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Steps for Approving Time: 

1. When a worker submits their entered time, a task will appear in your Inbox. 

To check the task, click on the cloud icon in the upper right hand corner of 

the Workday homepage and click on Inbox. Tasks typically appear with an 

orange badge icon indicating the number of new tasks housed in the Inbox.  

 
 

2. The Inbox will now display. Click on the tasks listed in the Action column. 

Tasks that indicate time that needs to be approved will typically read: “Time 

Entry: Worker Name “along with the hours and time period that is needing 

approval. 

 

Approving Time  

For Time Approvers who approve entered time for workers 

Quick Reference Guide 

(Last Revised 4/16/2018) 

Keep in mind 

 If further corrections are needed from the 
worker, you can send the submitted entry 
back to the worker or even deny the time 
entry.  

 The Send Back option should only be 
used for timesheet workers. All other 
workers will not have the ability to correct 
their time once submitted. 

o This option will not restrict the 
time from being paid whether or 
not the corrections are made.  

 The Deny option will prevent the time 
from being paid. 

Information needed 

 CNET ID 

 Password 

 Worker name 
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3. After clicking the task you choose to view, the task will display in the main window. A chart displaying the entries to approve 

including the specific “in” and “out” times, holiday, or scheduled time will display.  

 
4. Click the Green Approve button to approve the entered time.  

 
5. A confirmation page will display showing the entered time has been approved. Click Done to complete the process.  

 
 

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

