Time Tracking: Submit Time Worked All Employees

Workday enables employees to be paid accurately and on a e
timely basis. All CMSD employees must enter and submit their time
worked.
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All employees use the Time Calendar to submit their hours worked to
their timekeeper for validation and their manager for approval. R

« Click on the calendar for the day of the week to enter time for that day
+ Click on a time block, If you wish to edit an existing time block
+ Time entered via the time clock (Regular Worked Time) cannot be edited. You must contact your timekeeper, if clocked in/out times need to be edited.
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4. Review and confirm the hours worked, and add a comment as
required.

Time Clock 5. Click Submit to confirm certification of effort.

Check In Check Out

1. Click This Week (XX Hours).

Your screens and processes may vary from those described here.
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