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.Summer Workers/Students/Temporary Employees 
ENTER TIME WORKED ON COMPUTER 

 
1. Go to Workday. 
 
2. Click on the “Time” icon. 

 

 
 
3. Select a week in the Enter Time column. 
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4. Click on the correct date. 

 

 
 
 
5. If you have multiple jobs, make sure to select the correct position (job). 
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6. Enter the “Hours” and hit “OK.” 
 

 
 
 
7. Choose “Review.” 

 

 
 
8. Select “Submit.” 
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