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View Timesheet History 
 
If you would like to view a past weeks check in/out times that your 
employee made, use the View Time Clock History page. Instructions on 
accessing this are below. You can also click “Enter Time for Worker” 
through by following the Correcting Time instructions above for a calendar 
view. 
 
 
1. Search you employee in the  
    Workday search bar and click  
    on to their profile. 
 
 
 
 
 
 
 
 
 
 
2. Click Actions.  
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3. Hover over Time and  
    Leave and click View  
    Time Clock History. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. Select the Date you would  
    like to view. This will show  
    you the whole week that that  
    day falls in. 
 
    Click OK. 
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5. Here you will see the selected 
     week’s check in/out times.  
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