
Employee Time Entry Guide for Workday
How to Clock In/Out:

1. Go to the home page and select “View All Apps.”

2. When the menu opens, select “Time.”
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3. When the time clock appears, select “Check In” or “Check 
    Out” accordingly.

4. When the “Clock In” is selected, the screen will appear as 
    follows. Click “OK.” If you are on-call, click on “Regular” 
    and change the time type to “On Call” then select “OK.”
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5. If you are an employee assisting 
    at another property and clocking 
    in your time there, follow the 
    previous steps but also click on 
    the “Cost Center” box, then 
    “Active Cost Center” then 
    “Property” and select the 
    property where you are working. 

6. To check out is the same process, 
    but you will select “Meal” if  
    clocking out for lunch and “Out” 
    if clocking out from your shift.
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7. Upon successful check in or out, you will see the 
    following message. Select “Done.”



Employee Time Entry Guide for Workday

How to View Your Time Card:

1. From the Time Clock screen, select the week you 
    wish to view: “This Week,” “Last Week,” or “Select 
    Week.”
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2. This will take you to your time card for the week to 
    review.

*If you do not see the 
review button in the 
bottom right corner, 
that means there is 

an issue and you need 
to reach out to your 

manager for correction.

3. When your time card is accurate, please select 
    “Review” and it will take you the screen to submit. 
    Here you have a chance for one final review before 
    clicking “Submit.”
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4. You will receive confirmation once you have 
    submitted your time card. If you click the Bridge 
    Investment Group logo in the top left corner, it will 
    return you to the home page.


