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Manage Workers’ Time & Absence for Managers

Objective: To navigate the Time & Scheduling Hub and manage workers’ Time and Absence
submittals, to submit Time & Absence entries on behalf of workers as needed.

Audience: Managers

Time and Absence actions can be completed by both Managers and Timekeepers, with Managers
being the primary action takers

Click the required process below to go directly to that portion of the User Guide:

If you want to...

Navigate the Time & Scheduling Hub

Review Absence Requests

Enter Absence on behalf of an Employee

Review & Approve Workers’ Time Submittals

Edit Time on behalf of an Employee

Enter Time on behalf of an Employee

Submit Time on behalf of an Employee

Last Edited: 4/20/2026



N NORTHERN
Ukgstuas |y drkday.

Navigate the Time & Scheduling Hub

From the Navigation Menu, select Team > Time & Scheduling Hub. From here, Managers can
review their team’s Time and Absence submittals, enter Time or Absences on behalf of a Worker, view
Time Clock History (if applicable) and view Team Absence Calendar.

N(U Q search I:P § a

w E Time and Team Actions
------ =22 scheduling Hub
a — ‘ -
persans BE  Overview @)| Time Tracking | Absence
[l  Reviewand Approve Time { way Teams Time Requests :) |: Request Absence )
R (@ Edit and Approve Time K\ Enter Time for Worker ) .: Manage Absence )
2 - ~ -
— £ Direct Reports . (__Time clock History )
ilo Operational Analytics
Needs Review
[E] Team Absence Calendar
= Time Offs Pending
L.2]  Approval
- 0 request
-
H
mmmm My Team Today
& - i
=| CheckedIn 15} Mot Checked In

Click here to return to the Table of Contents

Review Absence Requests

Managers can review and approve workers’ Absence requests from their Workday Inbox or from the
Time & Scheduling Hub. Absence requests should be reviewed daily.

From your Inbox click the Absence Request inbox item. The item displays.

All Items
a arch: AN It n Review Absence Request Helga Hourly
Search
For Helga tourly
Absence Request: Helga Hourly 2/26r2028 Overall Process
Due: 02720/2026 ‘Overall Status I
Effective 00/02/2026
Due Date

Details to Review

First Day of Time Off  03/02/2026
Effective: 01/01/2025

Last Dayof Time Off  03/02/2026
Edit Government IDs 2032026 { Total 8 heurs - Vacation Leave - Scheduled
Due: 02/05/2026

Request Detais r@. E

Day ot e Week ™e  Feqwsta UnnofTime
View Bal

Time Off Balance as of Current Date
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1. (Optional) Click View Balances to view employees’ Time Off balances as of current date.

Time Off Balance as of Current Date

Balances Tracked in Hours 4 items = ﬁ LT B E
Accrued Absence Beginning
Unit of Beginning Year To Paid Year Period
Absence Plan Time Year Balance Date To Date Balance
Benevolent Bank Hours 0 0 0 0
Sick Leave Hours 96.99 14.76 0 108.06
Vacation Leave Hours 136 0 0 136

2. Click Approve, Send Back, Deny or Cancel. A confirmation message displays.

X

Success! Event approved

View Details

The process is complete.

Click here to return to the Table of Contents

Enter Absence on Behalf of an Employee

Managers can enter absences on behalf of an employee. Follow the instructions below to do so.

From the Navigation Menu, select Team > Time & Scheduling Hub. The hub displays Team Actions
on the top right side of the page.

? Time and e Team Actions

{© scheduling Hub

| 08 Overview Time Tracking [:J Absence
E Review and Approve Time My Team's Time Requests ( Request Absence X Manage Absence )
@ Edit and Approve Time ( Enter Time for Worker j( Time Clock History )
4n  Direct Reports v

Needs Review
ola  Operational Analytics  ~

B  Team Absence Calendar @ Time Offs Pending Approval
0 requests
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1. Under Team Actions > Absence, click Request Absence. The Request Absence Calendar
displays.

Request Absence %
For Marta Manager (Myself)

March 2026 - < >
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 6 7
8 9 10 : 12 13 14

15 16 17 18 19 20 21
22 23 24 25 26 27 28

29 30 N

View Balances [5g View Teams %

2. Click Request on Behalf Of in the upper right corner. The Request Absence window displays.

¢ Request Absence X

Select Worker *

Request for Myself
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3. Click ‘= and select My Team > required worker’s name.

¢ Request Absence x

Select Worker *

[gearch = I
My Team

Warkers by Supervisory Organization >
Workers by Supervisory Organization Hierarchy >
Waorkers by Manager >
Workers by Manager Hierarchy >

4. Click Continue. In the top left, the Request Absence Calendar displays with the name of the
worker for whom the absence is being entered.

Request Absence %
March 2026 v < >

sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 6 7
8 9 10 : 12 13 14
15 16 17 18 19 20 21

22 23 24 25 26 27 28

29 30 3

View Balances frg
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5. Click the required absence dates on the calendar and click Continue.

Request Absence
For Finn Faculty | Request on Behalf Of

March 2026 v

sun Mon Tue Wed

1 2 o 4
8 9 10 11
15 16 17 18

22 23 24 25

29 30 31

View Balances [5g

12

19

26

Calendar Date Range -:jl

< (omy) >

Fri

13

20

27

Sat

14

21

28

6. Click = and select required Time Off or Leave Type.

« Request Absence

Far Finn Faculty

Tue, Mar 3

Type of Absence™®

jearch

& Time Off

Ty

() Bereavement

Ty

() Jury & Court Duty

Y o

[_J Sick Leave - Scheduled

() sick Leave - Unscheduled
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7. Enter Hours per day required for absence request.

¢ Request Absence x

For Finn Faculty

Tue, Mar 3

Type of Absence*

% Sick Leave - Unscheduled

Hours (Daily)

8]
=

¢ Edit Individual Days

Comment

v Additional Information

Total Request Amount: 8 Hours v

8. Enter a Comment and complete additional fields that display related to that type of absence.
Note: Managers must enter a comment when entering an Absence on behalf of an employee.

9. Click Submit Request. A pop-up display confirms that the absence request was submitted.

X

Success! Request Submitted for Finn
Faculty

View Details

Click here to return to the Table of Contents

Review & Approve Workers’ Time Submittals

Managers can review and approve workers’ time from their Workday Inbox or from the Time &
Scheduling Hub. Instructions below are from the Time & Scheduling Hub.

Note: Employees must submit time for Managers to be able to approve.
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From the Menu, select Team > Time & Scheduling Hub. The Time & Scheduling Hub displays.

1. Click Review and Approve Time. The Edit and Approve Time window displays.

? Time and | Review Time
-
Y scheduling Hub
Date *| 92/26/2026 [
08 Overview ) i
Review my direct reports only
O Review and rove Time
| ﬁ App Workers (empty)
(2 Edit and Approve Time Show * © Allworkers
ﬁI;IEI Direct Reports “ () workers with Hours to Approve

() workers with Unsubmitted Hours
ola  Operational Analytics

Period Schedule

E] Team Absence Calendar

“ Cance'

2. Enter criteria based upon information requirements.

a. Show: Select one option - All Workers, Workers with Hours to Approve, or Workers with
Unsubmitted Hours. Note: Select Workers with Hours to Approve to only view
workers who have submitted time for approval.

b. Period Schedule: Select NKU Bi-weekly (Sun-Sat)

3. Click OK. Review Time details display.

Review Time H = [

Feb 15 - 28, 2026

- ™ s N
( Previous Period } [ NextPeriod |
N AN s

> Search Criteria

NOTE: You can't approve unsubmitted hours.

All Workers Workers with Submitted
Time
Time Period Summary 1 ite ¥ B = o
Totals Breakdown
Worker Name Scheduled Weekly Hours
— L Time Time Approved Time Regular Total

7 - - a

Victor Viking 0 75 0 75 75 40
v

. >
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4. Review time entries and check the checkbox to the left of each employee time entry line to be
approved.

Note: For Mass Approval, check the checkbox on the top column to auto-check all employees
listed. Managers are responsible for the accuracy of time approvals.

Time Period Summary 1 item All 1 selected
Totals
Worker Name
Unsubmitted Time Submitted Time
Victor Viking 0 75

Note: To view additional details on a specific employee’s time entry before approval, click the
employee’s name. A Time Entries detail page displays where Managers can Enter Time
For Worker, Approve or Send Back with comments. If Send Back is selected, the
employee must resubmit the entry.

Time Entries  Victor Viking

DateRange Feb 15 - 28,2026
Job Title Specialist, Business Operations

~

b
(' ViewAbsence Balances )
N e

Week 1 Week 2 Period Totals

sunday 0 sunday 0 Regular Hours 75

Monday Monday Holiday Worked 0

Tuesday Tuesday Overtime

Time Off

Thursday Holiday

5 5

5 5
Wednesday 7.5 Wednesday 7.5
Thursday 5 5
5 5

0
0
0
0

Friday Friday Admin Release

saturday 0 saturday 0 Total Hours 75

TOTAL 375 TOTAL 375
Scheduled Weekly Hours 40

Entries to be Approved Al Entries

Vs N S N

5. Click Approve to approve the Time submission and then click Done.

A confirmation displays and the timecard is routed for processing.

Click here to return to the Table of Contents
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Edit Time on Behalf of an Employee

In the case that an employee’s time requires adjustment, please Send Back so the employee can
personally edit and resubmit the time entry. In rare cases where that is not possible, Managers can
enter time on behalf of an employee or modify a submitted time entry.

From the Menu, select Team > Time & Scheduling Hub. The Time & Scheduling Hub displays.
1. Click Edit and Approve Time. The Review Time window displays.

2. Click Review and Approve Time. The Edit and Approve Time window displays.

? Time and Edit and Approve Time
.
O scheduling Hub

Date *|02/26/2026 [o]

Overview

Review * © Direct Reports only

O Review and rove Time -
E App (_) By Organization
| (©  Editand Approve Time () By Worker
A% Direct Reports v
View * 7y gy week

lo  Operational Analytics ~ ~ © By Period Schedule

Bl Team Absence Calendar

Period Schedule * | x NKU Biweekly (Sun-Sat)

2 workers have this period schedule

«» >

3. Add required criteria based upon information required.
a. Review: Select Direct Reports only, By Organization or By Worker.
b. View: select By Period Schedule

c. Period Schedule: Select NKU Biweekly (Sun-Sat)

Last Edited: 4/20/2026



N NORTHERN
Ukgstuas |y drkday.

4. Click OK. A Summary view and list of workers display.

Edit and Approve Time  #i¢ R

Hide Summary ~

Time Approval Summary 2Total Workers. Hours Summary
Feb 15 - 28,2026 Feb 15 - 21
0 1 1 Total Reported Hours 75 Total Reported Hours 375
Warers it s S ——— esarauth Agaroves Tms s
; Time Off Hours 0 TimeOffHous o
Feb15-21  Fen22-28 Change View
Sun 215 Men, 2116 Tee 217 Wed 2118 Tha2/19 P20 sazm
7.5Hours 7.5Hours 7.5Hours 7.5Hours 7sHews  oHous
> Workers with Alerts (0)
[] ~ Workers without Alerts (1)
tielon Hours [ B15AM-£30PM (Meais:1Z00PM - | £y 8154M- 430 FM (Meals 1200FM - | £ B13AM-£30FM (esls 1200FM- | [=§ 15 AM-£30 Ph (Vesls 1200FM - | [ 815 AM-£30 PM (Wesls: 1200 FM-
[ HeloaHourly Hrzaseu ! zaspu ! 2asem ! 122570 1245P)
iess Operat

> Workers with Approved Time Entries (1)

5. On required employee’s time entry line, click time entry that requires edit and make update.

Click here to return to the Table of Contents

Enter Time on Behalf of an Employee

Employees are responsible for entering time worked. In rare cases where that is not possible,
Managers can enter time on behalf of an employee.

From the Menu, select Team > Time & Scheduling Hub. The Time & Scheduling Hub displays.

Time and . I Team Actions
© Scheduling Hub

(= =] . .
08  Overview Time Tracking

[} Review and Approve Time

My Team's Time Requests

(®  Edit and Approve Time Enter Time for Worker

gln  Operational Analytics v . Time Clock History |

[E] Team Absence Calendar
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1.

Under Team Actions, select Enter Time for Worker. The Enter Time for Worker window
displays.

r ~
Enter Time for Worker N X

Worker * ‘

Date *

03/26/20826 [

2. Select required Worker and Date. The Enter Time calendar displays.

Enter Time

< > Mar22-28,2026 - Week * Actions ~ ) Summary

Sun, 3/22 Mon, 3/23 Tue, 3/24 Wed, 3/25 Thu, 3/26 Fri, 3/27 Sat, 3/28 Mar 22 - 28,2026

Hours: 0 Hours: 0 Hours: 0 Hours: 0 Hours: 0 Hours: 0 Hours: 0

Bank Holiday Worked 0

3. Click date for which time entry is required. The Enter Time window displays.

r |

Enter Time X

03/26/2026

Time Type *

Hours * | 0

Details

Comment
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4. Complete the following fields:
a. Time Type: Select applicable Time Type
b. Hours: Enter Hours worked for that day

c. Comment: Enter Comment

5. Click OK. Time worked is saved on the employee’s time calendar for future submittal.

< > Mar22- 28,2026 -~ Week v | ( Actions v )

Mon, 3/23 Tue, 3/24 Wed, 3/25 Thu, 3/26 Fri, 3/27 Sat, 3/28
jours: 0 s:0 Hours: 0 Hours: 8 ours: 0 c

8 Hours
Not Submitted

Click here to return to the Table of Contents

Submit Time on Behalf of an Employee

Managers can submit Time on behalf of an employee. Follow the instructions below to do so.
From the Home page quick links, select Edit and Approve Time. The Edit and Approve Time window
displays.

Edit and Approve Time

Date *| 03/26/2026 [

i *
Review o Direct Reports only

By Organization

By Worker

View * (o] By Week

By Period Schedule

Start Day of Week * select one v
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1. Select View and Start Day of Week fields and click OK. The Edit and Approve Time page

displays.

Edit and Approve Time

Hide Summary -

Time Approval Summary

145 0

ers weith Alerts Workers without Alerts

< > Mar23-29,2026 ¥

Mon, 3/23
D Hours

v Workers

[E] B15AM - 430 PM (Meals: 1200 f= 8:15 AM - 430 P (Mesls:
Ph- 12:45 PM)

37.5 Hours Scheduled

=]

Click Approve.

o ~ b

Need Help?

If additional support is needed, contact workdaysupport@nku.edu.

5AM- 430 PM (Meals: 1200 f] 8:15AM- 430 PM (Meals: 1200 [ 815 AM - 4:30 PM (Meals: 1200
)

Check checkbox next to Worker’s name requiring your time submission.

Review their time entries for the time period for accuracy.

Click here to return to the Table of Contents

Click Submit. The employee’s time worked for the time period has been submitted.
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