
To Submit Your Timesheet:  

1. Login to Workday 

2. Click on the Time icon 

3. Click on the option for the week that you need to enter your hours. 

4. Enter your time by clicking on the correct date(s) you worked. A box will pop up with 
Time Type and Hours. 

5. Regular hours will already be populated in the Time Type box. You will then enter the 
number of hours worked. For example, if you worked 9am – 1pm, you will enter 4 hours 
and then click OK. 

6. Once all of your hours are entered for the biweekly period, click Review at the bottom 
left of the screen. 

7. Review your time to ensure the total number of hours are accounted for and then click 
Submit. 


