
Workday- Non-EXEMPT EMPLOYEE TIME 

Click on the title below to hyperlink to desired section: 

• Clocking in via workday 
• Approving your own time 
• Requesting time off 
• Status of time off request 

There are currently TWO methods to clock in and out.  At this time, all employees MUST use one of these two methods.  Clocking in / out using a mobile device 
is prohibited. 

1- Use the new timeclock and punch in using your badge.   
2- Clock in and out using the Workday tile in OKTA at your workstation.   

 

CLOCKING IN VIA WORKDAY 

1. Open OKTA and login to the Workday tile.  
2. Click on “TIME”.  If “TIME” is now showding, click 

on “VIEW ALL APPS”.   
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3. Click on the “CHECK IN” button 

 

 

4. Select REGULAR hours or TELECOMMUTING hours (employees DO NOT need to put both in 
if telecommuting) 

5. Follow this same process for all remaining punches.   
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APPROVING / SUBMITTING YOUR TIME FOR APPROVAL 

1- There are two options to approval your time.  Each will take you to the same place: 

Via Home Screen Via Time App 

 

 
 

2- You can view your week (EACH week must be submitted separately): 
3- Are your hours correct? 

a. YES- Click on the Review button 
b. NO- Email corrections to your supervisor 
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4- Continue to next screen and click SUBMIT. 

 

5- Your time will now show as “SUBMITTED”   
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REQUESTING TIME OFF: 

1. Click on ABSENCE App 
2. Click on REQUEST ABSENCE 
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3. Click on SELECT DATE RANGE or SELECT A DAY 
4. Click on REQUEST ABSENCE 
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5. Select TIME OFF (DO NOT select Leave of Absence unless previously approved by HR) 

 

6. Select type of time off 

 

 

 

 

 

 

7. Click next 
8. Validate: 

a. Date 
b. Type of time off 
c. Hours per day 
d. You CAN edit the time if needed by clicking “EDIT QUANTITY PER DAY” 
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STATUS OF TIME OFF REQUEST: 

1. Click on ABSENCE app 
2. Click on MY ABSENCE 
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3. Review status in column 
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