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A guide demonstrating
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Workday Time Scheduling Hub

o Start on the “Home Page”.

Q In the search box type “time and scheduling”. Select “Time and Scheduling Hub”

from the search results.
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The left column on the hub’s home screen list the “included tasks”.
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On the “Overview Tab” this page highlight the “Team Action, Needs Review, My Team

today & in Progress”.

9 Back to the left column, click on “Review and Approve Time” tab. In this tab you can view a certain

date, select a specific employee or your entire team. Once completed or leave as default click “OK?”.
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Workday Time Scheduling Hub

6 Managers/Supervisors can approve time by selecting the “Edit and Approve Time”
tab. Managers/Supervisors can approve a worker’s time by day or week and instantly

view workers’ hour summaries.
Pagei1: Once you click “OK”, see Page 2.

Page2: Once all the alerts are cleared the Manager/Supervisor will be given the

option to “Approve” and “Submit” at the bottom of the “Edit and Approve Time” page.
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ﬂ Select the “Operational Analytics” tab then the “Team Insights” tab. Here Managers/Supervisors
will be able to review time, time clock history, enter time for an employee and view employees

who have scheduled days off or on a Leaves of absence.

Q Select the “Team Absence Calendar” tab to review any upcoming absences team members have

taken that the Manager/Supervisor should be aware of.
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