
End-To-End Time Tracking FAQs

Q: How will mistakes or reentries work in Workday in real time?
The worker or the manager can make edits. If the worker makes an edit, it will go back to the manager for review and approval.
 
Q: Will the Workday time entry calendar default to "calendar period" (e.g., Friday - Thursday)?
Yes. The calendar will default to pay period. In Workday, the week will be Saturday - Friday.
 
Q: Can HR also enter and edit or approve time on behalf of the managers? Often, managers and employees will come to HR for help with changing or approving.
Yes, they will have access. Someone in your HR department will have the role to approve time.
 
Q: Can an employee update their check-in at any time, and will their supervisor automatically receive a notification? Once the supervisor is notified, is any acknowledgement or approval required, or does the change take effect automatically after a certain period?
Any change will go to the supervisor for approval. Workday will make the change in real time once they hit approve.
 
Q: What happens if a manager doesn't approve changes to entries before payroll runs?
If a worker changes their time but does not submit it, the updated time will not be processed. If the worker makes a change after already submitting their time, the submission will be reversed, and the time will become unsubmitted. In that case, the worker will receive both a Workday notification and an email in Outlook informing them that their time has been unsubmitted. Additionally, a manager can submit time on the worker’s behalf.
 
Q: How far back can edits be made by employee or supervisor? Will it be the same as myUFL (30 days for employees, 60 days for Dept Processors and anything beyond 60 by central adjustment)?
As of today, it is 30 days for the worker and manager. It is 90 days for the timekeeper. 
 
Q: Will the "lock out" period only occur when payroll calculations are being run?
There is a lockout period for one day. It is likely 9am ET the day payroll is running until midnight the following day. 
 
Q: How will approvals work during payroll close week when we have to project our time?
Time projection may still be necessary in certain situations, such as when payroll needs to be accelerated, but it should be far less frequent than it is today. Because we will no longer need to wait for batch reports, managers will be able to review and approve time changes almost immediately—potentially within 30 seconds. As a result, the overall need to project time should be significantly reduced.

Q: If an employee transfers to another time for another role, will the timesheet update (i.e., non-exempt employee to exempt employee role)?
This scenario is not part of our end-to-end testing, but the time for the first job would be approved by the first manager, and the time for the second job would be approved by the second manager. Both managers would be able to view all time entered on the timesheet. I also understand that the worker would not use the same time entry codes for both jobs.
 
Q: Can you associate two types of work types in the same entry (i.e., evening shift differential or weekend shift differential)?
You cannot stack any time entry codes in Workday. 
  
Q: For employees like students who hold multiple employee records, will supervisors be able to view all time entered across those records, or only the time associated with their respective department?
All of the supervisors involved will be able to see the time entered.
 
Q: Can a manager see the amount of vacation and sick leave an employee has?
Yes, they can. There are multiple places where you can see this in Workday as a manager.

