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Quick Guide - Time Management Hub

1. Login to Workday using your W# and password.

2. Click on application menu — " located at the top left of your home page.

= MENU ﬁ Q search

Hello There

\
) (

- N7 2 N7 N7
w‘: Enter Time for Worker ) (/ Review Time ) Enter My Time/w wf\ Submit My Time/] ( Request Absen
\. /AN % -

Awaiting Your Action

Open Enroliment Change: LISA HUDGINS (W1059059) on 01/01/2026
My Tasks - 9 day(s) ago

3. A drop-down menu will display, then click on the Time Management Hub.

X
Menu Shortcuts
(] Home
[  Learning Management ~
Extended Enterprise Admin
Learning Admin
Learning Trainer
Organization ~
£  Personal ~
Time Management Hub
Benefits and Pay
Learning
Personal Information
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4. From the Time Management Hub Overview screen, you will have access to:

* Request Absence

* Enter Time

e Submit Time

* View Balances

* View expiring accruals

* Access other apps in the Time Management Hub:

v" Review Time by Week

v" My Absence — view your Absence requests, adjustments and

balances

v" Manage Absence — request, edit and cancel absences

= MENU ﬁ Q Search

Time Management Hub |« Tasks and Reports

Request Absence

Overview

ga .
8f  Overview

£ Review My Time by Week

[E]  MyAbsence

@ Enter My Time

This Week (10 Hours)
Last Week (40 Hours) Select Week

£l Manage Absence

@ Submit Time

]
My Expiring Accruals

You have no upcoming accrual expiration
events

View Report

Tab View: Review My Time by Week

= wmEnu ﬁ Q search

Time Management Hub |+ Review My Time by Week  First Last (W0000000) | August6,2025- August 12,2025 | 8¢
RegularHows  Overtime  CompEamed  Holiday/Emergency  TimeOffTaken  ShiftDifferential  Total Paid Hours
BB Overview 30 0 0 0 0 0 a0

) Review My Time by Week
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[l MyAbsence

B  Manage Abs
D: Stau: Type Our Out Reason Quantity  Uni
—— Submitzed Exemprs: Reguiar on00 orooeu e & | Houe
wed.8/6 Subrinza Exempts: Requtar o130PM os30PM ou +| Hours
Thu, 87 Submitted Exempts: Reguiar 07:00 &M 01:00 FM Mea & Mours
877 suormea Exemprs: Reguiar or30em os30pM o + | Hours
Fi8m Subraied Exemprs: Reguie o700 a1 orooeu Ves 6| Hours
Fri8/8 Submitted Exempts: Reguiar 0130 PM 0530 PM Out
Tue 12 Approved Annual Lese (Time O Calendar) o700 os00eu 10 Hours
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Absence Balances

fom—
ﬁ Available balances as of todays date. Does not

include future absence requests.

Annual Leave 430,55 Hours
Bone Marrow Donation Time Off Plan 0 Hours
Cash Overtime (FLSA) Compensatory 1.5 Hours
Time

Compensatory Holiday Time 0Hours
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View Report
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Functional Area:

Title:
Role:

QG Time Management HUB
SMPS Employee

Absence

Tab View: My Absence

= menu

&

Time Management Hub |«

Overview

Review My Time by Week

My Absence

Manage Absence

My Absence  First Last (w0000000)
g State of P y Organizatic
Manager(s)  Manager Last (WO0000000)

AbsenceRequests  Absance Adjustments

Absence Requests 416

Tab View: Manage Absence

= meny

&

Time Management Hub

Overview

Review My Time by Week

My Absence

Manage Absence

Q search

1> Example Screen Org

Absence Balances as of Current Date

Dte Day ofthe Week Tpe StartTime EndTime Requested  Unitof Time
110672026 Tuesasy Personal Leaue (Time 011 Caiendai) w0 os00PM 0 Hous
o1/m2/2026 Fridey Personsl Leave (Time Off Caerd o o500 PM 10 Hous
armzs Wednesdoy Personl Leawe (Time Off Caiendai) w700 M o500PM 10 Hows
1273072025 Toesday Personal Leave (Time Of Calerdr) w0 0500 PM 0 Hows
12126/2025 Friday Annunl Leave (Time Off Cavendar) 07:00 AM 10 Hows
1210/2025 Wedneaday ineun Leave (Time OFfCatendr w00 m os00PM 0 Hous
12108/2025 Wedneaday ArnualLeave (Time Off Catendar 10 Hows
1210212025 Toesasy AnnualLeave (Time off Caiender) w00 am os00PM 0 Hows
127022025 Toesday Aneual Leave (Time Off Caiendan) A0 Hours
Tirass202 Wednesdey Aneusl Leave (Time Off Caiengen) w700 M os00PM 0 o
+1r2s/2025 Tocsday Ansual Leave (Time Off Galendr) w0 0500 PM 0 Hows
Q Search
Manage Absence  First Last (W0000000)
< > August 2025 ~
Sunday Monday Tuesday Wednesday Thursday Friday
27 28 29 30 Eal 1
v
3 - 5 6 7 8
10 n 12 13 14 15
[ Ao owve (e 01| [ Anoust Losve T 0| [ it Lowv (Tme O Calenar
v v v v
17 18 19 20 7 2
@ Annual Leave (Time Off Calendar)
v v
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Todsy
a 1 ? a 4 5
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View Your Requests and Balance

Balances  Requests

Balances asof | 82/25/2/

Annual Leave

430,55 Hours

Bone Marrow Donation Tim

0 Hours

Cash Overtime (FLSA) Com

1.5 Hours

Compensatory Holiday Tim:

0 Hours

Compensatory Time

1 Hour

Disaster Service Time Off P

0 Hours

Employee to Employee Dons



