
Timekeeping Best Practices
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Use the Payroll 
Calendars to verify 

submission and 
lockout dates

Know when CTU 
(semimonthly) 
time is due vs. 
everyone else 

(biweekly)

Keep an up-to-date 
list of employees 

for whom you 
validate time

Have employees 
make their own 

time entry 
corrections if time 

permits

Use the timekeeping 
reports in Workday to 

help manage the 
timekeeping process

Remember: CTU pay 
dates are the 5th and 
20th of each month, 
no pay date changes 

for everyone else

Leverage and share 
timekeeping best 

practices

Workday Timekeeping Reports


