Supervisor Input of Time on Behalf of Hourly Staff WOor k d Q y

Introduction: Though they should be entering the majority of their time themselves, hourly staff and
students may occasionally need you to enter or correct time on their behalf. Examples include
forgetting to check in at the beginning of their shift, checking out and then still working, or needing
time entered or corrections made to their time sheets after payroll closes their ability to do so on the
Monday after the pay period ends.

Entering Hours Worked for the Employee

1.  After logging into Workday, go to the employee profile by entering their name in the search
bar. Click the Actions button under the profile picture. Select Time and Absence from the
resulting menu and then Enter Time from the submenu.
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2. A pop-up appears with the worker’'s name and
the current date. Change the date as needed
to correspond with the day you will enter
hours for the employee.
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3.  You are now accessing the employee’s timesheet in the same way the employee would
access it themselves. Click on any day on the calendar to record time worked that day. Upon
doing so, the day will highlight and an entry box will appear.
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Next enter an in time for the
start of the time block and out

time for the end of a time block.
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of the employee.
Click OK when finished.
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5. To add more than one day, repeat the process outlined in steps three and four.

6. There will also be times when an employee has unexpected absences
close to the end of the pay period and the supervisor will need to enter
time off work on the employee’s behalf.

To do so, click on Actions in the upper right of the employee time entry
calendar and select Enter Absence from the drop-down menu.

You will be led to the employee’s absence calendar. You will enter
absences in the same way that the employee would. Refer to the
Requesting Time Off Work guide for detailed directions on how to enter
time for the employee.
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Entering Time Off for the Employee

1. There will also be times when an employee has unexpected absences close to the end of the
pay period and the supervisor will need to enter time off work on the employee’s behalf.

To do so, go to the employee profile and select the Actions button under the profile picture.
Select Time and Absence from the menu and then Request Absence for a Worker from the

submenu.
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2. A calendar will display. Click the Request Absence
date(S) the employee haS been For Maria Martinez | Request on Behalf Of
absent. Click Continue. June 2026 - < (Today) >
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3. Next, click in the Type of Absence Field. Select Time Off from the resulting menu. Select the

appropriate time off category from the list.
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Enter the number of hours for the
absence(s).

Enter a comment describing the
reason you are entering the time
off on behalf of the employee.

Click Submit Request. A
confirmation message will affirm
the absence has been recorded.
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Correcting Employee Entered Time

1. As described in steps 1 and 2 in the Entering Hours Worked for the Employee directions
above, go to the employee profile, click the Actions button, select Time and Absence in the
resulting menu, and then select Enter Time from the submenu.

A pop up labeled Enter Time for Worker will display. Click Okay and the calendar for the
current week will appear. You can navigate to previous and future weeks as needed.

2. Double click on the
time entry that needs
to be corrected. The in
and out times for the
entry will display.

Go to the In or Out
time you wish to adjust
and make the
correction.

Enter the reason for
the correction in the
comments field.

Click OK when done to
finalize the correction.

Enter Time

01/03/2024

Status Submitted

Time Type * | % Hours Worked = ‘
In * | 12:30 PM ‘
Out [ 04:30 PM ]
Out Reason * | Out v ‘
Hours 4

Details

Comment ‘

View Details
( Delete )C Cancel )

Enter Time

01/03/2024

Status Submitted

Time Type * | X Hours Worked = ‘
In *| 12:30 PM ‘
Out * | 04:45PM ‘
Out Reason * | Out v ‘
Hours 4

Details

Comment Clocked out but had to work again for 15 ‘
minutes. corrected out time. 4

( Delete )C Cancel )

June, 2026

WILLAMETTE @) UNIVERSITY




