Clock In & Out in Workday

(Desktop)

Purpose: This job aid provides the steps to clock in using the time clock in Workday (Desktop).

Note: This is only for company roles using Workday's time clock feature.
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®

Review Time Type and Details
carefully.

California employees have the option
to waive their meal period.

See your Leader for guidance or
questions specific to your schedule.

Click OK.

®

A confirmation screen appears.

Click Done.

®

You can see a green checkmark to
indicate the time you Clocked In.

Clock In

You are clocking in. Please enter your work details.

Worker *
Date * 04/25/2024
Time * 1114 AM

Time Zone  GMT-08:00 Pacific Time (Los Angeles)

Time Type *# | x Hours Worked

Details

Union

Classification

Did you waive your meal break?

Comment ‘
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Clock In LT

You have successfully clocked in at 04/22/2024 1:01 PM

Time Clock

% Clocked In at 1:10 PM
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®

Carefully review your Clock Out
time.

Add a Comment as needed.

See your Leader for guidance or
questions specific to your schedule.

Click OK.

®

A confirmation screen appears.

Click Done.

®

You can see a red symbol indicating
the time you Clocked Out.

Clock Out X

Please click OK to clock out. You will be clocked out once you click OK

Worker *

Date * 04/22/2024

Time #* 01:24 PM

Time Zone  GMT-05:00 Eastern Time (New York)

Reason

Q out

Details

Union  (empty)

Comment ‘

Cancel

Clock Out

You have successfully clocked out at 04/22/2024 1:02 PM

View My Calendar
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Time Clock

@ Clocked Out at 1:02 PM

( Clock In )( Clock Out )

4 Copyright © 2025 Republic Services. All rights reserved. R

08/27/25

<& 99 REPUBLIC

*é SERVICES

®



