
Workday Training for New Hires
Time and Absence

August 24th, 2022
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RESOURCES AVAILABLE

View Absence Balance

Request Time Off

Correct My Absence Request

Entering Time

FAQ: Entering or Correcting Time

2022 Payroll Calendar and Deadlines

Workday Essentials for Hourly Staff Training Course

Workday Essentials for Salaried Staff Training Course

https://ubc.service-now.com/selfservice?id=kb_article&sys_id=8d49a8aa1b505150ba8f539f034bcb77&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=cdbae3821b70991027278556cc4bcb9b&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=abbb19c01b41d5501cfdeac3b24bcb67
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=221379081b45d5501cfdeac3b24bcbbe&table=kb_knowledge
https://ubc.service-now.com/selfservice?id=kb_article&sys_id=dd7b231d1bdc99d00dbaec21b24bcb86&table=kb_knowledge
https://finance.ubc.ca/sites/finserv.ubc.ca/files/2022_PaySchedule.pdf
https://wpl.ubc.ca/browse/workday/employee-as-self/courses/wpl-wd-we4hrl
https://wpl.ubc.ca/browse/workday/employee-as-self/courses/wpl-wd-we4sal


UBCO WORKDAY RESOURCES PAGE
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https://finance-operations.ok.ubc.ca/workday/workday-resources/

Webpage for UBCO 

specific content, such as 

session 

slides/recordings, one-

pagers, and the monthly 

newsletter

https://finance-operations.ok.ubc.ca/workday/workday-resources/


INTEGRATED SERVICE CENTRE
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Resource for Workday 

training information, 

session registration, 

‘Workday This Week’ 

updates, and access to 

Knowledge Base 

Articles/ticket support

https://isc.ubc.ca/

https://isc.ubc.ca/


UBC SERVICE NOW – KNOWLEDGE BASE AND TICKETS
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Access Workday 

Knowledge Base articles 

and submit tickets for 

inquiries regarding 

Workday troubleshooting

https://ubc.service-now.com/selfservice

https://ubc.service-now.com/selfservice


AGENDA
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1 Viewing your Absence Balance

2 Submitting an Absence

3 Correcting an Absence

4 Submitting Time and Deadlines
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VIEWING YOUR ABSENCE 

BALANCE
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VIEWING YOUR ABSENCE BALANCE



9

VIEWING YOUR ABSENCE BALANCE

The ‘As Of’ date shows you your balance up to that 

date. If you want to see your balance to the end of 

the year, including future absences, set your ‘As 

Of’ date to December 31st!
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VIEWING YOUR ABSENCE BALANCE

Your balance before your 

allotment (e.g. a 

carryforward balance from 

the previous year)
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VIEWING YOUR ABSENCE BALANCE

Your balance before your 

allotment (e.g. a 

carryforward balance from 

the previous year)

Your yearly 

allotment
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VIEWING YOUR ABSENCE BALANCE

Your balance before your 

allotment (e.g. a 

carryforward balance from 

the previous year)

Your yearly 

allotment

Absence taken 

this year
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VIEWING YOUR ABSENCE BALANCE

Your balance before your 

allotment (e.g. a 

carryforward balance from 

the previous year)

Your yearly 

allotment

Absence taken 

this year

Total remaining

Beginning Year Balance + Accrued Year 

to Date – Absence Paid Year to Date = 

Ending Period Balance
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VIEWING YOUR ABSENCE BALANCE

Your balance before your 

allotment (e.g. a 

carryforward balance from 

the previous year)

Your yearly 

allotment

Absence taken 

this year

Total remaining

Total remaining including any 

absences that have been 

submitted but not yet 

approved
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SUBMITTING AN ABSENCE
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SUBMITTING AN ABSENCE
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SUBMITTING AN ABSENCE
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SUBMITTING AN ABSENCE

Select the 

date(s) for your 

absence
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SUBMITTING AN ABSENCE

Select the 

date(s) for your 

absence

Balances are 

shown here. 

‘As of’ date can 

be edited.
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SUBMITTING AN ABSENCE

Select the 

date(s) for your 

absence

Balances are 

shown here. 

‘As of’ date can 

be edited.

‘View Teams’ shows your 

colleagues upcoming 

absences as well for 

planning/resourcing
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SUBMITTING AN ABSENCE

Select the 

date(s) for your 

absence

Balances are 

shown here. 

‘As of’ date can 

be edited.

‘View Teams’ shows your 

colleagues upcoming 

absences as well for 

planning/resourcing

Once you’ve selected 

your days, click ‘Request 

Absence’
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SUBMITTING AN ABSENCE

Select the absence type. 

This example is vacation.

If you have multiple 

positions, ensure you’ve 

selected the correct 

position.
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SUBMITTING AN ABSENCE

Select the absence type. 

This example is vacation.

If you have multiple 

positions, ensure you’ve 

selected the correct 

position.

Click Next
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SUBMITTING AN ABSENCE

At the next page, your 

quantity per day will 

default to 0 hours
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SUBMITTING AN ABSENCE

At the next page, your 

quantity per day will 

default to 0 hours

Click ‘Edit Quantity per 

Day’ 
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SUBMITTING AN ABSENCE

At the next page, your 

quantity per day will 

default to 0 hours

Click ‘Edit Quantity per 

Day’ 
You can either update all 

dates to the same hours 

per day
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SUBMITTING AN ABSENCE

At the next page, your 

quantity per day will 

default to 0 hours

Click ‘Edit Quantity per 

Day’ 
You can either update all 

dates to the same hours 

per day

Or update individually
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SUBMITTING AN ABSENCE

At the next page, your 

quantity per day will 

default to 0 hours

Click ‘Edit Quantity per 

Day’ 
You can either update all 

dates to the same hours 

per day

Or update individually

Click Done



29

SUBMITTING AN ABSENCE

Review your total hours 

to ensure the amount is 

correct
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SUBMITTING AN ABSENCE

Review your total hours 

to ensure the amount is 

correctEnsure type is correct



31

SUBMITTING AN ABSENCE

Review your total hours 

to ensure the amount is 

correctEnsure type is correctEnsure dates are correct
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SUBMITTING AN ABSENCE

Review your total hours 

to ensure the amount is 

correctEnsure type is correctEnsure dates are correct

Click Submit
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SUBMITTING AN ABSENCE

Your request will then 

route to your manager for 

approval
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SUBMITTING AN ABSENCE

Your request will then 

route to your manager for 

approval

If you need to cancel the 

request, click on the grey 

‘Vacation’ day in the 

calendar view, then click 

‘Cancel this Request’
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SUBMITTING AN ABSENCE – HOURLY EMPLOYEES

Hourly employees who have entered Absence types 

paid vacation or banked overtime will also see a 

‘Shift’ block in Time Tracking.

These blocks are used to ensure these days are 

considered working days in Workday and will be 

submitted along with their other hours.

If an hourly employee uses paid vacation or banked 

overtime in a pay period where they did not enter 

any hours worked, they will need to submit the 

Shift blocks, which appear automatically under 

Time.

These Shift blocks must be submitted in Time 

Tracking in order for the absences to be recorded as 

‘days worked’.
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CORRECTING AN 

ABSENCE
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CORRECTING AN ABSENCE



38

CORRECTING AN ABSENCE
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CORRECTING AN ABSENCE

If you need to correct your absence 

after it’s already been approved, 

click the green bar of your vacation 

request
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CORRECTING AN ABSENCE

To remove the request altogether, 

click the ‘minus’ sign for the day you 

are removing.
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CORRECTING AN ABSENCE

To remove the request altogether, 

click the ‘minus’ sign for the day you 

are removing.

To edit a day, or multiple days, 

select the day

Then enter the new quantity
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CORRECTING AN ABSENCE

Once you’ve made the changes, 

click ‘Submit’
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CORRECTING AN ABSENCE

Your request will go back to grey 

and will route to your manager for 

approval
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SUBMITTING TIME AND 

DEADLINES
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SUBMITTING TIME
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SUBMITTING TIME

When entering time, you can select 

which week you’d like to enter your 

time for
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SUBMITTING TIME

When entering time, you can select 

which week you’d like to enter your 

time for
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SUBMITTING TIME

Under the day you wish to 

enter time for, click on a 

time block.
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SUBMITTING TIME

Under the day you wish to 

enter time for, click on a 

time block.
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SUBMITTING TIME

Under the day you wish to 

enter time for, click on a 

time block.
A pop-up window will 

appear. Ener your time in 

this window.
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SUBMITTING TIME

In/Out Time will default 

as the Time Type
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SUBMITTING TIME

In/Out Time will default 

as the Time Type

Time in
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SUBMITTING TIME

In/Out Time will default 

as the Time Type

Time in

Time out
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SUBMITTING TIME

In/Out Time will default 

as the Time Type

Time in

Time out
Select ‘Meal’ if you are 

taking a meal break during 

your day; select ‘Out’ if you 

are leaving for the day.
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SUBMITTING TIME

In/Out Time will default 

as the Time Type

Time in

Time out
Select ‘Meal’ if you are 

taking a meal break during 

your day; select ‘Out’ if you 

are leaving for the day.

If you have a meal break, it 

must be entered! Otherwise, 

time/rate calculations will not 

be accurate.
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SUBMITTING TIME

In/Out Time will default 

as the Time Type

Time in

Time out
Select ‘Meal’ if you are 

taking a meal break during 

your day; select ‘Out’ if you 

are leaving for the day.

If you have multiple positions, 

ensure you are entering time 

for the correct position to 

make sure you are paid 

correctly.
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SUBMITTING TIME

In/Out Time will default 

as the Time Type

Time in

Time out
Select ‘Meal’ if you are 

taking a meal break during 

your day; select ‘Out’ if you 

are leaving for the day.

If you have multiple positions, 

ensure you are entering time 

for the correct position to 

make sure you are paid 

correctly.

These fields are optional in 

case your department 

charges employee hours to 

different budgets. Leave 

these blank unless specified 

by your manager/department 

administrator.
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SUBMITTING TIME

In/Out Time will default 

as the Time Type

Time in

Time out
Select ‘Meal’ if you are 

taking a meal break during 

your day; select ‘Out’ if you 

are leaving for the day.

If you have multiple positions, 

ensure you are entering time 

for the correct position to 

make sure you are paid 

correctly.

These fields are optional in 

case your department 

charges employee hours to 

different budgets. Leave 

these blank unless specific by 

your manager/department 

administrator.

Repeat this process to enter a 

second block for the day if 

necessary (e.g. after a meal break).
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SUBMITTING TIME

Once you have entered 

your hours and are ready 

to submit, click Review. 
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SUBMITTING TIME

The Submit Time window will show. 

Verify the time you’ve entered, enter 

comments if necessary, then click 

Submit.
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SUBMITTING TIME

Once approved by a Manager or 

Timekeeper, your entries will display a 

green bar showing ‘Approved’.
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TIME SUBMISSION DEADLINES

In your time entry calendar, you will 

also see submission and approval 

deadlines.

If you have unsubmitted time entries, Workday will 

notify you of upcoming submission deadlines in your 

Workday notifications.

Deadlines to submit: 8th and 23rd of each month

Deadlines to approve: 9th and 24th of each month

Some dates differ due to deadlines falling on 

weekends. Please refer to UBC 2022 Payroll Schedule 

at 

https://finance.ubc.ca/sites/finserv.ubc.ca/files/202

2_PaySchedule.pdf

https://finance.ubc.ca/sites/finserv.ubc.ca/files/2022_PaySchedule.pdf
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If you have questions about today’s 

training, please contact 

Lauren.Hatchard@ubc.ca

For Workday support, submit a ticket 

at https://ubc.service-

now.com/selfservice

mailto:Lauren.Hatchard@ubc.ca
https://ubc.service-now.com/selfservice

