Time Tracking for Hourly Staff

Tracking Time Worked (Time Worklet)
The Time worklet is used exclusively for tracking the time worked by hourly employees. (If you
are a salaried employee, you will not see this worklet on your homepage.)
There are two options for entering time:
1. Use the Time Clock to Check In/Out for each shift
2. Enter time worked by week
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Using the Time Clock (Option 1)
The Time Clock will allow you to Check In/Out for your shift quickly and easily, recording your
exact time in or out. Be sure to indicate when you’re leaving for a meal period versus at the end
of your workday.

The images below display the Check In/Out screens, which take just a click or two to complete.
For Check In, you can leave everything at the default and click “OK” to submit. Note: Callback
hours, when needed, can be logged using the Callback area under Time Type.
For Check out, indicate whether you are leaving for lunch (“Meal”) or for the rest of the day
(“Out”) and then click “OK” to submit.

That’s it! Your time will be automatically submitted to your supervisor for approval at the end of
the pay period.
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Entering Time by Week
Click on the Time worklet, then select “This Week” from the Enter Time menu. You will be
presented with a calendar – you can click on any day on the calendar to record time worked that
day. Note: The Out Reason should be changed to “Meal” when your “Out” time is due to taking
a meal period.

Here is how a standard workday may appear on the calendar, including taking a 1-hour lunch:
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There is an alternative view that provides the same week-based time entry but in a different
format. To access it, click on the yellow “Enter Time” button at the bottom of the screen, then
select “Enter Time”.

This screen allows you to enter time in and out a little more quickly, especially if you are
entering multiple days at once (though it is recommended that you enter time daily).

Note: Once time is entered, it is automatically saved and does not need to be submitted until the
end of the pay period.
Submitting Time Worked for Approval
At the end of the 2-week pay period, you will receive a notification from Workday to log in and
submit your hours for manager approval. To do this, you will access your timesheet (through
Enter Time – This Week) and hit the green “Submit” button at the bottom of the screen. Done!

