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1. To submit your worked time, select the Workday icon on OKTA. On the Workday 
homepage, select Time from Applications. 

2. On the Time screen, select This Week. 
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You will be directed to the Enter Time screen. 

3. Review your entered hours displayed on the screen for accuracy. Review BOTH weeks of the Pay Period. 
When you are satisfied that your timecard is correct, click the Review button to proceed. 
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On the Submit Time screen, you are attesting to the accuracy of your timekeeping activity. 

4. Click the Submit button to confirm the accuracy of information. 
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On the View Details page, you may review the details of your time entry. 

5. Click Done when you have finished reviewing. 

 

 

The pop up indicates that your time has been submitted to your manager for an approval. You can click 
on the X to close out if you do not wish to review. Or you may click on View Details to review the 
remaining process. 

Please note that if you find a missed or incorrect punch in your timecard, you must submit a paper-based 
missed punch form to your manager for correction. 


