
DSJ Time Entry 

Search for the report: DSJ Time Entry Tracker, select it from the drop down list. 

 

Select the location (or locations) you need to report time for.  After you have selected, close the 

selection list, then hit the blue OK button. 

 



A report will generate in Workday displaying the following fields: 

Employee ID-Employee ID 
Preferred Name-Preferred Name 
Location-This is the location you selected 
Position ID-This is a Workday field related to the position the employee has 
Position Title-This is the title of the position for the employee.  All positions for your employee at the 
location you choose will display.  This means there may be several lines for an employee with multiple 
jobs. 
Regular Hours-This is blank 
Overtime Hours-This is blank 
Double Time Hours-This is blank 
 
Click on the Excel icon listed in the upper right of the screen.  There are 2 Excel icons, you can use either.  
This is going to export the report into Excel.   
 

 

  



Depending on your operating system, the file may show on the bottom of your screen or you will get a 

prompt to open or save the file.  If it shows at the bottom, wait for the green circle to stop spinning, 

then double click on the report to open in Excel.  This file will look exactly like the report did in Workday.  

 

  



Once in Excel, you will populate the Regular Hours, Overtime Hours and Double Time Hours for each 

person and position that was worked during this pay period and needs to be paid.  This will be based on 

the current paper timesheets the employee submits to you.  The hours entered here are totals for the 

pay period. 

Please double check the calculation of time, including overtime on the timesheets.  If you are unsure of 

overtime calculations, please contact the Payroll Department. 

 

Employees who have multiple positions at your location will have multiple lines (1 line per position).  

You need to enter the number of hours per position on this report. 

It is important to note, if you enter hours in this report, it will pay the employee based on the hours 

submitted and their hourly rate in Workday. 

Once you have entered all hours for all employees, save the report using your location name and the 

Workday report name (ie. Saint Christopher Parish DSJ_Time Entry Tracker).  Email this report along with 

the Time Off Entry report and One-time Payment Request report to Payroll. 


