
Payroll Information for Supervisors
Approving Submitted Time

Notice: For each pay period, non-exempt employees are required to submit their 
time for supervisor approval before 8:00 AM on the Monday following the end of the 
pay period. All time submitted by these employees must be approved before 12:00 PM 
that Monday. *

How to Approve Time

Bi-Weekly Payroll Process

Tips: 

* Please see Best Practices for Student Employees on back
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Best Practice: Supervisors are primarily responsible for approving 
submitted time. Timekeepers should only approve time for employees 
if the direct supervisor is unable to do so, but should not regularly 
complete this task for supervisors. If a time submission has been 
approved prior to the payroll due date, please verify Monday morning 
that additonal time has not been submitted or edited.

Both Supervisors and Timekeepers will receive the action item to 
approve each employee’s time in their Workday inbox. It will 
remain in both inboxes until the task is completed, at which point it 
will be removed from both inboxes and a record will be found in 
the archive section of the inbox.

As a last resort, managers or timekeepers can submit time on 
behalf of an employee if they are unable to submit their own time.

Time tracking reports can be beneficial for tracking different 
processes regarding time submissions and approvals. These 
reports are constantly being improved to meet supervisor needs.

Time Tracking 
Reports
TT Workers with No Time Entered - ID 
Provides a list of workers who have not 
entered any time for the period. Used 
to see if any employees have missed 
entering time.

TT Unmatched Time Clock Events - ID  
Provides a list of workers who have 
unmatched clock in or out times that will 
keep them from submitting their time. 
Work with the employee to get these 
corrected/deleted so that the time can 
be submitted.

TT Workers with Unapproved Time - ID 
Provides a list of workers who have 
submitted time but have yet to be 
approved. All approval items can be 
found in your Workday inbox for these 
individuals. Please review and approve 
for payroll processing.

TT Workers with Unsubmitted 
Time – ID 
Provides a list of workers who have 
entered time, but not submitted it yet. 
Work with employee to ensure time is 
complete and to get it submitted and 
approved.  

1. Login to Workday 

2. Click the profile picture in the top right hand corner

3. Select the Inbox

4. Review the Time Entry for approval
5. Select the green Approve button located on the bottom left of the 
page in order to approve the time submitted



Best Practices for Student Employees

Notice:  Student employees will receive an e-mail containing in-depth 
information on the topics below. Please confirm that they received and have 
reviewed the information.

Entering Time: Students should enter time daily by clocking in as they begin work, and clocking out 
as they leave work. Adding and/or editing time should only be used when necessary.

Submitting Time: Students have the responsibility to submit their time for approval in order to be 
paid. It is recommended that time be submitted at the end of their last shift in the work week. 
Students have been asked to confirm department submission schedules with their manager.

Direct Deposit: Payment elections in Workday should be set up in order for their paychecks to be 
deposited to their bank account(s). If payment elections are not established, payment will be 
deposited into their student account, and can be picked up as a check at the cashier’s window in the 
Kimball Building.

The Student Employment Policy remains unchanged in regards to hours and exceptions. Students will 
receive a warning in Workday as they approach policy limits. As International students 15 hours and 
Domestic reach 19.5 this warning will occur. Students will still recieve this warning even if they have approval 
from HR to exceed 20 hours per week. These warnings are simply cautions to keep track of their hours and 
will not prevent time submission.  

Tip: 

 Human Resources 208.496.1727 workday@byui.edu


