
WEB TIME ENTRY INSTRUCTIONS 2019



STEP 1: LOGIN TO YOUR MYMRU ACCOUNT

Enter your account information and 
click Login to access your account.

If you need any help with your 
account, Account Resources provides 
you with more information regarding 
account issues.

Useful Links will take you to other 
external links.
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STEP 2: ACCESS YOUR TIME SHEET

Under the Employee tab, click 
Resources & Timesheets.

On the left-hand side, under Pay 
Information, click Timesheets.
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STEP 3: SELECTING YOUR PAID POSITION

Select your desired Title and Department 
by clicking the button under My Choice.

Pay Period and Status shows different pay periods.
It will display the most recent pay period on top.

Pay Period drop down
If you wish to look at past pay periods, view 
them using the Pay Period drop-down list.

Pay Period Status

Click Timesheet when done with your selection.
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STEP 4: ENTERING YOUR HOURS

Click Enter Hours under the working 
date you wish to enter the time for.

Fill in the Hours entry field with the 
number of hours you have worked.

a. Click Save when done.

Click Copy to copy hours for the 
remainder of the pay period.
See more information on page six.

Finalize your hours.

Enter your Regular Pay hours 
on the first row.

Enter your Overtime Pay 
hours on the second row.
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STEP 4A: COPY YOUR HOURS THROUGHOUT THE PAY PERIOD 

Once you have entered your hours, click Copy.

Click Timesheet or Previous Menu to go 
back to your timesheet.

Click Copy when you are happy with the 
dates selection.

Select the dates over the pay period you wish 
to copy the hours to.
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STEP 5: SUBMITTING FOR APPROVAL

To send in your hours, click Submit for Approval.

If you are not yet ready to submit your 
timesheet, please refer to page eight for 
more options.

Once you click Submit for Approval, 
your timesheet will be locked.

When successful, a notification will appear on 
the top left-hand of your screen.

1

2

Note: 

Note: 

Enter Hours

1



TIMESHEET OPTIONS

Position Selection will take you back to Step 3.

Click Restart to delete your progress and 
start over.

Click Comment to insert comments.

To see an overview of your time sheet, 
click Preview.

Click Next to see the rest of the pay period.
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