WORKDAY REFERENCE

STAFF SUPERVISOR:
REVIEW AND APPROVE TIME ENTRY
FOR NON-EXEMPT EMPLOYEES

When a non-exempt employee reporting to you enters and submits work hours in Workday, an action task
for review and approval will appear in your Workday Inbox.

Time should be approved on a weekly basis, but must be approved by the 17th of the month at 11:59
pm (for the previous pay period).
Review and Approve Time Entry

A “Time Entry” Action item in your Workday Inbox can include both Time Worked and Time Off.

1. Go to your Workday Inbox and click on the entry in the Actions tab to display a summary of the hours.

1
George Costanza ° ﬂ

Actions (1) Notifications (4)

Time Entry: Jerry Seinfeld - 37.5 hours
from 04/28/2014 to 05/04/2014

Wiew Inbox

2. If work hours are correct, click the Approve button to continue.

1 o 3 Apl’ 28 - May 04, 2014

2014 Mon 04/28 Tue 04/29 Wed 04/30 Thu 05/071 Fri 05/02 Sat 05/03 Sun 05/04
Hours Entered: 7.5 | Hours Entered: 7.5 | Hours Entered: 7.5 | Hours Entered: 7.5 | Hours Entered: 7.5 | Hours Entered: 0 Hours Entered: 0
Time W... “({|| TimeW... «(j) | Paydate TimeW... (/| TmeW... (D
7.5 Hours 7.5 Hours 031672014 - .. 7.5 Hours 7.5 Hours
Time W... “(D
7.5 Hours

View Comments (0)
O Process History

Related Links
Deny Send Back Close
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Staff Supervisor:
Review and Approve Time Entry
For Non-Exempt Employees

If any changes are needed, you can return the timesheet to your worker for correction or revise the
hours yourself.

= Revise hours: Click the desired time box in the calendar and make revisions in the pop-up window
(round hours to the nearest quarter hour).

= Send Back: Use if there is a mistake in the time entered. The worker will be required to make a
change to the hours and re-submit for approval. Click Send Back and enter your comments in the
pop-up window. The worker will receive notification with your comments.

Send Back
Ta #* | Jerry Seinfeld - Revise Time =)
Reason *
4
Submit Cancel

= Deny: Deny will cancel the timesheet. Use the Send Back option to request corrections.

After approving the time, any remaining Time Entry approval will be in your Workday Inbox and listed
in the Others Awaiting My Action section. Select either link and complete additional review and
approval tasks as indicated in the previous steps.

Inbox

Actions Motifications Archive

v | Viewing: All ~ Success! Event approved
Time Entry: Jerry Seinfeld - 8 hours from 04/28/2014 to 05/04/2014 =**

Time Entry: Jerry Seinfeld - & hours from

108/ 5104/
04/28/2014 to 05/04/2014 Others Awaiting My Action

Process Successfully Completed

Time Entry: Cosmo Kramer - 8.5 hours
from 04/28/2014 to 05/04/2014

Time Entry: Cosme Kramer - 8.5 hours
from 04/28/2014 to 05/04/2014

(») Details and Process

Lewis & Clark 2



Staff Supervisor:
Review and Approve Time Entry
For Non-Exempt Employees

1. Review and Approve Time Off
Time Off Requests will be in your Workday Inbox. To access your Inbox, click on the Inbox icon in the
top right corner of your Workday screen. Click on the View Inbox link to view the full screen Workday

Inbox.
& 2

Actions Notifications

Time Off Request: George Costanza

Time Off Request: George Costanza

View Inbox

2. Each Time Off Request will show you the dates requested and number of hours requested.

Workday will not allow an employee to make a request that is greater than their balance as of the date
of the time off.

Press the green Approve button to approve.

If you are denying or sending back the request to your worker, you are required to enter a comment.
Please explain to the worker why the request needs to be edited, or why it cannot be accommodated.

Inbox
Actions Notifications Archive
i Review =
v  Viewing: All v R
Time Off Request: George Costanza [---
Time Off Request: Geerge Costanza For George Costanza

Overall Process  Time Off Request George Costanza

QOverall Status In Progress

Time Off Request: George Costanza Dus Dats 0413012014

Details to Review

Date Day of the Week Type Requested  Unit of Time
04/08/2014 Tuesday Wacation 7.5  Hours
04/09/2014 Wednesday Vacation 75 Hours

+ 04/10/2014 Thursday ‘acation 75 Hours
04/11/2014 Friday Vacation 7.5 Hours

O Process History

Deny Send Back Cancel

3. After approving the time, any remaining Time Off Requests approval will be in your Inbox and listed in
the Others Awaiting My Action section. Select either link and complete additional review and
approval tasks as indicated in the previous steps.
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Inbox

Actions (1) Motifications (0) Archive (2)

v | Viewing: Al v Success! Event approved & &

Time Off Request George Costanza =

Time Off Request: George Costanza

Others Awaiting My
Process Successfully Completed Action

v T_ime Ooff Ret_:]ue_st_ FB_E{L?ITg_e“COStE_mZ_? ) Time Off Request:

- Due 04/30/2014; Effective 04/08/2014 George Costanza

(») Details and Process

4. To view your team’s Time Off and Leave, go to the main menu and click on My Team.

11

Q, search

w My Waorkday 2.0

\
e

My Team

5. Click on Team Time Off, and under View, click on Time Off and Leave Calendar. This will give you a
weekly view of any time off that you team has. To see a list instead of a calendar, view All Time Off (all
submitted) or Approved Time Off (all approved).

My Team
Team Time Off Process Status My Team Headcount
Actions View
Correct Time Off Time Off and Leave Calendar
All Time Off

Approved Time Off
Time Off Details
Time Off Summary
On Leave

Returned from Leave
Returning from Leave
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