Manager- Modify or Delete a Worker’s Time
From the worker’s time entry calendar:

1. Log into Workday

2. Search Employees Name in Search Bar

implementation - maryfreched?

= MENU Q search

3. Click on employees Name

People

Chelsea Bellmer ~
Employee
Total Rewards Specialist | HR - Total Rewards_8215.1 (Dawn Boomers) | Mary Free Bed

Rehabilitation Hospital Professional Building

Click Actions
Go to Time and Attendance Dashboard
Click Enter Time

7. Click Pai Period Calendar
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8. Select a time block.

9. Select either OK or Delete.



Enter Time

11/22/2024

Status Submitted

Time Type *| x Regular Pay (-:)

*| 08:00 AM

* | 05:00 PM

Out Reason * | Out
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Details

Cost Center * | x 6078 3M Therapy-IMR (=)
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10.1f you modified any details, select Review.

11.Select Submit to authorize the new information.

12.From the pop-up, select View Details.

13.Select the Details and Process arrow.

14.0n the Details tab, under Reported Time Block or Calculated Time Block, select the
magnifying glass icon’s Related Actions to view more information.

15.Select the Process tab to view the approval status.




