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MANAGER SELF-SERVICE TIME TRACKING

HOW DO | ACCESS A WORKER'S TIME AND VIEW THEIR HOURS IN TIME TRACKING?

1 You can view time directly from the My Team’s Time worklet on your All About Me page.

*

My Team’s Time

* My Team's Time

Worker

Check-in Status

Hours

Regular

¥ Ben Adams

a0 |

w Kevin Turner

0

Overtime Double

Hours

Time
Hours

Worker hours are customizable. Access the Settings icon to set the calendar range.

Alternatively, to view a workers time calendar entries, from a worker’s related action icon, select
Time and Leave > View Time Clock History.

"

y Ted

4 4 4 4 4 4

4|

4|

o+ 4 0=

Available Actions

Compensation
Job Change
Manage Work
Organization
Payroll
Personal Data
Procurement
Safety Incident
Talent

Time and Leave

Worker History

Favorite
Security Profile

Worker: Ben Adams ®a

Enter Time
Enter Time Off
View Time Off

Contact
Phone
Email

Work Address

3939 The Embarcaderc
San Francisco, CA 8411
United States of America

Instant Messenger (@ b

ocial Metwork

Add Time Clock Event
View Time Clock History

View Time Off Balance

View Time Off Results by Period

Q@ +1 (707) 635
[E4] badams @wo

2 Navigate to the appropriate start date, either by typing or using the calendar. Click Ok.

Worker =|Ben Adams 4§
Start Date #|04/01/2013

Time Clock History

el

=]
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3 From the Time Clock History page, click the View Time Calendar for Worker button.

Time Clock History
¥ Ben Adams D Change

Displaying Clock Events from 04/01/2013 to 04/07/2013

m Add Clock Event View Time Calendar for Worker

You have the option of resetting the start date again. Click Ok.

4 The worker’s time calendar displays showing their individual time block entries.

Enter Time
¥ Ben Adams
Regular Hours: 40 Overtime Hours: 0 Double Time Hours: 0 Total Hours Worked: 40 Everl
[ Eniarime Y] =/ Apr01-07,2013 =
Mon 04/01 Tue 04/02 Wed 04/03 Thu 04/04 Fri 04/05
Hours Entered: 8 Hours Entered: 8 Hours Entered: 8 Hours Enterad: 8 Hours Entered: 8
[ [ [ [ Pay date

03125/2013 - 03/31/12013

8 |Worked Time o i Worked Time 1 Worked Time o+ i Worked Time i Worked Time + 1

4 Hours 4 Hours: 4 Hours 4 Hours 4 Hours.
g |&:00am- 12:00pm .. B:00am - 12:00pm ... &:00am - 12:00pm ... B:00am - 12:00pm ... B:00am - 12:00pm ...
Cost Center 34000 ... Cost Center 34000 .. Cost Center 34000 ... Cost Center 34000 ... Cost Center 34000 ...
10 Division Other ... Division Other ... Division Othar ... Division Other ... Division Other ...
11
12

Click on the information icon to preview the time block. Select the tabs for different information
about the entry.

Time Block: 4 Hours on 04/01/2013 &

Worker  Ben Adams
Date  04/01/2013

Approved  Yas

Reported Calculated History
WorkedTime A7 | -
4 Hours ™ Reported Quantity 4 Hours
8:00am - 12:00pm ... Time Entry Code  Worked Time
Cost Center 34000 ... Out Reason  Meal
Division Other ... Comment

Cost Center 34000 Facilities
Division  Other Services
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HOW DO | MODIFY, EDIT OR DELETE THEIR TIME PREVIOUSLY SUBMITTED?

1 Select the Select Week link in the Time Worklet.

Enter Time

¥ Ben Adams

Regular Hours: 40 Cwvertime Hours: 0 Double Time Hours: 0 Total Hours Worked: 40 Ever|

BRI '« Apr01-07,2013 =/
Mon 04~ Tue 04/02 Wed 04/03 Thu 04/04 Fri 04/05
Hours Ente. ... - Hours Entered: 8 Hours Entered: 8 Hours Entered: 8 Hours Entered: 8

[ Pay date
03/25/2013 - 03/31/2013

8 |Worked Time

4 Hours
g |8:00am- 12:00pm ...

Cost Center 34000 ...
Othar ...

Worked Time

4 Hours
B:00am - 12:00pm ...

Cost Center 34000 ...
Division

Worked Time

4 Hours
8:00am - 12:00pm ...

Cost Center 34000 ...

i Worked Time

4 Hours
B:00am - 12:00pm ...

Cost Conter 34000 ...

&1 Worked Time

4 Hours
B:00am - 12:00pm ...

Cost Center 34000 ...

i o i o 1

10 Divisian Other ... Division Other ... Division Other ... Division Other ...
11
12
2 Click a time block to open the content.
Enter Time
04/05/2013
Time Type '."'-.":;ll'FZE::i Time E‘
In =% 8:00 AM
Cut =|12:00 PM
Worked Time
A M Out Beason #|pMeal -
Hours 4
Cost Center 32000 ... .
Division  Other .. K Unit  Hours
Details

Override Rate .00

¥ 34000 Facilies 7|&
x Other Services 7|

Cost Center
Divisian

Comment

If editing, make corrections and changes to the time block; when finished, click Ok.
Click Delete if you wish to remove the time block completely.

6 © 2013 Workday, Inc.
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3 Confirm the block deletion by clicking Delete.

Delete Time Block

?Varked Time 1| Do you want to delete
3.5 Hours < this time block?

Cost Center 34000 ..

Division Other ...

4 Time block revisions will need to be submitted.

Worked Time o i

4 Hours
B:00am - 12:00pm ...

Worked Time

4 Hours
B:00am - 12:00pm ...

Approval
Missing

Click Submit this Week to initiate the approval process.

T Fm = ! Submit this Week

5 Depending on your business process, manager submissions of edits complete the process.

You have submitted::

Time Entry: Ben Adams - 3.5 hours from 04/01/2013 to 04/07/2013 = Actions

5 ﬂProcess Successfully Completed

¥ Details and Process
For % BenAdams
Overall Process ¥ Time Entry: Ben Adams - 3.5 hours from 04/01/2013 to 04/07/2013
Overall Status  Successfully Completed
Due Date  04/12/2013

Details Process

Process History - 3items

Process Step Status Completed On Due Date Person

w Enter Time Enter Time Submitted 04/10/2013 02:45:04 PM 04/12/2013 ¥ Enrigue Vasquez
¥ Enter Time Approval by Project Manager Not Required 04/12/2013

¥ Enter Time Approval by Manager Not Required 04/12/2013
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HOW DO | APPROVE, SEND BACK OR DENY TIME SUBMISSIONS?

1 From your Workfeed hover over the time entry action, and select the Review button.

& Workfeed ~ x

Actions (1) Motifications (0) ‘é 0‘1 i @

1 itemi(s)

* Time Entry: Ben Adams - 37.5 hours from 04/08/2013 to 04/14/2013

45 second(s) ago - 04/12/2013, ctive 04/14/2013 .
45 second(s) ago - Due 04/12/2013; Effective 04/14/2013

2 In the expanded worklet, review the time entry information. You can see the worker’s time entry
calendar by clicking More. Click the Deny button to deny approval of the submission, which
removes the action from the manager’s workfeed, and leaves the worker submission untouched. The
worker will not be able to resubmit the entries until an edit is made to them.

@ Workfeed ~ *

Actions (1) Notifications (0) \é e i @

1 item(s)

' Time Entry: Ben Adams - 37.5 hours from 04/08/2013 to
= 04/14/2013

45 second(s) ago - Due 04/12/2013; Effective 04/14/2013
Evening Shift Premium Hours 0
Might Shift Premium Hours 0
Regular Hours  37.5
Overtime Hours 0
Double Time Hours 0
Total Hours Worked  37.5

Send Back v | f=ENlE

By clicking the Send Back button, the worker receives a workfeed notification to revise the time
entries and resubmit them.

- Send Back To: d
' Ben Adams - Revise Time

Send Back v [l
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HOW DO | SUBMIT A WORKER’S TIME FOR THEM?

Managers can submit time for a worker only through the Enter Time task.
1 From the worker’s related action icon, select Time and Leave > Enter Time.

\/ | Available Actions Worker: Ben Adams *& 8 |
Compensation
nt Job Change Contact

Phone () +1(707) 635-0421 (Telephone)
Email [~ badams@workday net

Work Address

Manage Wark
Organization
Fayrall

eg

¥
¥
¥
¥
¥
3939 The Embarcadero
Fersonal Data ] San Francisco, CA 84111
¥
¥
¥
¥
¥

Procurement United States of America

Safety Incident
Talent

Instant Messenger @L‘adams

ocial Network ;i tm L

| Time and Leave
Worker History

Enter Time
Enter Time Off sartment
View Time Off wciate, Day Shift

Favorite
Security Profile  » Add Time Clock Event

2 Select the appropriate date or week in the time entry calendar.

Enter Time for Worker
Worker #|Ben Adams 7 |

Date *|04/01/2013 & E Cancel

If the worker has created time blocks, but has not submitted them for approval, the Submit this
Week button will not be available. The manager will need to either enter time for the worker, or
make an edit to an existing time block, such as by typing a comment.

Enter Time

¥ Ben Adams
Regular Hours: 22.5

Double Time Hours: 0

Submit button missing

=/ Apr01
Mon 04/01 Tue 04/02 Wed 04/03
Hours Entered: 7.5 Hours Entered: 7.5 Hours Entered: 7.5
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Once a change to the time entry calendar has been made, the Submit this Week button becomes
available. Click this button to submit the time, and then confirm the submission.

Enter Time

¥ Ben Adams
Regular Hours: 22.5 Crvertime Hours: 0 ]

Submit this Week

Mon 04/01 Tue 0402

Hours Entered: 7.5 Hours Entered: 7.5

Depending on your company’s business process, once the time entry calendar has been submitted
by the manager, no further action is needed.

You have submitted::

Time Entry: Ben Adams - 22.5 hours from 04/01/2013

n 9 Process Successfully Completed
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