
Enter Time   

Audience: Employees 

Overview: 

Employees will use Workday to enter their time worked each week and will use the Time 

Clock functionality or enter hours directly into the timesheet.  

Time must be submitted in Workday and approved by your manager. 

Note: If you have made an error, contact your manager, who can make corrections to 

your timesheet. 

 

This job aid covers: 

 Enter Time via Time Clock 

 Enter Hours into Timesheet 

 Submit Time via Timesheet 

  

 

 
 

Enter Time via Time Clock 
 

Follow these steps for each day you work. 

1. From the Workday homepage, select Menu in the top left-side of the page.  

 

2. Click the Time application. 

           

3. In the Time Clock section, click the Check In button. 
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4. Enter the Time Type and any other Details, as applicable. Click OK. 

 

5. Click Done. 

 
 

6. When it is time to check out for a meal, (such as lunch), follow steps 1 and 2 above to get 

to the Time Clock section. Click Check Out. 
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7. Click Meal in the Reason section, then click OK. 

 

8. Click Done. 

 

9. When you return from your meal, follow steps 1 and 2 above to get to the Time Clock 

section. Click Check In. 
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10. Select box to use default values from previous check-in or select Time Type and 

additional Details, as applicable. Click OK. 

 

11. Click Done. 

 

12. When leaving for the day, follow steps 1 and 2 above to get to the Time Clock section. 

Click Check Out. 
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13. Click Out in the Reason section, then click OK. 

  

14. Click Done. 

  

 

 

 

Enter Hours into Timesheet 
 

1. From the Workday homepage, click the Menu icon. 
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2. Click the Time application. In the Enter Time section click the This Week (0 hours) button. 

Note: The number of hours may be different than (0 Hours). For example, if you have 

previously submitted time for 8 hours, the button will show This Week (8 hours). 

                 
 

3. Click the day of the week you want to enter time. The cell will fill blue and say Enter Time. 

  
 

4. The Time Type may default to RP - Regular Hours. Enter the number of hours worked in the 

Hours field. Select a Grant and/or Location, if applicable. Click OK. 
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5. If the Time Type does not default to RP - Regular Hours, click in the field. 

 

6. Click Time Entry Codes.  

 

7. Select RP - Regular Hours. 
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8. In the Hours field, enter the number of hours worked. 

Enter a Grant and/or Location, as applicable. Click OK. 

 

 
 

9. To remove a time block that has not been submitted, click on the block. Select Delete. 
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10. Click OK. A pop-up will confirm deletion. 

 

  

11. At the end of the pay period, when all your time has been entered, click Review. 

    
12. Review your hours, then click Submit. 
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13. When your time is submitted, the time entries will appear shaded gray. 

 

14. Once your time is approved, the time entries will appear with a green side bar and check 

mark, confirming your time was approved. 

   

 

Submit Time Via Timesheet 
 

Submit your timesheet on a biweekly basis at the end of a pay period. 

1. From the Workday homepage, select Menu in the top left-side of the page.  
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2. Click the Time application. 

                 

3. In the Enter Time section, click This Week. 

   

4. Click Review. 
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5. Review time totals and click Submit. 

 

   
 


