WORKDAY QUICK GUIDE

EDIT ACCU-TIME ENTRY IN WORKDAY

1. Select the Time app from the Global ==

Navigation Menu.
= MENU @
(Menu >Time)
Time
2. Select Time Clock History. View
My Schedule
My Time Off
Time Off Balance
Time Clock History
3. Choose the time block you want to Vaiched Clock Events L
update then Select Edit Clock Event Day of the Week Date Time Time Zone Time Block
Check-in Thursday 06/08/2017  05:00 AM  GMT-08:00 Pacific Time (Los Angeles) Q Edit
4. Edit the Time Type and/or the senhee e
Details of the time block, as needed. e Te * | X tous Wotkd 00 1=

Details

Cost Center =
Cancel Meal Break =
Eam Compensatory Time/Suspended Operations Makeup Time =
UW Project -
UW Task =

UW Option =

Comment

5. Select OK.

: Cancel

6. Select Done.
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