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Navigate to the Workday Home Page
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Select the Time Application to navigate to your Web Calendar

Enter Time for Summer Assessment Clinic
(Daily)

To enter In Summer Assessment Clinic time, use Web
Calendar to select your day to Enter Time

1. Click This Week.

Enter Time View

This Week (0 Hours) My Schedule

Last Week (0 Hours)

My Time Off
Select Week
Time Off Balance
Reguest Time Off
Time Clock History
Correct Time Off

workday. EDUCATION

2. Once at your web calendar, select your day to Enter

Time

From the Web Calendar Enter Time Box

1. Ensure that your Time Type reflects Checked In

2. Select the dropdown arrow in the Position field and
select your summer position

Enter Time

Time Type #*

05/17/2022

X Checked In

Position

Details

Day *| 0 -

Teacher, Intervention Specialist (Aut/... v
select one
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Teacher, Summer Assessment Clinic,
Special Education (Daily) (+)

Comment

3. Add the appropriate daily unit

4. Click OK

Your screens may vary slightly from those described here.
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