
Manager- Approve, Send Back, or Deny Submitted Time  
The following steps detail how to approve a worker’s submitted time from a manager’s 
My Tasks section as part of a business process. However, managers can also approve 
time from other areas of Workday, such as within the Review Time report.  
From My Tasks (Middle folder icon to the right of the screen):  

 
1. Access and review the submitted time entry.  
2. In the Details column, select the magnifying glass icon’s Related Actions 
to view more information.  

  
3. Select Approve, Send Back, or the More button to deny, or close. If you 
deny or send back the request, you will need to enter a reason.  
4. After approving, select View Details from the pop-up.   
5. Select the Details and Process arrow.   
6. Select the Process tab to verify the submitted information is correct.  

 


