Entering Time on Behalf of Medical Staff
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Intended Audience
Timekeepers & Managers

Background
e This process will guide you through entering hours for the Medical Staff only using the
appropriate Time Type.
e The Workday system has been built to show only Time Type’s available to the job code —
including diffs.
e Once a Medical Staff Member has already been paid through a payroll in Workday, you can
select Auto-fill from Prior week.

Instructions:
In the Workday search bar type Enter Time for Worker
Search for the worker you’re looking for using name or ID
In the Date field, enter the start of the pay period you are entering time for
Click OK
Click Period Calendar
Click on the applicable date to enter time and adjust the following fields:
a. Select Time Type
b. Position (if applicable)
c. Enter Hours
d. Adjust Cost Center (as needed)
e. Change position (as needed)
Click OK
Click Review
Click Submit
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