
Workday- EXEMPT EMPLOYEE TIME & PAYROLL APPROVAL 

• Entering time via workday 
• Adding time to your own timecard 
• Approving your own time 
• Approving Team time 
• Entering time FOR an employee 
• Entering absence FOR an employee 
• Requesting time off 
• Status of time off request 

 

 

  



 

 ENTERING TIME VIA WORKDAY 

1. Open OKTA and login to the Workday tile.  
2. Your hours worked should pre-populate into 

your timecard.   
3. Click on “TIME”.  If “TIME” is not showing, 

click on “VIEW ALL APPS”.   

 

 

4. Validate that your schedule is loaded by clicking “My Schedule” 

 

5. Next, select “Enter time” 
for proper week. 
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6. If your time does not populate (you don’t have a schedule): 
a. Click in the box of the date you are entering time.  
b. Select “TIME ENTRY CODE”.  DO NOT SELECT ABSENCE (this will be explained later) 
c. Select the type of hours: 

i. Regular 
ii. Telecommuting (this is now a paycode and you do NOT need to enter both. 

7. Click “REVIEW” to approve your own time 
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8. Continue to next screen and click SUBMIT. 

 

9. Your time will now show as “SUBMITTED”   
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APPROVING TEAM TIME VIA WORKDAY 

 

1. Click on TIME AND SCHEDULING HUB 
2. Click on REVIEW AND APPROVE TIME 
3. Select date of review 
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4. The pay week of the date you entered will pull up.  
5. Review Time Key: 

a. Flag= Time not submitted 
b. Review 

i. Unsubmitted time (Employee has not yet signed off) 
ii. Submitted time (Employee has signed off on time) 

iii. Approved time (Supervisor approval received) 
iv. Total hours equal 80 

6. Click on each employee name to review time AFTER they have sumitted time 
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7. Review daily and total hours.  Upon review, there are three options: 
a. Approve 
b. Enter time for employee (Should ONLY be used if employee cannot add themselves) 
c. Send back (if time doesn’t total 40 hours and timecard requires further employee approval) 
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ENTERING TIME FOR EMPLOYEE- 
NON-EXEMPT 

1. Click enter time for worker (see prior 
step) 

2. Click on the day you wish to enter time 
3. Add: 

a. Time type 
b. In Punch 
c. Out punch 
d. Comment for missed punch 
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ENTERING AN ABSENCE FOR AN EMPLOYEE 

1. Enter TIME AND SCHEDULING HUB 
2. Select Enter absence 
3. Select employee to enter time 
4. Select date range or date for absence 
5. Select type of absence 

a. Time off= limited time 
b. Leave of absence= Significant time away   
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6. Select TYPE of absence for TIME OFF or LEAVE OF ABSENCE 

 

 

 

 

7. 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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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 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4 



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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ADDING YOUR OWN ABSENCE FROM TIMECARD 

1. Under actions, select REQUEST ABSENCE.  DO NOT ADD TIME OFF DIRECTLY ONTO TIMECARD. 
2. Continue requesting absence following regular instructions. 
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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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