Entering and Correcting Time for Employees
(Supervisors Only)

When an employee submits an Electronic Time Adjustment Request Form (ETARF), the

supervisor must manually enter the hours on the employee’s time calendar in Workday

after the ETARF has been approved.

Entering Hours

1. Log into Workday and enter your credentials.
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2. Click Enter Time for Worker.

Welcome

( My Time Clock History) ( My Schedulej( Enter Time for WDrker)k Review Time) ( Edit and Approve Time) @

3. You will type the name of the employee. Select the date you need to enter the
time worked for. Click OK.

Enter Time for Worker H X

Worker *

Date *‘ 81/13/2026 [

“
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4. Click on the day to enter time.

< > Jan12-18,2026 - wesk = (actions +)  Summary

Men, 1112 Jan 12 - 18, 2026

Pay date Time Period End
12/22/2025 - 01/04/2025 01/05/2026 - 01/18/2026

Entar Time

5. Enter In and Out time. Enter the Reason from the e-TARF in the Comment
section. Click OK.

Enter Time x

01/13/2026

Time Type * | X Worked Time (:++) =

In *

08:00 AM ‘

Out * ‘ 12:00 PM

Out Reason *

Out v ‘

Hours * 4

Details

Grant ‘

Cost Center

Location ‘

Program ‘

Forgot to check-in and check-out this
meorning

Comment

Cancel “
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6. As the supervisor, you can review and submit the hours on behalf of the
employee after entering them on the Time Calendar.

7. Once the hours have been entered from the approved Electronic Time
Adjustment Request Form, click Review.

> Jan12 - 18,2026 ~ Week +  ((Actons ) Summary
Wed, 1114 b, 1115 Fri 116 Sun. 1118 Jan 12 - 18,2026
Hours
Pay date. Time Period End
1212212025 01047202 on/os/2026. 0112028

8. Review once more hours are correct. Enter comment because you are
submitting on behalf of the employee, then click Submit.

Submit Time X

By olicking the Submit button, you indicate that all haurs reported are true and complete and that all reported time complies with
our policies

Following date range will be submitted for approval.

January 12 - 18,2026 : 4 Hours

Total for January 12 — 18, 2026

Regular 4
Qvertime [
Holiday 0
Paid Time Off 0

Leave Paid- College Closed 0
on-Call 0

Total 4

enter your comment

incident and will be out on leave

to review and submit hours for employes; had ‘
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9. You will receive a message that hours have been submitted. You can click to
view the details.

You have submitted

View Details

10. The hours will automatically appear as approved.

Mon, 1/12 Tue, 1113 Wed, 1/14
Hours: 0 Hours: 4 Hours: 0
Worked Time
8:00am - 12:00pm
4 Hours
« Approved
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Correcting Hours

1. If hours need to be corrected on an existing time block or on an unmatched
check in/out, you will go to the employee’s time calendar.

2. Click on the time block or unmatched check in/out that needs to be corrected.

< > Jan12-18,2026
Mon, 1/12 L Ak Wed, 1/14
Hours: 0 Hours: 0
‘Worked Time
8:00am - 12:00pm
4 Hours
Not Submitted
Worked Time
1:00pm - 5:00pm ‘
4 Hours
Not Submitted
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3. Correct the in and/or out time. Enter a justification for correction under
Comment. Click OK.

Enter Time X
a|
01/13/2026
Status Not Submitted
Time Type * | x Worked Time (=) = |
In *I 12:30PM I |
Qut *| 05:00PM I
Out Reason * | Out v ‘
Hours 45
Details

Grant | =

Cost Center

Location | =

Program | =

Comment checked in at 1:00 pm instead of 12:30 pm

Ce) Co |

4. The corrected time will reflect on the employee’s time calendar.

< » Jan12-18,2026 v

Mon, 1/12 Tue, 1713

Hours: 0 Hours: 8.5 ‘—

2AM Worked Time
8:00am - 12:00pm
“_‘ 4 Hours
o Not Submitted
10 AM
1AM
12PM
Worked Time
1PM 12:30pm - 5:00pm
4.5 Hours
Not Submitted
2PM
3PM
4 PM
5PM
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5. If an Unmatched Check In or Unmatched Check Out needs to be corrected, go
to the employee’s time calendar.

Unmatched Check-in Unmatched Check-out
12:43pm 12:44pm
Meeds Attention Meeds Attention

6. Click on the Unmatched Check in or Unmatched Check out and enter the

missing time. Enter the justification for the correction under Comment. Click
OK.

Correct Unmatched Event X Correct Unmatched Event X
01/13/2026 01/14/2026
Time Type * | X Worked Time () = ‘ Time Type * | x Worked Time (<o) = |
In * ‘ 12:43 PM ‘ In * |
Out * ‘ ‘ Out * ‘ 12:44 PM |
Out Reason Out v ‘ Out Reason * | Out v ‘
Hours 0 Hours 0
Details Details
Grant | = | Grant | = ‘
Cost Center = | Cost Center = ‘
Location | = | Location | = ‘
Program | = | Pragram | = ‘
Comment Comment
4 4
Delete Clock Event Delete Clock Event
= - ) )
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7. The correct time will reflect on the employee’s time calendar and will appear as

Worked Time.
I Worked Time I Worked Time
12:43pm - 5:00pm U0am - TZ44pm
4.25 Hours 4.75 Hours
Not Submitted Mot Submitted

8. To review and submit the hours on behalf of the employee, click Review.

< » Jan12-18,2026 - Week v [ Actions ¥ ) Summary

Jan 12 - 18,2026

Pay date Time Period End
12/22/2025 - 01/04/2026 01/05/2026 - 01/18/2026
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Review hours again, enter a comment, then Click Submit.

Submit Time X

By clicking the Submit button, you indicate that all hours reported are true and complete and that all reported time complies with
our policies.

Following date range will be submitted for approval.

January 12 - 18, 2026 : 9 Hours

Total for January 12 - 18, 2026

Regular 9
Overtime 0
Holiday 0
Paid Time Off 0

Leave Paid- College Closed 0
On-Call 0

Total 9

enter your comment

C— [ =

9. The corrected hours will appear as Approved.

Worked Time Worked Time
12:43pm - 5:00pm 8:00am - 12:44pm
4.25 Hours 4.75 Hours
 Approved + Approved
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