
Employee- Electronic Clocking through
 Workday Directly
This how to will show an employee how to electronically clock in and out through the Time 
Hub in Workday.
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STEP 1

Click on Menu

After logging in, click the Menu bar on the top left-hand side of the screen
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STEP 2

Click on Time

Click on the Time Hub/App
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STEP 3

Clocking In/Out

At the bottom of the screen there will be a Time Clock section. This is where you can clock 
and in and out.
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STEP 4

Fill out Details

This section you will fill out the appropriate details needed (cost center, job profile, comment, 
etc.)
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STEP 5

Click OK

STEP 6

Click Done
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STEP 7

Check in Time verify

This screen shot will show you the verified clock in time above the Check in/Out buttons
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STEP 8

Checking Out

Once you are ready to clock out, you can follow the same instructions on how to get to the 
Time Hub, then clock on Check out.
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STEP 9

Lunch Attestation 

If you did not take a lunch for the day, you will need to enter "No Lunch" in the comment box 
when clocking out.
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STEP 10

Click OK
Once you have verified everything on your clock out, you can click OK to save

STEP 11

Verifying Clock out Time
This print screen shot will show you, your clock out time.
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