Approving of Hours (Supervisors Only)

1. Log into Workday
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Please enter your Jagnet credentials.

South Texas College Login stec\

Local Login

2. A notification will appear on your home page under Awaiting Your Action
when the employee submits hours. Click on the notification.

Awaiting Your Action

Time Entry: ||| NN - 40 hours from 01/12/2026 to 01/18/2026

@ My Tasks - 24 second(s) ago
DUE 01/17/2026

3. Scroll down to the end to finish reviewing, enter any comment and if all is
correct, click Approve.

Time Entry Approval  Time Entry: || - /° hours from 01/12/2026 to 01/18/2026 () _-,{] o
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Regular Overtime Holiday Paid Time Off Leave Paid- College Closed On-Call Total
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worker |
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a
Date Type Hours
Mon, 1/12 Worked Time 9
Tue, 113 Worked Time 9
Wed, 1/14 Worked Time 9
Thu, 1/15 Worked Time 9
Fri, 1/16 Worked Time 4
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Out Block Check-in Check-out
Date Type Time Block Reported Quantity Units In Out Reason Commenf t  Commen t Comment v
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Time r

Out Block Check-in Check-out
Date Type Time Block Reported Quantity Units In Out Reason  Comment = Comment Comment
Mon, 1/12 Worked Time 9 Hours 08:00 AM 05:00 PM Out
Tue, 113 Worked Time 9 Hours 08:00 AM 05:00 PM Out
Tue, 113 Worked Time 0 Hours 12:43 PM 0500 PM out
Wed, 1/14 Worked Time 0 Hours 08:00 AM 12:44 PM Out
Wed, 1/14 Worked Time 9 Hours 0800 AM 0500 PM Out
Thu, 1/15 Worked Time 9 Hours 08:00 AM 0500 PM Out
Fri, 1/16 Worked Time 4 Hours 08:00 AM 12:00 PM Out
v
4 L]

enter your comment

Process History

I Due 01/17/2026

Enter Time— Submitted

] Due 01/17/2026

Approval by Manager— Awaiting Action

Approve ( Send Back ) ( Close )

4. You will receive a message that hours have been approved. You can click to
view the details.

l Success! Event approved l

View Details
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5. Hours will be displayed as approved on the employee’s time calendar.

Worked Time Worked Time Worked Time Worked Time

7:30am - 12:30pm 7:30am - 12:30pm 7:30am - 12:30pm 7:30am - 12:30pm e T

5 Hours 5 Hours 5 Hours 5 Hours 8:00am - 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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