
Workday

Timekeeping AND HR Information 

2024-2025 Season



I get to take you to ……

We really like people. We don’t just treat our guests, employees and 
financial stakeholders like our friends – they are our friends.

We really like ______________ people _________ .

So, BUCKLE UP!  ………… here we go

“The Admin Zone”

TO DRIVE OUR   CRAZY

UKG Dimensions 

(Timekeeping)

• Clocking in and out

• Editing Punches

• Transferring time to 

another dept

• Workday (HR Information)

• HR documents

• Personal info

• Paystubs, W-2, Direct Deposit

• Benefits

• Training materials



Administration Overview
Timekeeping – HR Documentation 

UKG Dimensions 

(Timekeeping)

• Clocking in and out

• Editing Punches

• Transferring time to 

another dept

• Workday (HR Information)

• HR documents

• Personal info

• Paystubs, W-2, Direct Deposit

• Benefits

• Training materials



Timekeeping Ground Rules

For hourly employees in CA, an employer must:  

1. Offer a rest break for shifts greater than 4 hours 

2. Offer a meal break for shifts greater than 6 hours  
✓ NOTE: must be taken prior to the end of the 5th hour

✓ Ex: If shift starts at 7:30am and ends at 2pm (>6 hour shift), 

employee must clock out for lunch before 12:30pm

✓ Must be at least 30 minutes in duration     

FYI ………………. Current “Timekeepers”: Anna, Brian, Max, Sophie, Jill and John 



Timekeeping
SIGN IN/AUTHENTICATION
CLOCK IN/CLOCK OUT
COST TRANSFER
MEAL IN/MEAL OUT
CLOCK 
OUT/ATTESTATIONS



SIGN IN: MOBILE
USERNAME:  Employee #



Add PIN, Touch ID or Facial Recognition for faster log in



  Clock In      OK



To Transfer Cost Center:
Click on Cost Center               Find Cross Punch                       Click OK



 MEAL      END BREAK            CLOCK BACK IN



       ATTESTATIONS:                   ALWAYS CHECK TIME         
CLOCK  OUT      Yes, I waive   
     Yes             CLICK CORRECT  TIME 

       IF NEEDED



TIMECLOCK:

Can be used in case of poor  
cell / WIFI service



CLICK MENU

COMPUTER CLOCK IN / OUT



Click My Time and 
Scheduling

CLOCK IN:OK



CLOCK OUT

OK



ATTESTATIONS:

 YES, I WAIVE

 YES

 OK



THANK
YOU



Workday (HR “stuff”)

Me, Me, Me 



HR Information
Workday

Remember …………..

The Hamburger

And

All About Me



HR Information
Workday

Username 
and Password



HR Information
Workday

Menu - "The 
Hamburger"



HR Information
Workday

All About 
Me



HR Information
Workday

Personal 
Info



HR Information
Workday

Time 
Off/Leaves

• We do not use this time off 
function

• Remember, add unavailability 
in 'When I Work'

• Request sick time in UKG 
Dimensions



HR Information
Workday

My Pay

My Pay
• Tax docs
• Pay slips
• Direct 

Deposit

Payment elections – direct deposit

Tax documents



HR Documentation
Workday

My 
Benefits



HR Information
Workday

My 
Learning
- Training 

videos



HR Information
Workday

My 
Career



Questions?
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