Guide to Review & Approve Time for Payroll
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Intended Audience
Managers & Time Keepers

Instructions
1. Ensure you have approved any absence requests first that have come to your Workday inbox
2. Inthe Search Bar type Review Time. Change the date to the pay period start date and click OK
o (For Timekeepers go to Worker and select Workers By Manager then click on the Manager’s name
3. You will now see a summary view of all your employees. A yellow flag will be shown in the Unsubmitted Time
column for any employee with an issue in their timecard
4. Review each employee one by one by clicking their name. Use the chart below to identify any areas that may

need editing
Action Steps to Edit Reminders
VA EETRETEETES Click the existing time block to adjust the punch. The following Any break less than 20 minutes considered worked
categories can be adjusted: hours and must be paid.
e Time Type
e In
e Out

e Out Reason
e Cost Center

Missed Earned Click Enter Time for Worker & Actions
Time/Absence Select Enter Absence.

Click on appropriate day to enter missed punch & enter the

following
e Time Type
e |In
e Out
e Qut Reason
e Cost Center
Modify Existing Click the existing time block to adjust the punch. The following This is not where you add differentials. The only
Punch categories can be adjusted: Time Type options while correcting are: Call Back,
o Time Type On Call, Worked Time, Travel, Education,
e In Orientation, Other Hours
e Out
e Out Reason If you select a differential during the modification
e Cost Center step & enter total hours, you will permanently
Click OK delete the employee's previous punch.
Add Differential Click outside of any existing punches on the appropriate day &  When entering differentials there should not be any
enter the following information: options for In or Out time. Most commonly used:
e Time Type Crisis, Premium Pay 50%, Relief/Charge
e Hours

e Cost Center
5. If no edits are needed, click Review and Submit

6. To get back to the Review Time screen, in the upper right-hand corner, go to Actions and Review Time
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7. Repeat the above step for all employees

8. Once you are done reviewing and editing, you are ready to approve.

9. To approve all your employees at once, check the box next to Worker Name to select all employees
¢ If you have some you would like to review further, uncheck that box

10.Click Approve in the bottom left-hand corner to submit to Payroll

For More Detailed Information:

Adjusting Meal Breaks in Workday
Timecard Review & Submission — Manager
Timecard Review & Submission - Timekeeper

Still need help?
Contact HRWorkdaySupport@mainegeneral.org


https://www.mainegeneral.org/app/files/public/2d417d69-c46b-434d-83d3-9430847bcb3f/Meal%20Breaks%20in%20Workday%20-%20Timekeepers.pdf
https://connect.mainegeneral.org/tools-and-resources/Manager%20Knowledge%20Center/Timetrack/Documents/Timecard%20Review%20%26%20Submission%20-%20Managers%205.30.pdf
https://www.mainegeneral.org/app/files/public/6bc10bb0-4586-4ed0-a157-d546e1a03768/Time%20Card%20Review%20and%20Submission%20-%20Timekeepers%205.30.pdf
mailto:HRWorkdaySupport@mainegeneral.org

