Time and Payslips in Workday

sk and selecting Time Entry as the reason in order to record time for your non-time clock position.
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Regular Hours 20.85
Overtime/Comp Time Hours 0
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On Call Days 0
Auto Generated Meal Breaks 0
Paid Time Off 0
Unpaid Time Off 0
Total Weekly Hours 20.85
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Introduction

Workday is the Human Resources and Finance platform used by the University of Maryland College
Park. Hourly staff clock time by using their University ID to clock in and out at physical time-clock
locations. There are time-clocks in the AFL and Woodshop. Clock in and out data is sent to Workday
at 12:01 AM each day, is reviewed and approved on a bi-weekly basis (pay periods), and is then
used to determine pay in a given pay period.

This guide will demonstrate how staff:

Clock worked time.

Review their time-sheets
Submit time-sheet corrections.
View payslips.
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Step 1 — Pay Periods

® Pay periods are two week intervals. Time worked during a pay period will be summed together
and paid in a paycheck. Hourly employees are paid three weeks after a corresponding pay

period.

® A calendar of pay periods and the corresponding pay dates can be viewed here under the
Hourly table.

Step 2 — Physical and Web Clock In

® Review these instructions on how to clock time. Only certain staff have access to Web Clock
In/Out (coordinators, labs without physical machines, etc.)
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https://www.google.com/url?sa=t&source=web&rct=j&opi=89978449&url=https://finance.umd.edu/sites/default/files/uploads/documents/FY27_Paycheck_Schedule.pdf&ved=2ahUKEwi3naXPxN2PAxWAF1kFHR5jK8AQFnoECAwQAQ&usg=AOvVaw3GWdKKDTQNfT-0d722P238
https://drive.google.com/file/d/1sNlO2Yf0bSLa2QjDWviYSP6qmCG_2Noe/view?usp=sharing
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Step 3 — Reviewing Entered Time

® Open Workday and select Menu at the top left.
Under the Personal category, select Time.
® Use the Enter Time dialog to select a week to view.

® Time entries appear in workday at the beginning of the next day. They will turn green once
approved by a supervisor.

Step 4 — Time Corrections

® Time-sheets should be checked for
" inconsistencies every pay period.

T ® Time-sheet corrections can be
submitted on the Internal Service

Desk (ISD).

® Corrections can be made up to one
week after the end of the relevant
pay without affecting pay. If
corrections are made after this
window, corresponding pay may be
delayed.
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https://www.myworkday.com/umd/d/home.htmld
https://umcp.atlassian.net/servicedesk/customer/portal/13
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Step 5 — Payslips

® A payslip shows how much an employee is paid for a pay period. It also includes any deductions
that were taken for taxes, social security, or otherwise.

® Payslips can be viewed using the "My Most Recent Payslip" and "My Prior Payslips" reports in
Workday. The easiest way to access these reports is by searching payslip in the top search bar.
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