Colby

Time Tracking

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

1. Go to Workday.

2. Click on the “Time” icon.

w Q  Search as

Welcome,

Announcements Applications
3items 10 items
22-23 Staff Increases
Q)lb New hourly rates and salaries for 2022-23 have been loaded i}
into Workday. Click here for more informat
y Favorites Personal Benefits Expenses

Information

FY2021-22 Year End Closing Tasks and Procedures
Colby’s fiscal year ends Thursday, June 30, 2022. As with
past practice, there are a number of tasks

Colby Workday Help Resources
« Stay informed: Review helpful information and training
resources for Workday, listed on the Col

ATTENTION
< PLEASE !!!

¢

@

Time Reports | Can Learning
Time Run

Absence Directory
=
3. Select a week in the Enter Time column.
\;\i Q  search 28 & =) a
< Time
Enter Time View
This Week (0 Hours) My Schedule

This Week (0 Hours)
My Time Off
Last Week (40 Hours)

Time Off Balance

Select Week
Time Clock History

wérkday.

©2022 Workday, Inc. Allrights reserved
System Status: Your system will be unavailable for a maximum of 12 hours during the next Weekly Service Update and
Quarterly Maintenance; starting on Friday, July 22, 2022 at 11:00 PM PDT (GMT-7) until Saturday, July 23, 2022 at 11:00 AM
PDT (GMT7)
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4. Click on the correct date.

Time Tracking

~\

w Q  Search

Enter Time ]

(odey ) (O(5) Jul17 -23,2022 v

Hours: 0 Hours: 0 Hours: 0 Hours: 0

Sun, 7/17 Mon, 7/18 Tue, 7/19 Wed, 7/20

Thu, 7/21
Hours: 0

Fri, 7/22
Hours: 0

Sat, 7/23
Hours: 0

Summary
Jul 17 - 23,2022

Colby - Regular Hours
Shift Hours

Paid Time Off

Paid Holiday
Overtime Hours

Total Hours

© oo o oo

5. If you have multiple jobs, make sure to select the correct position (job).

7
X

Enter Time 07/19/2022

Time Type * | X Worked Time

Position select one
select one
Hours * | O | Athletics - Front Desk Monitor (+)

Automated Image Descriptions for
Details Improving Non-Visual Museum
Information Access (+)

CS - Lab Asst - Computer Science (+)
Comment Math - Teaching Assistant (+)

-- please select -

=
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6. Enter the “Hours” and hit “OK.”

Time Tracking

Enter Time 07/19/2022

Time Type * ‘ X Worked Time B ]

Position {P-TOQQBDSummerApplicationSupp v ]

Hours * { 8 }

Details

Comment ‘

n Cancel

OK

7. Choose “Review.”

w Q  search z ® o 2
A o —
Enter Time -] o g0 |
ST
Tt ) (O(5) Jul17 - 23,2022 Week © Summary
Sun, 7/17 Mon, 7/18 Tue, 719 Wed, 7/20 Thu, 7/21 Fri,7/22 Sat, 7/23 Jul 17 - 23,2022
Hours: 0 Hours: 0 Hours: 8 Hours: 0 Hours: 0 Hours: 0 Hours: 0
Worked Time Colby - Regular Hours 8
8 Hours: P-109980 shift Hours 0
Summer Application Paid Time Off 0
Paid Holiday 0
Overtime Hours 0
Total Hours 8

8. Select “Submit.”
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Following date range will be submitted for approval

July 17 - 23,2022 : 8 Hours Total

By selecting Submit, | certify that the time entered represents a true and accurate record of my time.

Q enter your comment

Submit

Total for July 17 - 23, 2022

Colby - Regular Hours
Shift Hours

Paid Time Off

Paid Holiday
Overtime Hours

Total Hours

8

Time Tracking
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