
Checking (Clocking) 
In and Out

Action: Non- Exempt Employee
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Check In (Clocking in)
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Workday uses the verbiage “Check in” for clocking in. 
This is to be used when starting your work time.



Type check in at search bar
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Select Check In
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Note: This 
is not to 
be used



Ensure 
mandatory*
fields are
accurate and 
press OK
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*= Mandatory



Success!
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Check Out (Clocking out)
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Workday uses the verbiage “Check out” for clocking out. 
This is to be used when ending your work time.



Type check out in search bar
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Choose reason and press OK
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Success!
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You can also check in and out via Time
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