
1. Log in to Workday >  Type “Review Time” in the Workday 
Search Bar > Select the Review Time Report.
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1

3. Click on the team member's name > Click Enter Time for Worker on the next screen to access 
their time card.

Note: The number of unmatched time clock events for each team 
member is shown under the Incomplete Time Entries column. Click 
the number to view more details about each time clock event, such 
as the date and time when the time clock event occurred. 

2. Click OK on the pop-up window. 

Note: The number of team members with incomplete time entries 
is displayed above the 'Workers with Incomplete Time Entries' 
heading. Click to filter to show those team members only.

Note: Incomplete time Entries are flagged yellow.

4. Click on the appropriate time entry. 
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5. Make all necessary corrections to the Time In 
and/or Time Out time 

6. Confirm or change the Out Reason. 

7. Enter a comment to explain why the team 
member’s time card was edited. Ensure comments 
can be clearly understood by anyone who reads 
them (i.e, Human Resources). 

8. Review all changes for accuracy > Click OK.

Note: Select “Out” if the team member 
clocked out to conclude their shift. 
Select “Meal” if the team member 
clocked out for a meal break. 
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Note: The team member’s time entry should no longer be flagged as “Incomplete”. 

IMPORTANT! Remember to review, approve, and submit your team members’ time by 8:00 am 
MST on the Tuesday of the pay week for Payroll Processing. Submitted time is green and labeled 
“Approved”. 


