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Steps for Entering Time on your Timesheet: 

1. Select the Time Worklet. 

    
2. Under “Enter Time”, choose to enter your time for the respective week by 

choosing from one of the following options: 

 This Week: this option displays the timesheet for the current week 

 Last Week: this option displays the timesheet from last week 

 Select Week: this option allows you to view a timesheet from a specific 

week  

 

Entering Time as a Timesheet User 

For biweekly timesheet workers only 

Quick Reference Guide 

(Last Revised 6/12/2018) 

Keep in mind 

 As a timesheet user, you can record your 
time in multiple ways. You can enter your 
time for each day within the calendar 
view, or enter time for the whole week. 

 If any adjustments need to be made for 
previously entered time, you can access 
the Time worklet to review the timesheet, 
and make any corrections necessary.  

 All corrections must be submitted again 
for approval. 

Information needed 

 CNET ID 

 Password 

 Workday website 

 Must be a timesheet user 
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3. Once you have selected the week to enter your time, the timesheet will display. The first way to enter your time is by clicking 

directly on the time sheet for the day you choose to enter time. The selection will turn blue and open up a time block to enter in 
your data. 

 
 

Once the time block opens up, you must fill out the following fields: 

 Time Type: this is the type of time you are recording. Typically, this will be listed as “Worked Time” to document 

normal worked hours. Click on the prompt icon to choose from your available Time Types.  

 In: this is the time you record at the beginning of your work period. Time can be entered in the hour and minute 

format.  

 Out: this is the time you record at the end of your work period. Time can be entered in the hour and minute 

format.  

 Out Reason: Whenever you enter time in the Out field, you must select a reason for the end of that work period 

such as Meal for lunch time, or Out if you are at the end of your work period for that day.  

 Hours: this field will auto populate based on the time that you have entered for the In and Out fields.  

 
 

Click OK when you are done entering in time for that day.  
 
Note: If you have multiple positions, you will have an additional drop-down menu to select the appropriate Position.  
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4. Another method to enter time is through the selection at the bottom of the timesheet. Click on the button titled Enter Time to 

choose alternate options to enter time: 

 

 
 

 Enter Time: this option allows you to enter your In/Out times for each day of the week. Enter the time for the In, Out, and 

Out Reason fields and include the Time Type field for that day. Click on another day of the week using the tabs listed at the 

top to enter time for another day. Click OK to return to the timesheet.  
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 Enter Time by Type: this option is for employees who have multiple time types. Enter in the Time Type and Worktags using 

the Prompt icon. Then enter in the daily hours for each day to total your weekly hours. Click OK to return to the timesheet.  

 
 Enter Time by Week: this option allows you to enter time for the entire week on one page. Enter in the In/Out hours, and 

click on the “+” sign to add additional rows. Your daily hours are listed in the upper right hand corn
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Click Next to proceed to the confirmation page. This page will display the Daily Totals entered, and provide a Weekly Totals 
chart to confirm your entered time. Click Save to return to the timesheet. 

 
5. Click Submit when you have completed entering in your time for the respective day or week.  

Note: Check with your Time Approver or supervisor on the frequency of when you should submit your time. 
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6. A confirmation page will display with the date range, and total hours that you are about to submit to your Time Approver. You can 

enter in any comments if needed in the comment section. Click Submit when complete.  
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7. Upon submitting the timesheet, a confirmation page displaying your submitted entry will display. You can click on the Details and 

Process arrow to open up a chart with a list of worked time you have entered for the week. Click Done when you are done 

reviewing the information.   

 

 

  

FOR ASSISTANCE CONTACT: 
Shared Services Office: Service Desk 
Submit your question here 
Call 773-702-5800, M-F 8am – 5pm 
 

https://uchicago.service-now.com/sso?id=ssc_sc_cat_item&sys_id=2cc0e21213c8030027255eff3244b024
mailto:XX@uchicago.edu

