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STEP 1
Search for Employee

On your main Dashboard, search for the employee in the search bar at the top of the screen.
Click on the name or press enter
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STEP 2
Click Actions

Chelsea Bellmer

Total Rewards Specialist

=

@E i

Summary

Job

Compensation

Benefits

Location
Mary Free Bed Rehabilitation Hospital Professional Building

Position Title
Total Rewards Specialist
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STEP 3

Time and Absence Dashboard

Under the Absence Tab or the Time and Absence Dashboard, click on Enter Time
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STEP 4
Enter a date within the pay period you are wanting to submit.

Click ok after entering the date
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STEP 5

Switch Calendar View

Switch the calendar view so you are looking at the whole pay period by click on Period

Calendar icon at the top of the screen
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Get the Workday Mobile App
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Week Period Calg ‘ndir
Thu, 11/28 Fri, 11/29 an 11/30

Total Hours: 8.5 Total Hours: 8.5 Total Hours: 0
Thanksgiving Day Time Period Lockout Time Period End
07/14/2024 - 07/27/2024 11/17/2024 -11/30/2024

Time Period Lockout
07/28/2024 - 08/10/2024

S

Summary
Nov 24 — 30, 2024

Regular 34
Holiday 9
Time Off 16
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STEP 6

Review the timecard

Review the timecard
Make any edits needed
Click Review at the bottom right-hand side of the screen.
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STEP 7

Submit Timecard

Review the Totals and enter a comment if needed
Click Submit

enter your comment
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