Checking In and Checking Out Using the
Workday Mobile App

1. The Workday Mobile App is available for download on the App Store or

Google Play Store.

2. To connect the Workday Mobile App to your Workday account, log into
Workday to obtain the organization ID QR code to connect to the app.
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3. Click on the profile icon on the top right corner.
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https://apps.apple.com/us/app/workday/id316800034
https://play.google.com/store/apps/details?id=com.workday.workdroidapp

4. Click on My Account. Click on Organization ID.

8 & My Account

Organization ID

¢ Change Password

View Profile
¢ Change Preferences
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5.  Click on the respective tab to scan the QR code on the mobile app.

Access Workday on the go X
Get the Workday mobile app and use your Organization ID to connect.

o Your Organization ID: southtexascollege
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6. Open the Mobile App.
¢ Google Play :

Workday
Workday, Inc.

What's new e
Last updated Sep 11, 2025

>

7. Once you are connected, click on South Texas College Login.
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workday

South Texas College Login

Local Login

Notice 1o Users

© 2025 Workday, Inc.  Privacy
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8.  You will enter your South Texas College email. Click Next. You will enter

your password and click Sign In.
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Can't access your account?

Q, Sign-in options
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Please enter your Jagnet credentials.
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Password

Click here for more information.

9. You will be directed to the home page. You must be connected to the STC

WI-FI networks (Jaguar or Eduroam) to be able to check in. Click on the Check

In/Out button, add a comment, then click OK.
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10.  When you see this screen, you have successfully checked in.

¢ Check In/Out

7:56 AM

Checked in at 7:56 AM
Worked: 00000

[ Remind me 1o check out at
156 AM 3 56PM  OTHER

Today's Time
Worked Time (In/0ut)
e Checked In T:56 AM

11.  To view your check in time on your time calendar, click on the back arrow

on top left of the screen. Click on Time Tracking. Click on Enter Time.
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12. You will be shown the current week. Click the date you checked in. The
check-in will be labeled as “"Unmatched Check-In" until you check out. You will
also see an error that says, " You have a Missing Check Out Please Check Out at

the End of your Shift” This error will no longer appear once you check out.

April - May > July - August © - You have a Missing Check Out Please
Check Out at the End of your Shift
© 1 error(s), 4 wamning(s (-]
Mon Tue Wed Thu Fri Sat Sun Mon Tuel wed [Thu Fn Sat
9 7 4
Week Breakdown ADD NEW

Regular; ( Vacation Time Off

Holiday: 0 Unmatched Check-in 7:59am

13.  To check out, you can either click on Check Out from your home page or
you can also check out by clicking on Apps. Click on Time Tracking. Click on

Check In/Out.
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14.  You will see a summary of the check out details. Review your time, add a

comment and Click on the blue check mark on the upper right corner.

% [Check Outat: 4:31PM - |

Enter your check out details

Comment

leaving for the day.
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15.  When you receive this message, your check out process is complete. To

view your check in/out time, click on “Review This Week’s Time."

¥  Checked out

I Checked out at 4:31 PM I

Today's Time Correct Time &
Worked Time {InfOut)
Checked In 57 AM
Checked out 1:03 PM
i [Tl 134 P4
I Checked out 4:371 PM I

Total
B hours worked

I Review This Week's Time I >

16. Click on the day you want to review
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August 2025

Mon Tue Wed Thu Fri Sat Sun

8 4

Week Breakdown

Submit This Week

17. The time block will no longer appear as an “Unmatched Check-In" and will
appear as "Worked Time.” It will include the exact check in and check out time

and will automatically round the hours.

August 2025
Mon Tue Wed Thu Fri Sat Sun
8 6§ 4
ADD NEW

Vacation Time Off

Worked Time 7:57am - 1:03pm

Worked Time 1:34pm - 4:31pm

Submit This Week
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18. If you Checked In but did not Check Out and the day has passed, it will
show up as an “Unmatched Check-In.” An Electronic Time Adjustment Request

Form must be submitted to your supervisor to correct the Unmatched Check-In.

Review your time after your supervisor enters the time in Workday.

< Enter Time

August 2025

(5 ]

M

8

n Tue Wed Thu Fri

@
5

ADD NEW

Worked Time

7:57am - 1:04pm

I Unmatched Check-in

1:32pm I
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TIME ADJUSTMENT REQUEST FORM

Please use the following format when
providing details on the adjustments:

Date:
time in - time out [, additional adjustments
that date]

EXAMPLES

mm/dd/yyyy:
8:00am - 12:00pm, 1:00pm - 5:00pm

mm/dd/yyyy:
8:00am-10:00am

Note: You may add multiple days per
submission,

An email will be sent to your supervisor
upon submission for approval.

19.  When employees change or update their passwords for STC credential,

they need to reconfigure their settings and reconnect to the College’s Wi-Fis

(Jaguar or Eduroam) so that the new password can be updated.

< eduroam

EAP method
PEAP

Idanti Ii

Password

CA certificate

Select certificate

Auto reconnect «

N

workday.
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Password

Select certificate

Use system certificates

Don't validate

Metered network

Detect automatically

MAC address type
Randomized MAC

< Wi-Fi

On

Current network

eduroam

Connected
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