Approval of Hours (Supervisors Only)

1. Log into Workday
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Please enter your Jagnet credentials.
South Texas College Login

stecy

Local Login

2. A notification will appear on your dashboard under "Awaiting Your Action’
when the employee submits hours. Click on the notification.

Awaiting Your Action

Time Entry: Michelle Garcia - 40 hours from 07/29/2024 to 08/04/2024

e My Tasks - 9 minute(s) ago
DUE 08/16/2024

3. Click on the notification to view the hours. If they are correct, click Approve.

Regular Overtime Holiday Paid Time Off Straight Time Leave Paid- College Closed
40 0 0 0 0

Total
40

Worker  Michelle Garcia

Daily Totals 5 tems HAETihE.S E
Date Type Hours
Mon, 7/29 Worked Time 9
Tue, 7/30 Worked Time 9
Wied, 7/31 Worked Time 9
Thy,8/1 Worked Time 9
Fri,8/2 Worked Time 4

( Send Back ) ( Close )
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4. Hours will be displayed as approved.

Worked Time Worked Time Worked Time Worked Time
7:30am - 12:30pm 7:30am - 12:30pm 7:30am - 12:30pm 7:30am - 12:30pm Worked Time
5Hours 5 Hours 5 Hours 5 Hours §:00am - 12:00pm
Approved Approved Approved Approved AT
Approved
Worked Time Worked Time Worked Time Worked Time
1:00pm - 5:00pm 1:00pm - 5:00pm 1:00pm - 5:00pm 1:00pm - 5:00pm
4 Hours 4 Hours 4 Hours 4 Hours
Approved Approved Approved 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 cycle to get the hours paid.
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