WORKDAY REFERENCE

STUDENT WORKER: TIME ENTRY

When entering your time in Workday, you’ll need to know the Employee Type associated with your job.
Your Time Type selection on your timesheet must match the Employee Type for the position. Follow the
steps below to enter your student work hours in Workday.

Look Up Your Employee Type

1. To find your Employee Type, open the Personal Information worklet on the All About Me screen. In
the View section, select the About Me link:

-l Personal Information x

Change

Contact Information
Personal Information
Social Metworks

\iew
l About Me

Email Addresses
Address Changes
Mame

Fhone Numbers
Worker Documents

FPersonal Information

2. Note the Employee Type in the Job Details section. If you have more than one position, click the
Other Jobs link at the top of the screen to access Employee Types for your other positions:
@ *®, &)

Overview Compensation Pay Personal Contact

[

Job Details | Organizations | Worker History

Job Details

Job Details
Employee ID
Organization

Fosition
Business Title
i

544564564

¥ Lewis & Clark College

Student Employee

Student Employee
ducootCooolo

I Employee Type  Student- Federal Wark Study I

RRLAY L= =R =1 a1

FTE

Location

Hire Date

Qriginal Hire Date
Continuous Service Date
Years of Senvice

Time in Position

Time in Job Profile

100.00%

¥ Undergraduate Campus
11122013

11122013

11122013

01

01

01

Contact Information - Public
Email [ tstudent@lclark edu
Work Address
0815 W Palatine Hill Road

Portland, OR 97219
United States of America

Make note of the Employee Type(s) for your positions. They are the values you'll select as Time Type
when entering hours in your timesheet.
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Enter Your Time

1. Select the Time worklet on the All About Me screen:

=

Time

Student Worker: Time Entry

2. In this example, we will enter hours for the current week. Select This Week in the Enter Time section

of the pop-up window:

'Ei Time
Enter Time
This Week (0 Hours)
astWee ours
Select Week
Time View

3. To enter your time, click in the desired day column, then click the Enter Time box that appears (hours

cannot be entered for time periods that have been closed):

Implementation Preview (IMPL) 20.0.37.197 - lewisandclark2

Hours Entered: 0 Hours Entered: 0 Hours Entered: 0

Time Period Lockout
1140112013 - 11/30/2013

Enter Time

Hours Entered: 0

e L L Common ~ | »
wor k d Oy- ¥ Susan Student | My Account ¥ | Sign Dut
Enter Time Ol S
¥ Susan Student 0
RegularHours: 0 Overtime: 0 Total Hours

[« Dec02-08,2013 0 (Tosar | (o= [FTED)
Mon 12/02 Tue 12/03 Wed 12/04 Thu 12/05 Fri 12/08 Sat 12/07 Sun 12/08

Hours Entered: 0

Hours Entered: 0 Hours Entered: 0 ‘

Note: To quickly add time to the calendar, you can select Auto-fill from Prior Week or Quick Add (add
blocks of time to the calendar) from the Enter Time drop-down list:

Enter Time

Auto-fill fram Prior Week
Clear

Quick Add
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Student Worker: Time Entry

4. Click the Prompt icon (E) and select the correct Time Type designation for your position:

Enter Time
12/02/2013
Mon 12/02
0 i P
Time Type *|Nonwork Stugy |8
Llmit Heaur
Enter Time L "

Use the organizer to select an entry:
I~ Time Entry Codes Agency Work Study
Federal Work Study

L&C Work Study ‘{b
Mon Woark Study
Off Campus Work Study

Note: Time Type is the Employee Type for the position. If you are unsure of the Time Type for your
job, refer to the Look Up Your Employee Type section at the beginning of this document to find the
correct Time Type designation.

5. Enter the total hours worked for the day in the Quantity field (round to the nearest quarter hour, for
example: 6, 6.25, 6.5, 6.75), then click OK to save your entries:

Enter Time

12/02/2013 |
Vion 12/02

0 : -
Time Type # |L&C Work Study |18

[Ty L

| Quantity =
Enter Time < ! 5 I

Comment ||

ancel
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Student Worker: Time Entry

6. Repeat the steps above to enter hours for other days worked during the week. When finished, click
the Submit this Week button to submit your work hours for review and approval:

Implementation Preview (IMPL) 20.0.37.197 - lewisandclark?
L Common ~ | >

W 0 rkdoy' * Susan Student | My Account ¥ | Sign Out
Enter Time |Q§v” “Your changes have been saved XJ al @
¥ Susan Student 16
Regular Hours: 16 Overtime: 0 Total Hours
e e “ Dec02-08,2013 [ EETRETY -
Mon 12/02 S —treTIreT Wed 12/04 Thu 12/05 Fri12/08 Sat 12/07 Sun 12/08
Hours Entered: 6 Hours Entered: 4 Hours Entered: 4 Hours Entered: 0 Hours Entered: 2 Hours Entered: 0 Hours Entered: 0
Time Period Lockout L&C Work Study L&C Work Study i Non Work Study
1110112013 - 11/30/2013 AHous (S e
L&C Work Study i
6 Hours

Note: Your total hours for the week are displayed in the upper right corner of the screen. When hours
have been approved by your supervisor, a green check mark will appear next to the i icon in each of
the time entry boxes. You will receive notification if your supervisor has a question or requires a
change.

7. Click the Submit button to confirm the hours you are reporting for the week:

Submit Time
Susan Student 7

Regular Hours: 16

verti 16
Overtime: 0 » Total Hours

By clicking Submit, you are indicating that all hours reported are true and complete, are authorized for use by payroll for payment, and adhere to the College’s time reporting policy.

& -

lancel

8. Click the Close button to complete and close the time entry process:

& Ex

You have submitted:

Time Entry: Susan Student - 16 hours from 12/02/2013 to 12/08/2013 = Actions

Mext Steps

Approval by Manager
Susan Schimmel

» Details and Process
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Student Worker: Time Entry

Check your Workfeed on the All About Me screen for actions and notifications regarding the status of your
timesheet. Some notifications may require your action before your time is officially approved.

Z?

Workfeed
x
@ Workfeed v
Actions (0) | Notifications (5) ”. i @
5item(s)
Missing Time Entry
6 day(s) ago
Missing Time Entry
13 day(s) ago
5item(s)
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