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Process: 

Step One: Log in to Workday and select your inbox in the top right corner. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step Two: Locate the task, “Time Entry: Employee Name – (Number of Hours from Date 
Range) 
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Step Three: Review the Employee’s Time Entry 
a. Ensure you verify that the correct position corresponds with the Time Entry 

a. Employees, especially student workers, can have multiple jobs. 
b. Confirm the number of hours worked with the Employee before approving the 

Time Entry. 
c. When their Time Entry has been verified select, “Approve”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Important Notes: 

a. Domestic and International Student Workers cannot work more than 20 hours per 
week during the academic year. 

b. Certain employees may upload documentation in their Time Entry as an attachment. 
a. Ex: Federal Work Study students can attach their Community Service Hours 

form. You can still approve these Time Entries without the attachment, but 
you’ll receive an alert. 

c. Hours worked should be entered into the Pay Period in which they were worked. 
d. Have questions regarding this process? Please contact talent@wpi.edu for assistance. 
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