How To Add a Clock Event (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.

To enter only one clock event

1. Log into Workday and enter your credentials.
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Please enter your Jagnet credentials.

South Texas College Login stec\

Local Login

2. In the Search bar type the employee’s name and press Enter.

Q

3. Under the employee’s name, click on the Actions button. Hover over Time and
Absence, then click Add Time Clock Event.

| Actions I Job Details
Payroll >
Payroll Interface » + Job
Personal Data >
Recruiting > Enter Time
- . Request Absence for a Worker
Manage Absence
i >
I Time and Absence I View Time Off
Worker History >
My Team's Time Requests
Favorite 5 Time Requests
Integration IDs b View Schedule for Worker
View Worker's Time Eligibility
Security Profile >
Add Time Clock Event
Additional Data 2 View Time Clock History
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4. Enter the Date, Time, Event Type, and comment, then click OK.

Add Clock Event X

Date *| 10/89/2825 [E

Time *| 08:00 AM

Time Zone  GMT-06:00 Central Time (Chicage)

Event Type* | Search

Details

Grant =

Cost Center =

Location =

Program =

Comment forget to check-in this mormning.

™y
| Cancel )
\_ J

5. When you see this screen, you have successfully added a time clock event.
Click Done.

Add Clock Event i

Time clock data has been saved.
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6. Time clock event that was added will show as either an Unmatched Check-in
or Unmatched Check-out Needs Attention until employee checks in/out.

Thu, 10/9
Hours: 0

I Unmatched Gheck-inl
:00am

| Needs Attention |
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