
Timecard 
available 
online.



All fields with 
an asterisk
are required.



Enter total hours worked for 
each date in the pay period.

Hours must be rounded to 
nearest quarter-hour.

Hours may not exceed 8.00 per 
day or 19.00 per week.

Totals must match data entered 
in KRONOS, if applicable. 
Discrepancies may delay pay 
check.



Select mentor 
from 
dropdown list.

Errors may 
delay 
paycheck.



A copy of your entire 
submission will be 
sent to your UMail. 
Save these 
confirmation emails 
to keep track of 
your submitted 
UROP hours.


