or Save your Pay Advice. 

The Pay Advice will open as an Adobe PDF document which means you will need Adobe Acrobat 

on the desktop you use to access the information. 
 
 

 
Campus location 

Dates of Paycheck distribution 
 
 
 
 

 
Your Name & Mailing 

Address will appear 
here. Number of Federal and State withholdings 

 
 
 
 
 
 

Tax withholdings paid for 

current pay period 
 

 

Total YTD (year- 

to-date) payroll 

deductions 
 

 
 
 
 

Gross amount 

of 

compensation 

earned 
 

 
 
 
 
 

Current Leave Accrual 

Balances 
 

 
 
 

Current Direct Deposit 

information plus total 

amount deposited 

 

Your Name, Mailing Address 

and Campus Location will 

appear here. 
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How to view a previous pay advice: 

 

 

 
1. Click here  

An additional window will open.  

 

2. Enter the dates you wish to 

view/print your pay advice. 

 

3. Click Done 

4. You are now able to view pay advices From Check Date 3/12/2017 To 6/17/2017 

Click the Check date of the advice that you would like to view/print and your pay advice will appear. 
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How to Sort pay check information: 

You have the ability to sort by Check Date, 

Company, Pay Begin Date, Pay End Date, 

Net Pay (example above), and Pay Check 

Number. 

By clicking on this feature: 

Congratulations. You are now able to view/print previous pay advices and sort the information. 
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