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Purpose: This job aid will provide managers with steps to review and approve their direct reports’ time
entries.

Related References:

Review and Approve Time

1. From the Workday homepage, click Team and select Time and Absence.
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2. Select the Review and Approve Time tab.




8  Overview

@ Review and Approve Time

3. Enter applicable criteria for the workers whose time you want to review.
Review Time
Date *‘ 89 / 68 / 2626 [£]

Review my direct reports only

Workers (empty)
Worker Type ‘ = ‘
Employee Type ‘ = ‘

Show i o All Workers

Workers with Hours to Approve

Workers with Unsubmitted Hours

Pay Rate Type =
Job Exempt Status * o All Workers
) Exempt
() Non-Exempt

At the bottom of the screen, click OK.
4. The next screen will show your Direct Reports and allow managers to review
reported hours and unsubmitted time.

— Worker Name

[ ] Brandice Koonce

[ ] Kimberly Sweety
[ ] Shayla Gurley

[ ] Tester Req

5. Check the box next to each worker whose time you wish to approve.




Alternatively, select the top Checkbox to select all workers.
6. Select Approve.

Edit and Approve Time

1. From the Workday homepage, click Team and select Time and Absence.
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2. Select the Edit and Approve Time tab.

OF  Overview

Review and Approve Time

3. Enter applicable criteria for the workers whose time you want to edit and
approve.




Edit and Approve Time
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4. The next screen will provide a time approval summary for each direct report. You
can scroll down to review alerts for each direct report and make necessary edits
to submitted hours or submit hours on behalf of your direct reports if needed.

5. If you need to submit hours worked, scroll down and hover over the selected time
block by date and click on the box.

Fri, 9/4
0 Hours

> Workers with Alerts (0)

[ |~ Workers without Alerts (45)

™ Angela Hannah 5] 7:00am-3:00 PM
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Not Submitted

The box below will appear, and you can report in and out times. Select OK.
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Scroll down to the bottom and select Submit.
6. Next, click Review and Approve Time under Time & Scheduling.
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7. Enter applicable criteria for the workers whose time you want to review and
approve.




Review Time
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At the bottom of the screen, click OK.
8. On the next screen, click the box for the employee you recently entered hours
for, then select Approve at the bottom of the screen.

— Worker Name

[ ] Brandice Koonce

[ ] Kimberly Sweety
[ ] shayla Gurley

[ ] Tester Req

Please reach out to workday@famu.edu for additional information.
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