Timekeeping: Reviewing and Submitting My Time Card Hourly Employees

Navigate to MENU tab and select TIME.

Menu X

Apps Shortcuts

Eg} Policy Center Title 1
Personal Information
Career

Pay

Absence

oo oy &1 & )

Time

Choose the week you wish to review.

Enter Time View

This Week (0 Hours)

Last Week (31.5 Hours)

Select Week

Time Clock

( Check In )( Check Out )

CB A

companies

REVIEW

Check if hours worked for the week are correct in the Summary and at
the top of each day. Click REVIEW if time card is correct.
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Mar 12 - 18,2023

*** Note: Associates cannot edit time in Workday. If there is a
discrepancy, approach your Supervisor and have your hours
My Time O corrected.
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Timekeeping: Reviewing and Submitting My Time Card Hourly Employees

SUBMIT TIME CARD APPROVED BY LEADER

Please submit the correct timesheet for the appropriate time Once approved, your time card will have a GREEN line.
period when there are multiple timesheets to select. Confirm

your time card by clicking SUBMIT.

Today < > Mar12-18,2023 v

won, 212 Tue, 3714 Wea 315
| certify that all hours reported are accurate and complete and conform to the corporate time reporting policy

Time Period End
02/16/2023 03/01/2023 -
Please submit the correct timesheet for the appropriate time period when there are multiple timesheets to select. 02/28/2023 0371512023

Following date range will be submitted for approval

March 1 - 15,2023 : 72.75 Hours

Hours Worked Hours Worked
Total for March 1 - 15, 2023 &00am- §00am 600am - 8:00am
reak) (reak)
2Hours 2Hours
Regular 56 Approved Approved
Hours Worked Hours Worked
Daily Overtime 16.75 B15am - 10:00am 815am - 10:008m
(Meal) (esl)
175 Hows 175 Hours
Night Shift 0 s,
Holiday/Rest Day Overtime 0
Hours Worked Hours Worked Hours Worked
Time Off 0 - - -
Total 7275

enter your comment

L

*** Note: Once the time card is approved and you find an error, you
must have your Supervisor revise. You then Re-Submit your time

card. Any corrections approved by your Supervisor after the payroll
— lock period will get credited in the next pay period.
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