WORKDAY REFERENCE

STUDENT SUPERVISOR: TIME APPROVAL

When students reporting to you enter and submit work hours in Workday, an action task for review and
approval will appear in your Workfeed. Student's time should be approved every Friday by 5:00pm.
Follow the steps below to approve work hours in Workday.
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Review and Approve Time

Student Supervisor: Time Approval

1. Move your cursor over the student Time Entry task in the Actions tab of your Workfeed and click the

entry to display a summary of the student worker’s hours:

Ms. Student Supervisor | o =

Actions (2) Motifications (5)

Time Entry: Student Two - 5 hours

from 04/07/2014 to 04/13/2014

1 minute{s) ago - Due 05/02/2014; Effective 04/13

Time Entry: Student Six - 2 hours from
03/17/2014 to 03/23/2014

9 day(s) ago - Due 04/02/2014,; Effective 03/2372014
Wiew Inbox

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

a4

Houws Entered 0

Wed 0408 Thu Daro Frigam saoanz
Haours Entered 0 Hours Entered 0 Hours Entered 0 Hows Entered 0
Fedural Work Study . Pay date
5 Hours: Teacher Educatiog.. JANTR014 - DRI IR0
T T, PO 50T W UV GGG EY Y

Sun 0413
Hours Enseded @

Send Back Close
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3.

4.

Student Supervisor: Time Approval

If any changes are needed, you can return the timesheet to the student 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 student 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 student will receive notification with your comments.

Send Back
To * | Student Two - Revise Time =)
Reason #
Submit Cancel

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

After approving the student’s time, any remaining Time Entry tasks from your Workfeed will be listed
in the Others Awaiting My Action section. Select the desired link and complete additional review and
approval tasks as indicated in the previous steps:

(=

Success! Event approved

Time Entry: Student Two - 5 hours from 04/07/2014 to 04/13/2014 ==

Others Awaiting My Action

Process Successfully Completed Time Entry: Student Six- 2 hours from 03/17/2014
to 03/23/2014

() Details and Process
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Student Supervisor: Time Approval

View Timesheet Status

Follow the steps below to check the timesheet status for each of your student workers.

1. Select the My Team page from your drop-down menu.

3 Al About Me

w My Workday 2.0

B Dashboards >

-
] .
B Sitemap

2. Click the My Team’s Time worklet on your Workday My Team landing page. This summary will display
the entered hours and approval status of each of your student workers:

My Team i
Process Status Headcount Favorites
—_
B
Reports My Team's Time
(Studenis)
Worker Regular Hours ‘Overtime Hours Unsubmitted Hours Approved Hours

Student Five
Student Four
Student One
Student Six
Student Three

wnilole|elel|lo
elelelelele
ole|le|lelele
vilole|o|ele

Student Two
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Student Supervisor: Time Approval

Enter Time for a Student Worker

If the student worker fails to enter time, you can enter it for them. Follow the steps below to enter hours

for a student.

1. Click the My Team’s Time worklet on your Workday My Team landing page. In this example, you can
see that only one student has entered hours for the week.

Reports My Team's Time
(Students)
Worker Regular Hours Overtime Hours Unsubmitted Hours Approved Hours
Student Five 0 0 0 0
Student Four 0 0 0 0
Student One 0 0 0 0
Student Six o o o o
Student Three 0 0 0 0
Student Two 5 0 0 5

2. Click the orange Related Actions icon button (“)to the right of the student’s name to view available
actions. Select Time and Leave in the Available Actions menu, then click Enter Time to continue:

Available Actions

Compensation
Reports Manage Work
Payment

Personal Data

A

Worker .
Student Six el
Contact
‘ Work Address

0615 SW Palatine Hill Road

Worker I Time and Leave

Portland, OR 97219

Worker History
Student Five
Student Four Favorite
Student One

Student Six &3

Student Three u
Student Two 5

Enter Time United States of America pproved Hours
0
View Team 0
() Job 0
0
u w 0
0 0 5
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3. Click OK to open the student’s timesheet:

Student Supervisor: Time Approval

Enter Time for Worker

Worker + | Student Six

Date & | 04/09/2014

4. This is the student’s timesheet. Use the arrows on either side of the date range to navigate between
weekly timesheets. As hours are entered, the total is displayed in the upper right corner of the screen.
1
= | Q searcch WO/FIZCI\OYL Ms. Student Supenisor | o (=)
Enter Time In &
Student Six 0
Regular Hours: 0 L&C Qvertime: 0 Total Hours
Fed WS OT. O Non WS OT: 0 =]
] - [ eror-1a. 200 ==an
2014 Mon 04/07 Tue 04/08 Wed 04/09 Thu 04/10 Fri 04/11 Sat 0412 Sun 04413
Hours Entered: 0 Hours Entered: 0 Hours Entered: 0 Hours Entered: 0 Hours Entered: 0 Hours Entered: 0 Hours Entered: 0
Pay date i
03/01/2014 - 03/.. ﬂ
5. To enter hours into the timesheet calendar, click in the desired day column, then click the Enter Time
box:
Enter Time
Student Six
Regquiar Hours. 0 L&C Overtime: 0
NN WS OT 0

“ .

» Apr07 - 13, 2014

Mon 04707
Hours Entered 0
-

e Tue 04108
Hours Entered 0

. | Enter Time
04/07/2014

Time Trpe & | Hon Wark Sauy
Unit Hows
Quantty = 0

Pogition

Details
Comment

Cancel

Wed 0405

Hours Erfered 0

® | Career & Communtty Engagement v
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Student Supervisor: Time Approval

6. Click the Prompt icon next to the Time Type field and select the appropriate Time Type designation for
the student’s job:

Tue 04/08 Wed 04/09 Thu 04/10
Hours Entered: 0 Hours Entered: 0 Hours Entered: 0
Pay date
Enter Time 03/01/2014 - 03/31/2014
04/07/2014
- i |
Time Type #% | Non Work Study Q
Unit Hours Agency

Quantity | 0 Federal Work Siudy
Position % | Career & Community Engagement L&C Work Study

. Non Wark Stud
Details on ore Stugy

Comment Off Campus Work Study

Cancel
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Student Supervisor: Time Approval

7. Enter the total hours for the day in the Quantity field, then click OK to close the time entry window.
Follow the steps above to enter additional hours into the timesheet calendar.

Tue 04/08 Wed 04/09 Thu 0410
Hours Entered: 0 Hours Entered: 0 Hours Entered: 0
Pay date
Enter Time 03/01/2014 - 03/31/2014
04/07/2014
Time Type * | Federal Work Study @
Unit Hours

Quantity % |5

Position | Career & Community Engagement w

Details

Comment

: Cancel

If your student has multiple positions, be sure to select the position you supervise:

Tue 04/08 Wed 04/09
Hours Entered: 0 Hours Entered: 0
Pa
Enter Time 03
04/07/2014

Time Type * | Federal Work Study S
Unit Hours

Quantity % | 5

Position  « | Career & Community Engagement w

Career & Community Engagement
Details | coip 10000

Comment Teacher Education (+)

Teacher EduEtion (+]
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Student Supervisor: Time Approval

8. When finished entering hours for the student, click the Submit this Week button to continue:

Enter Time n B
Student Six 5
Regular Hours: 5 L&C Overtime: 0 Fed WS OT. 0 Total Hours
Non WS OT: 0
« |+ » Aproz-13,2014 w“l Submit this Week I
2014 Mon 04/07 Tue 04/08 Wed 04/09 Thu 04/10 Fri 04111 Sat 04112 Sun 04113
Hours Entered: 0 Hours Entered 0 Hours Entered: 5 Hours Entered 0 Hours Entered: 0 Hours Entered 0 Hours Entered: 0
3 | Paydate e
5 Hours: Teacher Educatio, , , 03/01/2014 - 03/31/2014 H

9. Click the Submit button to confirm the student’s hours:

Submit Time 5
Student Six Total Hours
Reguiar Hours: 5 L&C Overtime: 0 Fed WS OT 0
Non WS OT. 0

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.

©

10. Click the Done button to complete time entry for the student:

You have submitted ]
Time Entry: Student Six - 5 hours from 04/07/2014 to 04/13/2014 1=

@F‘mcess Successfully Completed

(» Details and Process

11. Select the My Team link from your pull-down menu to close out the timesheet screen:

Q, search

All About Me

My Team @ I

My Workday 2.0

—
Sy
=

=)

Dashboards >

Sitemap

fio

b
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Student Supervisor: Time Approval

12. Since you entered hours for the student, they are automatically approved as indicated in the My
Team’s Time worklet and no separate review and approve action is generated for your Workfeed:

Reports My Team's Time
(Students)
Worker Regular Hours Overtime Hours Unsubmitted Hours Approved Hours
Student Five 0 0 0 0
Student Four 0 0 0 0
Student One 0 0 0 0
Student Six 5 0 0 5
Student Three 0 0 0 0
Student Two 5 0 0 5
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