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Create a “Team Time Summary
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e After signing on to s o b
Workday, Search for
“Team Time Summary” Lzl Benefis Pay Time
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Time Off and My Team Onboarding Team Time Off
Leave Status Summary

Open Positions Inbox Anniversaries Directory
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e Enter the time period
that you want to view.

19 20 21 22 23 24 25

You can type date or use e o wm w w
the calendar drop down.

e Click “OK”
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HR Transactions | Create a “Team Time Summary”

M Q scocn w moy O behalf of: Charles Matteis

< Team Time Summary @@

StartDate  06/12/2016  EndDate  06/18/2016

Sitems i Bl

Worker Check-in Status Regular Overtime Double Time Total Hours
H: Potte 0 0 0 0
e Your team summary e
. Lorin Mask 0 0 0 o
will appear.
Luke Skywalker 35 0 35 35
Morgan Freeman 0 0 0 ]

e Click on any column
header to “Sort” and
“Filter” in each column
area.

Tom Cruise

Worker

<

ﬁ Q search w o/rl:d\t)y On behalf of: Charles Matteis @
0 STEP 4 < Team Time Summary @@

StartDate  06/12/2016  EndDate  06/18/2016

5items I Bl
e To create an excel
Worker Check-in Status Regular Overtime Double Time Total Hours
sheet to save to your
o Harry Potter 0 0 0 ]
computer, click the —— - : . -
excel Icon' nE l Luke Skywalker 35 0 35 35
Morgan Freeman 0 0 0 (]
e To print, click the print Tom Cse © 0 © n

icon. El

e [f you want to see
details in graph, click
the chart icon. ||_.|

e You can filter using the
filter icon, i' but the
best method is using
the column as stated in
Step 3.
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