
Manager- Modify or Delete a Worker’s Time  
From the worker’s time entry calendar:  

1. Log into Workday 
2. Search Employees Name in Search Bar 

 
3. Click on employees Name 

 
4. Click Actions 
5. Go to Time and Attendance Dashboard 
6. Click Enter Time 
7. Click Pay Period Calendar 

 
8. Select a time block.  
9. Select either OK or Delete. 



  
10. If you modified any details, select Review.  
11. Select Submit to authorize the new information.  
12. From the pop-up, select View Details.   
13. Select the Details and Process arrow.   
14. On the Details tab, under Reported Time Block or Calculated Time Block, select the 

magnifying glass icon’s Related Actions to view more information.  
15. Select the Process tab to view the approval status.  

  
 


