
Time
Tracking
in Workday



Time tracking is essential for all workers within service lines
(salaried and hourly) as a very important source for client
invoicing, plus generating time reporting metrics for
evaluating effective services for clients.

There may be some exceptions for salaried workers in the
Americas and UK in Corporate Shared Services (i.e. HR, TA, IT,
Finance, Marketing) and Business Development employees,
who may only track time when needed for specific projects
or at the request of their manager.

The Importance of
Time Tracking

Time tracking is essential for all hourly workers (employees
and contingent workers) in any area of the company for
ensuring timely payroll processing based on                       
 hours worked.

approved



E-Learning
Course

We now have an e-Learning course dedicated to Time Tracking.



Please click here if you would like a refresher, or if you haven't
completed Time Tracking Training previously.

Highly Recommended

https://auth.easygenerator.com/api/auth/oauth/propharmagroup?callbackUrl=https%3A%2F%2Felearning.easygenerator.com%2F89b971cb-bd9e-472b-b81e-e908a2fcd32d%2F
https://auth.easygenerator.com/api/auth/oauth/propharmagroup?callbackUrl=https%3A%2F%2Felearning.easygenerator.com%2F89b971cb-bd9e-472b-b81e-e908a2fcd32d%2F


Please watch the
below demo video.




Time Tracking Demo Video
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Mobile App

https://propharmagroup.sharepoint.com/:b:/s/WorkdayProject/EZ9FGO0oDPxCpUwKSXQcjOoBYSC_9LtcdQRAddisbO5krw?e=KrNrUO
https://propharmagroup.sharepoint.com/:b:/s/WorkdayProject/EXXUz69hrvlLifTrWyCvHx0BIChEpAyIAfMpfLeGIBToJg?e=bfv3wD
https://propharmagroup.sharepoint.com/:b:/s/WorkdayProject/EfcI3a2IiV9DlCy3wA9N324Binok2Mj59004KXv43Evg0g?e=a0btRG
https://propharmagroup.sharepoint.com/:b:/s/WorkdayProject/Ee9VHfwP_p1GvDdwrNIKdpYBuVuKetcHT9zsFIkR4q6LJw?e=RHYU7I
https://propharmagroup.sharepoint.com/sites/WorkdayProject/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FWorkdayProject%2FShared+Documents%2FJob+Aids%2FTime+Tracking&p=true&ct=1686915993483&or=Teams-HL&ga=1
https://propharmagroup.sharepoint.com/:b:/s/WorkdayProject/EWfQRg_lx7JJiTE3zu9r3DEBqHDJuPB6XhhA8wqBDTCZLw?e=PPaiKm
https://propharmagroup.sharepoint.com/sites/WorkdayProject/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FWorkdayProject%2FShared+Documents%2FJob+Aids%2FTime+Tracking%2FTime+Tracking_Non-Project+Work+Summary.pdf&parent=%2Fsites%2FWorkdayProject%2FShared+Documents%2FJob+Aids%2FTime+Tracking&p=true&ct=1687424209790&or=Teams-HL&ga=1
https://propharmagroup.sharepoint.com/sites/WorkdayProject/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FWorkdayProject%2FShared+Documents%2FJob+Aids%2FTime+Tracking%2FTime+Tracking_Non-Project+Work+Summary.pdf&parent=%2Fsites%2FWorkdayProject%2FShared+Documents%2FJob+Aids%2FTime+Tracking&p=true&ct=1687424209790&or=Teams-HL&ga=1
https://propharmagroup.sharepoint.com/sites/WorkdayProject/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FWorkdayProject%2FShared+Documents%2FJob+Aids%2FTime+Tracking%2FTime+Tracking_PROJECTS.pdf&parent=%2Fsites%2FWorkdayProject%2FShared+Documents%2FJob+Aids%2FTime+Tracking&p=true&wdLOR=c17DB22A5-E8D6-4D1F-A049-A2B6D4E5A542&ct=1686930072217&or=Outlook-Body&cid=98E4965A-108E-45BB-8F02-61C8E244FBEF&ga=1
https://propharmagroup.sharepoint.com/:b:/s/WorkdayProject/EUSIdXByFMtCmNLcmuyLS6ABVfZ6SihJxFZqst9aH7FTsQ?e=DDrJey
https://propharmagroup.sharepoint.com/:b:/s/WorkdayProject/EUSIdXByFMtCmNLcmuyLS6ABVfZ6SihJxFZqst9aH7FTsQ?e=DDrJey
https://propharmagroup.sharepoint.com/:b:/s/WorkdayProject/EUkTW9SDNQpGlzfo7Z495psBGpADHqzIXrZ3rlzVjrXEeA?e=G4Ku8E
https://propharmagroup.sharepoint.com/:b:/s/WorkdayProject/EUkTW9SDNQpGlzfo7Z495psBGpADHqzIXrZ3rlzVjrXEeA?e=G4Ku8E


Issue Contact

Need a project
code to be added

Ask the Project Manager to email the below:
EU & JAPAC: ProjectCoordination.EUJAPAC@propharmagroup.com

Americas: ppg_project_coordination@propharmagroup.com

Calendar locked
so cannot enter
time

Contact your local Payroll team.
Americas: AP@propharmagroup.com

EU & JAPAC: contractorpayroll@eu.propharmagroup.com

Have adjusted
existing time
entries after pay
period

Email your local Payroll Team to make them aware.
Americas: AP@propharmagroup.com

EU & JAPAC: contractorpayroll@eu.propharmagroup.com

All other Time
Tracking
questions

Contact the Workday Product Support Team via the
ProPharma Group Global Service Desk

Help and Support / Troubleshooting
Please refer to the table below for guidance on who

to contact for time tracking issues / requests.

Don't forget to complete your e-Learning course here

mailto:ProjectCoordination.EUJAPAC@propharmagroup.com
mailto:ppg_project_coordination@propharmagroup.com
mailto:AP@propharmagroup.com
mailto:contractorpayroll@eu.propharmagroup.com
mailto:AP@propharmagroup.com
mailto:contractorpayroll@eu.propharmagroup.com
https://globalservicedesk.propharmagroup.com/app/itdesk/ui/ssp/pages/home
https://auth.easygenerator.com/api/auth/oauth/propharmagroup?callbackUrl=https%3A%2F%2Felearning.easygenerator.com%2F89b971cb-bd9e-472b-b81e-e908a2fcd32d%2F

