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On your Workday homepage, click the Application, then click

— Enter Time
@ This Week (0 Hours)
Time Last Week (0 Hours)
Select Week
This will open the calendar view. Click on the starting hour on the day that you worked.
Today ¢ > Mar14-20,2021 Week Actions ¥ Summary
sun3/14 Mon 3/15 Tue 3/16 Wed 3/17 Thu3/18 Fri3/19 sat3/20 Mar 14 - 20, 2021
Hours: 0 Hours: 0 Hours: 0 Hours: 0 Hours: 0 Hours: 0 Hours: 0

Pay date Time Period End - Total Hours 0

02/21/2021 - 03/07/2021 - Regular Hours 0

03/06/2021 YA Non Billable 0

Overtime Hours 0

Time Off Hours 0

Shift Hours 0

Adjustment Hours 0

TAM & Training 0
8AM
9AM
1AM
12PM
1PM
2PM
3PM
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This will open a pop-up for you to enter the details for the time worked on this day. Select your , enter the
time you started (In), the time you ended (Out), the cost center and a brief description of your work. Then click

» Hours Worked =
Enter Time U%/15/2021 |pearch
o Hours Worked

Status Not Submitted Training
Time Type * ‘ * Hours Worked = On Call
In *| 08:30 AM Services Billable

) Travel Time
Out * | 04:30 PM

' Services Non Billable
Out Reasen * | Qut v Interrupted Sleep
Hours 8 Mileage
: Documentation
Details
Gratis Time
Cost Center % 1500 Home Office - =
Management

Comment Community services provided

After you have entered your time for the day, scroll down to the bottom of the
page and click . If everything looks good, click Submit.

This will pop up a notification that your time has been
submitted to your time approver. @

You have submitted

Up Next:Approva! by Manager

View Details

REMEMBER: Be sure to log out of Workday when you finish with your task to protect your privacy. If you have
guestions or issues with Workday, please email solutions@rhanet.org with the subject line Workday.
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