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TIME ENTRY AND APPROVAL

Approval path:

Time entry without cost Time entry without cost Time entry with cost
center override center override center override
Initiated by: Initiated by: Initiated by:

Employee or Timekeeper Manager/delegate Manager/delegate or timekeeper
Approved by: Approved by: Approved by:
Manager/delegate Automatic approval . Manager/delegate (if timekeeper

entered)
+ Signing Authority

+ Office of Research (if research
account)

ENTER OVERTIME FOR AN EMPLOYEE

1. Onthe Workday homepage, click View All Apps to go to the Team Time application.
Note: If you do not have the Team Time application, add it by following the Add Team Time

Application instructions. You must have the Timekeeper security role to add Team Time.
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. Select Enter Time for Worker from the Actions menu.
3. Fill out the Worker and Date fields.
4. At the top right of the time entry calendar, click the Actions button to select Auto-fill from Schedule. This
will fill in all regularly scheduled hours for the week.

Week ~ Actions ¥ Su mmary
Sun. 3/1 Mar 8- 14, 2021
un, 3 Auto-fill from Schedule
Hours: 0
Clear
Regul 0
Enter Time by Type egular
Overtime x 1.0 0
Request Absence .
Overtime x 1.5 0
Review Time Overtime x 2.0 a
Review Time by Week Time Offs 0
Run Calculations Total Hours (excl Time Offs) 0

Note: This screen displays the employee's regular scheduled hours.

5. Click OK to populate the hours into the calendar.
Note: Uncheck any stat holidays or vacation days.

6. Select the portion of the day where the hours will be added (i.e. for hours worked past 4:30 p.m., select the
afternoon portion of the applicable day) and update to include overtime hours worked.
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Hours Worked - In/Out
B:30am - 12:00pm
(Meal)

3.5 Hours

(0 Not Submitted

Hours Worked - In/Out
1:00pm - 4:30pm

3.5 Hours

@ Not Submitted

Hours Worked - In/Out
8:30am - 12:00pm
(Meal)

3.5 Hours

(5 Not Submitted

Hours Worked - In/Out
1:00pm - 4:30pm

3.5 Hours

(5 Not Submitted

Hours Worked - In/Out
8:30am - 12:00pm
(Meal)

3.5 Hours

() Not Submitted

Hours Worked - In/Out
1:00pm - 4:30pm

3.5 Hours

() Not Submitted

Hours Worked - In/Out
B8:30am - 12:00pm
(Meal)

3.5 Hours

(5 Not Submitted

Hours Worked - In/Out
1:00pm - 4:30pm

3.5 Hours

(5 Not Submitted

Note: Leave Payroll Flag field blank. Populating this field will result in unpaid hours.

Enter a cost center override only if these hours are not paid from the employee’s default account.

7. The hours entered for the week will display in the Summary section to the right of the time entry calendar.

8. Once all hours have been entered for the week, click Review to review and submit the hours.
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Hours Worked - In/Out
8:30am - 12:00pm
(Meal)

3.5 Hours

() Not Submitted

Hours Worked - In/Out
1:00pm - 4:30pm

3.5 Hours

(Y Not Submitted




Submit Time

You are about to submit time for the week 03/07/2021 - 03/13/2021.

Following date range will be submitted for approval.

Summary March 7 - 13,2021 : 7.5 Hours Total
Mar 8 -14, 2021 Total for March 7 - 13, 2021
Regular 28 Regular 75
Overtime x 1.0 8.5 X

Overtime 0
Overtime x 1.5 0
Overtime x 2.0 0 Time Offs 0
Time Offs 0

Total Hours (excl Time Offs) 36.5 Total Hours (excl Time Offs) 7.5

enter your comment

VIEW COMPENSATION RATES AND DEFAULT ACCOUNTS

Use the Time Entry Data for My Organizations report to view employees’ default hourly rates and default accounts
prior to entering their time.

1. Onthe Workday homepage, click View All Apps to go to the Team Time application.
Note: If you do not have the Team Time application, add it by following the Add Team Time

Application instructions. You must have the Timekeeper security role to add Team Time.
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2. Under the View menu options, select Time Entry Data for My Organizations.

Note: This report can also be accessed by typing the report name into the Workday search bar.
3. Leave the Supervisory Organization and Worker fields blank to view all employees you have time entry access

for, or enter a specific organization(s) or worker(s) to view a narrowed list and click OK.

Time Entry Data for My Organizations

Supervisory Organization

Worker

Cancel

4. For each employee, view the employee ID, position(s), supervisory organization, rate, and default accounts to

know whether or not the rate or account needs to be overridden when entering time.
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3 A
Tip: Export this report to Excel by clicking the Excel symbol above the table. ()= oo (@3 « or
duplicate the tab (right click the browser tab and select duplicate) to have the report open in another window

while performing time entry.

ENTER TIME FOR CASUAL STAFF

1. Onthe Workday homepage, click View All Apps to go to the Team Time application.
Note: If you do not have the Team Time application, add it by following the Add Team Time

Application instructions. You must have the Timekeeper security role to add Team Time.

Apps X

Pay
Compensation

Directory

Personal Information

My Team Management
Birthdays

Onboarding Status Summary

do
£
&
() Anniversaries
o4
5%
]

Learning

Team Time

Manager Reports

(ommm) (o)

2. Select Enter Time for Worker from the Actions menu.
3. Fill out the Worker and Date fields and click OK to continue.
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W Q Search

Enter Time for Worker

Worker 9' % Jon Bon Jovi

Date *| 12/03/2018 [

4. Click the day on the time entry calendar for which you want to enter time OR to enter time for the week, click
Actions at the top right of the calendar and select Enter Time by Type.

Week ~ Actions ¥ Summary
FI'.. 3;-12 Sat. 3!- Mar ? - 13, 2{] 21
Hours: 0 Hoursy
Enter Time by Type
Pay date 5 T Regular 0
. equest Absence
02/21/2021 - 03/06/2021 Ovartinia 0
Review Time by Week ;
Time Offs 0
Total Hours (excl Time 0Offs) 0

5. Under Time Type, select Hours Worked and enter the daily hours worked for the week and click OK at the

bottom to return to the time entry calendar.
Note: You must enter time in hours, i.e. half an hour would be entered as .5

Enter Time by Type

2 items

Time Type Worktags Sun, 2/28 Mon, 3/1 Tue, 3/2 Wed, 3/3 Thu, 3/4

| Z/ % Hours Worked

)| B O
0

6. The hours entered for the week will display in the Summary section to the right of the time entry calendar.
Note: Leave Payroll Flag field blank. Populating this field will result in unpaid hours.
Enter a cost center override only if these hours are not paid from the employee’s default account.
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7. Once all hours have been entered for the week, click Review to review and submit the hours.

Submit Time
Summary

Mar 7-13, 2021
You are about to submit time for the week 03/07/2021 - 03/13/2021.

HEQU| ar 7.5 Following date range will be submitted for approval.
Overtime 0
March 7 — 13,2021 : 7.5 Hours Total
Time Offs 0
Total Hours {excl Time Offs) 7.5 Total for March 7 — 13, 2021
Regular 7.5
Overtime 0
Time Offs 0

Total Hours (excl Time Offs) 7.5

enter your comment

Cancel

Note: If time entry is locked for payroll processing, you will receive an Alert notification and there will be no
Review button to select. To submit these hours you will need to wait until time entry re-opens (typically the
day before the current pay date).

VIEW STATUS OF A REQUEST

1. Go to the Workday inbox @ and click on the Archive tab.
2. Find and click on the relevant request in archive list.
Note: Archive items will only display for 30 days.
3. Within the View Event screen, click on the Process tab to view Process History.
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Overall Status Successfully Completed

Details

Process History 1 item

Process Step

Request Leave of Absence Request Leave of Absence Step Completed

<

VIEW HOURS SUBMITTED FOR AN EMPLOYEE

1. Enter the following report name in the search bar on the home page: UW Reported Time

On behalf of: Daenerys Targaryen

Q UW Reported Time

2. Select UW Reported Time Manager / Time Keeper Report

Search Results 2 items
Tasks and Reports

UW Reported Time Blocks for a Worker

UW Reported Time Manager/ Timekeeper

3. Enter the worker name and time period for Reported time

UW Reported Time Manager/ Timekeeper

Worker % Jon Bon Jovi

StartDate | 12/03/2018 [

End Date 12/28/2018 [
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4. Click OK to view the report.

¢ UW Reported Time Manager/ Timekeeper Cios)

Worker  Jon Bon Jovi EndDate  12/28/2018

3items B = ol B0
Time Block Status Worker Employee 1D Reported Date Hours/ Unit Time Entry Code Unit Overide rate Override Cost Center Source

Approved Jon Bon Jovi 228 1211112018 6 Hours Worke

Approved Jon Bon Jovi 228 121112018 4 Hours Worked Hours 0 User Entered

6 Hours on 12/12/2018 Approved Jon Bon Jovi 228 1201212018 6 Hours Worked Hours 0 User Entered

TIME ENTRY TROUBLE SHOOTING

I am trying to enter casual hours into the Time application and it won’t let me.

e  You can only enter hours into Workday as early as your start date. Check the start date listed in your worker
profile.

e The Time Entry system gets locked during payroll processing and you will receive an alert if you attempting
to enter hours during this time. Time entry is locked for monthly staff the Thursday the week before the pay
week and the Monday of pay week at noon for bi-weekly employees. Time entry re-opens the day before the

pay date and any hours entered at that time will be paid on the next pay run.

My manager received a request to approve my hours for one of my casual positions but I didn’t
submit them.

If you have multiple casual positions, when hours are submitted for one position, any hours entered for other
positions are also submitted. There is no limit to the number of times you can submit hours if additional hours have
been added that need to be approved. Any hours that have already been approved will not go for approval again,
unless something has changed.

Because the time entry system requires hours to be approved by week, it is best practice to submit hours at the end of
each week to streamline the process.

How do I correct hours that have already been entered? Can I do this even after they have been
approved?

In the Time Entry screen, click on the time block you want to correct. Make your corrections and resubmit the hours

for that week. Hours corrected after they have already been paid will show as an adjustment on the employee’s next
pay.
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If time is entered for multiple positions in the same week, which manager receives the approvals?
Will all hours go to both managers?

No. Hours that are entered on another position will only go to the manager listed for that position. If the hours have
been submitted already, they will not go for approvals again, even though the summary page shows all hours for that
week. If the hours are entered and have not been submitted, when you submit your hours for the week, it will also

submit the additional position’s hours, which will go to the applicable managers for each position.

If I enter a cost center override on hours in time entry, will all associated benefits be charged to the

override account as well?

No, only the hours will be charged to the override account. All associated benefits (vacation pay, employer taxes, etc.)
will remain charged to the default account. If this is an issue, an additional job can be added with a different cost
center associated with it to allow all earnings and associated benefits and costs to be charged to a separate account.
What if a casual has three positions - How is overtime determined?

Overtime will be applied to the position that takes the employees over the 44 hour threshold.

What is the impact of the employment end date on time entry?

The end employment date does not terminate employment but is used for reporting and mass termination actions by

the HR Administration team. If you are entering time for an employee whose end employment date has passed, the

time entry will still be passed to payroll for processing.
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