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Intended Audience  
Managers & Timekeepers 
 
Background 
• If an employee forgets to clock their meal break or forgets to clock back in from a meal break, their 

manager will need to adjust their timecard for them.  
• This job aid will walk you through the steps to do both. 
 
Instructions  
Entering a missed meal break 
Missing In punch from Meal Break 
 
 
Entering a missed meal break 
 

1. On the Workday homepage search for the employee who needs their meal break adjusted and 
select their name. 

2. On their profile page select Actions and scroll to Time and Absence, then Enter Time.  
3. A dialogue box will open with the employees name auto populated, along with the current date, 

click OK. 
4. The employees’ timecard will open, on the date that needs adjusting first take note of the time 

that they clocked out for the shift, you will need to enter this in one of the next steps. Once you 
edit the punched time, the original punch will no longer exist. 

5. Then click the time block that needs a meal break applied and the Enter Time screen will 
open.  

6. In the Out field of this screen, enter the time the employee took a break and change the Out 
Reason to Meal. 

7. Click Ok.  
8. This shortens their time worked in their timecard, you will now need to enter another set of 

punches to enter them back in from meal and then out for their shift.  
9. Click in their timecard and the Enter Time screen will open.  
10. In the In field, enter the time they came back to work from Meal Break and in the Out punch 

enter the time they had originally punched out for that shift and use the Out Reason of 
Out. 
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11. Click OK.  
12. There should now be a gap in the employees’ time off in the timecard indicating the time they 

were on a Meal Break. 
 

 
 
 

 
Missing In Punch from Meal Break 

1. On the Workday homepage search for the employee who needs their meal break adjusted and 
select their name. 

2. On their profile page select Actions and scroll to Time and Absence, then Enter Time.  
3. A dialogue box will open with the employees name auto populated, along with the current date, 

click OK. 
4. The employees’ timecard will open, on the date that needs adjusting, you will see an 

Unmatched Punch in the top of the date column where the employee missed their in punch 
from lunch – click the unmatched punch. 

5. The Enter Time screen will open.  
6. In the Out field of this screen, enter the time the employee took a break and change the Out 

Reason to Meal. 
7. Click Ok.  
8. If they forgot to clock back in from lunch, clocking out for the day will not be available 

to them and you will need to enter their time clocking back in from lunch and their out 
time for the day. 

 
 
Still need help? 
Contact HRWorkdaySupport@mainegeneral.org 
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