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Go to the My HR Link 
1. Click Sign-On 
2. Enter NUID and Password 
3. Verify Login to My HR 
 

4. Click Workspace Tab 
5. Click Team Tools Link 
6. Verify UBT Tracker is displayed 

 

Note: Note: UBT Tracker is designed for 
Internet Explorer 6 (IE 6) 
 

If you are using IE 7, upgrade to IE 8  
and run in Compatibility Mode 

 Viewing Team Info:   Step 1   Login to My HR               Step 2   Access UBT Tracker 

Click My Teams  to view your Team(s):                

Add a Team to My Teams page 

Pop-Up Reports:     Team Summary & Team Details 
Printing:      Each Team starts on a new page 
To To SAVE:SAVE:   Print to MS Office Doc. Image Writer or Adobe PDF 

Pop-Up Reports 

    Team Summary Report shows: 
• Team information including Rating,  
• Names of the members in privileged roles 

like Sponsor and Co-Lead. 
• Project overview like the Focus Area, Metric 

and date the project was last updated 
 

    Team Details Report shows: 
• Information on each performance improve-

ment project  
• Includes the project results and learning's. 
 
Pop-Up Report limits: 
• Select a UBT - up to 200 teams 
• Search Projects - up to 250 Projects 

Note: 
Data is updated nightly. Changes will not be 
included in these reports until the next 
business day. 

Pop-Up 
Reports 

Use Select a UBT or Search Projects to 
find a team 
 

1. Go to the Project page - Click Name of 
UBT or Name of Project 

2. Click “Add to My Teams” button 

3. Click OK 

Note: 
If you have a 
Role in the 
team there will 
be no button. 

Roles are: 
Sponsor, Consultant, Proxy, Co-Lead, 
Representative, or Member 

A Role is 
assigned in 
these teams 






