Approval of Hours Using the Mobile App
(Supervisors Only)

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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. Please enter your Jagnet credentials.
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3. Click on the avatar in the top right corner.
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Good Afternoon, Garcia, Michelle It's Thursday, October 10, 2024
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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.
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5. You will receive a unique QR code to scan using the mobile app. Please log

into your account to retrieve your personal QR code.
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Access Workday on the go

Your Drganization  southlaxascollege

~ Scan

~ Download

N\ M ourH TEXAS

WOI"k ay. ~A. COLLEGE



6.  Open the Mobile App. Click on the QR code icon located on the right.

Enter or scan your Organization ID

xample: a npany Eg

Find Your Qrganization ID

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

Local Login

Notice to Users

© 2024 Workday, Inc Privacy
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8.  You will enter your South Texas College email. Click Next. You will be

prompted to enter your password and click Sign In.
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Email, phone, or Skype

Please anter your Jagnet credentials.
Can't access your account?
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Click here for more information,

@, Sign-in options

9. You will be directed to the homepage. Click on My Tasks.

w v 4°

2 & @

Pay Org Chart Expenses

View All

You're not checked in
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Timely Suggestions

Keep Your Home Contact
Information Updated

Update Contact Info BB
@ # &£ Qa 8
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10. Click on the notification that says, “Enter Time: (employee’s name).”
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My Tasks ~

TODAY
Enter Time: Garcia, Michelle
Due 10/16/24

5D AGO
Enter Time: Moreno, Sonya Martinez
Due 10/11/24

50 AGO

Absence Request: Moreno,
Sonya Martinez

Due 10/11/24
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Home Apps My Tasks Find Profile

11. You will be shown a summary of the hours that the employee has submitted.

If everything is correct, click Approve.
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Enter Time: Garcia, Michelle
Approval by Manager

Enter Time: Garcia, Michelle

Due Date
10/16/2024

Period
10/14/2024 to 10/20/2024

Regular
40

Overtime
0

Holiday
0

Paid Time Off
0

Leave Paid- College Closed
0
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Holiday
0

Paid Time Off
0

Leave Paid- College Closed
0

Total
40

Period Totals

Hours
40

Time Off
0
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12. When you see this screen, it means that you have successfully approved the

employee’s hours.

Success

Approved

If the hours are not approved, the employee may not be paid
for the hours worked. The employee may have to wait until
the following pay period to receive payment for the hours

worked.
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