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SOP Employee 
Time Tracking

Managing Your 
Time in Workday:

For Hourly and Field 
Service Employees
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Enter Time Using Check In/Out

1 	 From the Home Page or Time Application, select “Check In”.

2 	 Confirm details, and select “OK”. 

Calendar-Based User Interface

Workday Time Tracking provides workers many options for entering time. The options 

available depend on time entry configurations, business process security policies, and 

whether your organization uses calendar-based time entry or high-volume time entry.

Depending on your organization’s configuration, you can enter time worked based on 

check-in and check-out times. 
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Calendar-Based User Interface

3 	 Checking Out

	 a)  From the Home Page, Select “Check Out”.

	 b)  Once on the Check Out screen, select a Reason for the check out.

	 c)  Select “OK”.

Reminder: When checking out for lunch, you must check back in (following the steps above) once you 

go back to work.
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View Details of Submitted Time

1 	 Select a time block to view detailed information about your time entry, then select the 

	 “View Details” button.

	 a) Select the “Reported” tab to view reported work time.

	 b) Select the “Calculated” tab to view calculated time.

	 c) Select the “History” tab to view the process history of a particular time entry.

Calendar-Based User Interface
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Enter Time Worked for Mobile

For i-Pad

Check In/Out (Hourly Employees) for iPhone

Use the Time Tracking application to enter time or to check in/out. 

From the Time Tracking application:

1 	 Select “Check In/Out”. 

2 	 Select the “Yes, Share My Location” button. 

	 Note: This feature prevents workers from checking in or checking out using Workday 

	 mobile applications when they are outside of a defined geofence.

3 	 Select “Allow”.

4 	 Select “Check In” when you start working.

5 	 Select “OK”. 

6 	 Select “Check Out” when you stop working.


