Workday Time Tracking Job Aid 2025R2-

. . TLS EDIT-07/07/2026
Audience: Managers and Timekeepers

Manage Your Team’s Time

@  This job aid provides guidance to managers on reviewing and managing their team’s time entries in
Workday

Team Time Management
Workday e Manager, Timekeeper.
Role(s)

Steps ¢ Enables managers to view, approve, review, enter, modify, and manage time for their
team members in Workday to ensure accurate time reporting and payroll processing.
Timekeepers should be aware of these processes as well.

Edit and Approve Team Time — Option 1:

1. From the Workday Home page, clickghe lnbox (My Tasks) icon.

2. In All Items, select the Time Entry task forthe individual worker you want to review.
3. Scroll to the Daily Totals section to review hours entered for each'date.
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Straight Time Hours  Holiday Hours  Paid Time Off Hours ~ Weeckend Shift Differentials  ReportingPay  Comp Overtime Hours  Overtime  Unpaid Time  Gen. City Hours Only - Total Hours
80 0 0 0 0 0 0 80
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Worker
Daily Totals 10 tems EHEH=D .S :‘TI

Date Type

077 Stiaight Time Pay

4. Scroll down to the Entries to'Approve grid:
o Review reported hours, worktags, and time block details.

o To locate the Details Column, scroll to the right. To look at more in depth details and select the
magnifying glass icon’s Related Actions to view more information.
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Manage Your Team’s Time
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10tems HE=T@EC E
e
Time Block Check-in Check-out
Date Type Time Block Reported Quantity Units. Worktags. Comment Comment Comment Details
Mon, 1/5 077 Swaight Time Py 8 Hours Cost Center: 2110 Comptroller Q
Fund: 0001 General
Tue, 1/6 077 Straight Time Pay 8 Hours Cost Center: 2110 Comptroller agd
Fund: 0001 General
Wed, 117 077 Stesight Time Pay 8 Hours Cost Center: 2110 Comptioiler a
Fund: 0001 General
Thu, 1/8 077 Straight Time Pay. 8 Hours Cost Center: 2110 Comptroller Q
Fund: 0001 General
Fi, 1/9 077 Straight Time Pay 8 Hours Cost Center: 2110 Comptroller Q
Fund: 0001 General
Mon, 1/12 077 Straight Time Pay 8 Hours Cost Center: 2110 Comptroller aQ
Fund: 0001 General
Tue, 1113 077 Straight Time Pay 8 Hous Cost Center: 2110 Compirolles Q
Fund: 0007 General
Wee, 1114 077 Straignt Time Pay 8 Hous Cost Center: 2110 Comptroiler Q
Fund: 0001 General
Thu, 1115 077 Straight Time Pay 8 Hours Cost Center: 2110 Compiroller qQ v
> All Current Time i

A 4

5. After completing your review, choose he following:

o Approve — to approve the time entry. i r for another review and approval.
The manager’s task is now done.

o Send Back — to return

o Close — to exit withou i i ot approve nor send back to the employee, the
timecard is still waiting approval task.

Benefits and Pay

Expenses Hub

E  Procurement ~
Procurement it

& Recruiting ~
Recruiting

&5 Team ~

My Team Management

“Time and Scheduling Hub

My Open Positions
Manager Insights Hub.
Manager Insights Hub.

My Team
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Manage Your Team’s Time
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10.
11.
12.

13.

From the Team option along the side menu and choose Manager Insights Hub and expand Time &
Scheduling Hub.

Click Edit and Approve Time.

Enter or confirm the Date.

Under Review, select Direct Reports only.
Under View, select By Period Schedule.

In Period Schedule, click Search, choose All and select the appropriate schedule (for example, Biweekly
— Sunday to Saturday).

If you would like to filter you may, however to catch all Workers, leave the'options as they appear

Filter Workers By

Worker Type * Employee

Employee Type

Pay Rate Type

o
FLSA exempt Status O All Workers
Exempt

Mon-Exempt

Click OK«to load team time entries.

Select the checkbox next to one ormore employeesywhose timecards are ready for approval.
To select all employees, select the cheekbox in the column header (if applicable).

Ensure onlyyemployees with'submitted time are selected.

Click Approve. In paratheses nextito Approve, there should be the number of employees selected to be
approved REMINDER - ONLY TIME THAT HAS BEEN SUBMITTED BY THE EMPLOYEE CAN BE
APPROVED.

Confirm the approval‘action whén prompted.
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Manage Your Team’s Time

Review Time

(X  Edit and Approve Time
&b Direct Reports

tlo Operational Analytics

14. This completes the manager’s approval process. Itnow moves on to,.the Timekeeper for approval.

Timekeepers Prg@ess

1.

Timekeepers, depending on theirmanager status in Workday, may not see the Team — Time and

Scheduling Hub. In‘order to approve time, Timekeepers must either go to their My Tasks and approval
individual.employee time, after'the manager has approved

OR

Timekeepers would enter “Edit and Approve Time’ in the Seach bar and choose the Edit and
Approve Time report'option. Click Edit and Approve Time.

Under Review, Timekeepersido not get the option to Direct Reports unless they are a manager also. If
not a manager, then choose the By Organization selection and choose organization, also known as
the Cost Center. There maybe many options to choose from but by selecting the organization that lists
“‘Department™at the end should include all department staff that the timekeeper has access to.

Under View, select ByyPefiod Schedule.

In Period Schedule, click Search, choose All and select the appropriate schedule (for example,
Biweekly — Sunday to Saturday).

If you would like to filter you may, however to catch all Workers, leave the options as they appear
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Manage Your Team’s Time

Filter Workers By

Waorker Type REEDERTES -
Employee Type -
Pay Rate Type

FLSA exempt Status * ¢ , workers

P
() Exempt

() Mon-Exempt

o

Click OK to load team time entries.
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Manage Your Team’s Time

Menu Shorteuts

Pay
Benefits and Pay

Expenses Hub

"B Procurement ~
Procurement it

& Recruiting ~
Recruiting

&b Team ~

ar ent
Time and Scheduling Hub.

My Open Positions
Manager Insights Hub
Manager Insights Hub

My Team

[ saved

2. Under Time Tracking, click Enter Time for Worker.

= MENU jﬂ\,m

| B Overview
E Review and Approve Time
(2 Editand Approve Time
4%  Direct Reports v
glc  Operational Analytics v

B  Team Absence Calendar

<  Suggested Links ~
My Team's Schedule

View Absence Occurren...

Time and e
© Scheduling Hub

Q Search

Team Actions

==1 . .
Time Tracking

My Team’s Time Requests
Enter Time for Worker
Assign Work Schedule

Needs Review

@ Time Offs Pending Approval

Orequests

y

@ Absence

(Requesl Ahsence) ( Manage Absence )

Return Worker from Leave

Workers Approaching Time
m Accumulator Threshold

N
L

Time Accumulations for Workers

b 4

3. Inthe Worker fie
4. |n the Date field, sele

A 4

t the team member.
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week you want to enter time for, then click OK.
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Manage Your Team’s Time

Enter Time for Worker N X
Worker * =
Date * | 82/85/2626 [r]

Cancel

5. The Enter Time page opens for the selected worker

6. Enter time by clicking on the Calendar date (Time BI
repetitive tasks.

nd enter time as require e the Action button for

7. Review the populated time entries and m updates if nee

8. Click Review at the bottom of the page.
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Enter Time

Todsy ) < > Feb1-7,2026 Week Summary

Sum, 211 Mon, 2/2 Tue, 2/3 Wed, 2/4 Thu, 2/5 Fri, 2/6 Sat, 277 Feb1-7,2026
Hours: 0 Hours: 8 Hours: 8 Hours: 8 Hours: 8 Hours: 8 Hours: 0

| City Hall Time Period Lockout | city Hall City Hall | City Hall Straight Time Hours
B Hours 01/18/2026 - 01/31/2026 | BHours | BHours 8 Hours Holiday Hours.

Not Submitted | Not Submitted \ () Not Submitted | Not Submitted Paid Time Off Hours

&

City Hall Weekend Shift Differentials
& Hours Reporting Pay
Not Submitted Comp Overtime Hours
Qvertime
Unpaid Time
Gen. City Hours Only - Total
Hours

Scoocococeed

&

9. Click Submit to submit the time on behalf of the worker.
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Manage Your Team’s Time
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Today < » Feb1-7,2026

Sun, 21 Mon, 2/2
Hours: 0 Hours-8
City Hall Time Period Lockout
8 Hours 01/18/2026 - 01/31/2026
= Not Submitted
Gity Hall
B Hours

© Not Submitted

Q sSearch

Wed, 2/4
Hours: §

City Hall
8 Hours
©INot Submitted

10. A confirmation message displays stating “Yc¢

11. Review the Overall Status to confirm it shows €

12. It is important to note tha
completed. The next st
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By clicking the Submit button, you indicate that all hours reported are true and complete and that all reported time complies

with our policies.
Fallowing date range will be subrmitted for approval,

City Hall February 1 - 14, 2026 : 40 Hours
8 Hours.

Not Submi
Total for February 1 - 14, 2026

Straight Time Hours 40
Heliday Hours 0
Paid Time Off Hours 0
Weekend Shift Differentials 0
Reporting Pay 0
Comp Overtime Hours 0
Overtime 0
Unpaid Time 0

Gen. City Hours Only - Total Hours 40

enter your comment

mitted” an
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cess Successfully Completed.

process for the managers has been




	Edit and Approve Team Time – Option 1:
	Edit and Approve Team Time - Option 2:
	Access Worker’s Time – This shows how to enter time for an employee by the manager

