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Clock In & Out in Workday 

(Desktop) 
Hourly  

Employees 

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. 

Clock In 

 
 

On the Workday homepage, select 

the Hamburger menu and click 

Time. 

 

 
 

  

 

 

 
 

Click Clock In under Time Clock to 

clock in. 

 
Note: It is important to remain 

consistent with the system you use to 

Clock In and Out.  
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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. 
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Clock Out 

 
 

On the Workday homepage, select 

the Hamburger menu and click 

Time. 

 

 

 
 

Click Clock Out under Time Clock 

to clock out. 

 

Note: It is important to remain 

consistent with the system you use to 

Clock In and Out.  
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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.   
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