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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.  

 

3. A drop-down menu will display, then click on the Time Management Hub. 
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4. From the Time Management Hub Overview screen, you will have access to: 
• Request Absence 
• Enter Time 
• Submit Time 
• View Balances 
• View expiring accruals 
• Access other apps in the Time Management Hub: 

✓ Review Time by Week 
✓ My Absence – view your Absence requests, adjustments and 

balances 
✓ Manage Absence – request, edit and cancel absences 

 
 

 
 
 

Tab View: Review My Time by Week 
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Tab View: My Absence 
 

 
 
 

Tab View: Manage Absence 
 

 


